	Content
	Yes
	Most of the time
	Needs Work

	The title reflects the content.
	
	
	

	A Table of Contents is used if there are more than seven pages of text.
	
	
	

	The purpose of the information is clearly stated at the beginning.
	
	
	

	The content flow is logical and easy to-follow.
	
	
	

	The content is current/evidence-based/reflects current practice.
	
	
	

	The content is limited to what the patient needs to know (no unnecessary or “nice to know” information).
	
	
	

	Actions or behaviours client can or should do are included.
	
	
	

	Important points are emphasized or summarized.
	
	
	

	Clients are directed to other sources of information/support as applicable.
	
	
	

	Content free from bias. 
	
	
	

	Content is gender neutral.
	
	
	

	Cartoons, caricatures, and humour are not used.
	
	
	

	Reasons for directions are explained.
	
	
	

	Content written in Q&A style as appropriate.
	
	
	

	Paragraphs contain no more than five sentences.
	
	
	

	Writing Style
	Yes
	Most of the time
	Needs Work

	The content uses the principles of plain language (e.g., conversational style - “kitchen talk”, uses words the client would be familiar with, written in the familiar, everyday language of the target audience)
	
	
	

	The material is written mostly in an active voice.
	
	
	

	The passive voice is used appropriately.
	
	
	

	The tone and style is personal and conversational (not formal or clinical).
	
	
	

	The average sentence length is 10 to 15 words.
	
	
	

	Medical terms, acronyms, abbreviations are defined.
	
	
	

	Context is put at beginning of sentence.
	
	
	

	If used, readability tool results recognized as a very general guide only.
	
	
	

	British spelling is used.
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Target audience: _________________________________________________________________________
Purpose of information: __________________________________________________________________
	Font
	Yes
	Most of the time
	Needs Work

	Font size is between 12 and 14 points.
	
	
	

	Main body text is serif font for audience with no low-vision needs.
	
	
	

	Headings and sub-headings use a sans serif font.
	
	
	

	No more than two fonts are used (Arial or similar sans serif for title, Times New Roman or similar font for body text).
	
	
	

	No fancy, script, or novelty fonts are used.
	
	
	

	Words are bolded, never italicized or underlined.
	
	
	

	ALL CAPs are never used.
	
	
	

	There are 2 point size differences between body text, sub-headings, and headings.
	
	
	

	Paragraphs
	Yes
	Most of the time
	Needs Work

	Paragraphs, body text, and bulleted lists are left-aligned (not indented or centre justified).
	
	
	

	Headings/sub-headings are left-aligned.
	
	
	

	Minimum 1 line space between paragraphs.
	
	
	

	Headings/sub-headings relate to section content.
	
	
	

	Line Length
	Yes
	Most of the time
	Needs Work

	Lines contain between 75–100 characters per line.
	
	
	

	Continuity of line is not disrupted (e.g., inappropriate placement of graphics).
	
	
	

	Grouping
	Yes
	Most of the time
	Needs Work

	Bullets and/or numbers are used effectively and appropriately in lists.
	
	
	

	No more than 5 items per list.
	
	
	

	Tables are used for comparative information.
	
	
	

	Tables, graphics, etc., introduced in body text.
	
	
	

	Graphic/table headings clear.
	
	
	

	Graphics
	Yes
	Most of the time
	Needs Work

	Graphics are of high print quality.
	
	
	

	Graphics relate or support text.
	
	
	

	Same style of graphics used.
	
	
	

	Graphics positions relate to text and do not interrupt reading flow.
	
	
	

	Graphics have captions.
	
	
	

	Graphics are sized appropriately.
	
	
	

	Graphics do not promote stereotypes.
	
	
	

	Content of photos/illustrations is contemporary (people, activities).
	
	
	

	Photos or illustrations are representative of the people or activities in them.
	
	
	

	Material shows awareness of and respect for diversity (uses culturally appropriate worlds and examples).
	
	
	

	Illustrations are sourced as appropriate.
	
	
	

	Colour
	Yes
	Most of the time
	Needs Work

	Colour is used appropriately.
	
	
	

	Document does not use more than three colours.
	
	
	

	Contrast between text and background is sharp.
	
	
	

	Watermarks are not used.
	
	
	

	White Space
	Yes
	Most of the time
	Needs Work

	Margins are 0.75” or more in one-column document.
	
	
	

	1/3 of page is white space.
	
	
	

	Adequate amount of white space around graphic elements, tables, etc.
	
	
	

	Page does not appear “text heavy”.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3

