
European standards 

for making information 

easy to read and understand



These standards were made to make information easy 

for people with intellectual disabilities to understand.

But these standards can also be useful 

to make information easy for many other people to understand.

For example:

• people who do not have English as a first language

• people who find it difficult to read.

Anyone who wants to make information easy to read 

and understand can use the standards.



Language versions of easy-to-read standards



https://www.inclusion-europe.eu/easy-to-read-standards-guidelines/
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Words: 

• Use simple words.

• Explain difficult words after using them.

• Do not split words across two lines.

• Write numbers as digits.



Sentences:

• Write simple sentences.

• Start each new sentence on a new line.

• Make your sentences short (1 or 2 lines long).

• Write mostly positive sentences.

• Use the active voice (not the passive).



How to order the information:

• Put the information in a clear order so it is easy to follow.

• Write each paragraph about one topic.

• Use examples to explain things.

• Use bullet points for lists.

• When you write “she”,“he” or “it”, make it clear who or 

what you mean.



How the document looks:

• Number all pages.

• Use Arial/Calibri/Aptos font, size 14 or bigger.

• Align the text to the left.

• Add images next to the text to help people 

understand the content.

• Use the images that are easy to understand.

• Make your titles clear and easy to understand.

• Use bold fot your titles. 





PRIME is a short name for

Promoting Inclusive Mobilities Experience. 

PRIME is an international project.

We want people with disabilities to travel abroad

as independently as possible. 

PRIME results will be: 

• A Need Analysis Report. 

       It is a document with the needs of people.

       First we will ask people about their needs.

• A Handbook with guidelines and tips for workers. 

• Official documents in easy to read. 



Exercise in 3 groups:

Prepare an easy-to-read fragment of a participant's report. 

Remember to follow the standards. 

Try to select illustrations (for the purposes of this exercise, they 

do not have to be from legal sources).



Exercise in 3 groups:



ETR documents 



European Solidarity Corps

Volunteer Agreement

A volunteer agreement is a document.

It explains the rights and responsibilities of:

• the volunteer

• the organisation in which the volunteer will be working.







Participants Report

Volunteering

Participant Report is a form.

A form is a paper with questions for you to answer.

You are filling in this form because you took part 

in a European Solidarity Corps program.









All you need to know about Youthpass

YouthPass 

Certificate
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YouthPass Certificate
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All you need to know about Youthpass



YouthPass Certificate



How to use PR.I.M.E 

ETR documents?

You should prepare the ETR version of documents into the PWID’s 

native language.

We have prepared documents in:

• World version

• PDF version 

• some of them in editable PDF version.

To prepare documents in your native language, you can use World 

version with grafics.



Documents in easy-to-read can be completed by the person 

themselves or with support. 

Documents can be completed: 

• by pen

• on a computer

• verbally (support person can note down anserws).

How to use PR.I.M.E 

ETR documents?



How to use PR.I.M.E 

ETR documents?

You can prepare an editable PDF version.

We did this using a free program: PDFescape

Users of easy to read text will be able to fill out the document 

without worrying that they will accidentally delete or change 

something in the document (which can happen when filling in 

the Word version).



The easy-to-read versions of documents are supporting documents. 

Persons using them will also have to sign the original version.

You should inform the person about this and explain why it is 

necessary (legal issues).

How to use PR.I.M.E 

ETR documents?



Remember to consult your document with at least one user of easy to 

read and understand texts.

How to conduct consultations?

Tanya will talk about her experience with conducting consultations on 

PRIME documents later.

We can give you some tips on what to look out for during consultations.

How to use PR.I.M.E 

ETR documents?



Some useful tips on what to look out for during consultations.

• ASK QUESTIONS: it is worth asking the person evaluating the text questions to check 

how much he or she understands the text.

• ASK TO SUM-UP OR EXPLAIN: It is worth asking to summarize sentences or explain how 

she or he understood a sentence. 

• ASK ABOUT THE IMAGE: It is also a good idea to ask them to relate what the illustration 

shows to make sure they understand it.

• ASK CONCEPTS: You can ask what a specific word means.

How to use PR.I.M.E 

ETR documents?



Some useful tips on what to look out for during consultations.

• KEEP A RECORD ON THE FEEDBACK: accompany one person (or group) while reading a 

text and write down his/her remarks or mark difficult moments in the text.

• ASK ABOUT THE DIFFICULTY OF FILLING THE DOCUMENT: If you are creating documents 

to be completed or filled in, it is important to check if a person is able to complete them . 

Is important to ask if it is easy and understandable to fill in the document with the 

required information. 

• ASK TO READ IT OUT LOUD: ask the person to read the text out loud, to check if there are 

any elements that are difficult to read at all (hard to pronounce).

How to use PR.I.M.E 

ETR documents?



How to use PR.I.M.E 

ETR documents?

Remember to include the following information at the end of the document:

• who prepared information in easy to read

• who consulted information in easy to read

• the source of the graphics.

You also need to include a sentence required by Inclusion Europe: “© European Easy-to-Read 

Logo: Inclusion Europe. More information at www.inclusion-europe.eu/easy-to-read” 



How to use PR.I.M.E 

ETR documents?

Examples of the graphics sources:

1.Unsplash 

2.Wikimedia Commons 

3.Pexels

4.Canva - PR.I.M.E documents

5.Pixaby

6.Sclara

Source of pictograms:

ARASAAC - Pictograms available under an open licence 

https://arasaac.org



WE 

ARE

For further details: primemobilityproject@gmail.com 

Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not 

necessarily reflect those of the European Union or the European Education and Culture Executive Agency (EACEA). 

Neither the European Union nor EACEA can be held responsible for them.

Thank You 
Monika Szabla

monika.szabla@psoni.gda.pl
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