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Frequently used written materials: practical templates

We have produced these templates to help you produce consistent, high

quality information. 

Range of documents 

There are seven templates: 
· booking form 

· agenda 

· minutes 

· evaluation form
· consent form 

· information leaflet 

· poster.

There are also seven folders of symbols on the CD for you to use.
If you are using the on-line version of the toolkit then the symbols are stored in seven word documents.  They can be found in Templates and Examples section of the toolkit. 
The seven templates represent documents that are commonly required. They are intended to provide you with a quick way of creating them in a more accessible format.  Whilst no document can ever be 100% accessible to everyone, these templates will ensure that you follow the key principles of good practise: 

· clear fonts, font sizes and font styles

· simple, effective graphic design 

· visual images.

Go to Graphic design and accessibility (in Resources section) for further advice and an example. 
Visual images 

These documents use symbols produced by Bonnington Symbol System to support the written word. There are other symbol sets available.   Some people prefer line drawings or photographs rather than symbols to be used.   Go to Sources of visual images to make information easier to understand (in Resources section). 

Written text 

The templates include a limited amount of text. You may be adding much more text than this. Please consider more than font size. Use clear, simple language with no jargon and always explain abbreviations.
Using the templates 

These templates are for Microsoft Word. Word is not a design package. We have chosen it because most people have access to it or one of its free equivalents. 
The instructions at the start of each template are intended to help you overcome the difficulties that Word users might encounter when trying to mix symbols and text on a page.

To use a template:

1. open the template file using Word (on-line users can choose to save the templates for use off-line)
2. read the instructions on the first page

3. amend the text in the template

4. amend the symbols in the template

5. print out the amended template, except instruction sheets.
There are a few general points to bear in mind:

· Some of the blank areas in the templates have been created by using tables. Tables ensure that text and symbols are aligned neatly, both horizontally and vertically. The tables have their gridlines set to be invisible when they are printed. However, it is sometimes helpful to be able to see where the tables are on the template pages. To reveal this, select the ‘table’ drop-down menu and click on ‘show gridlines’.

· The examples are there not only to show how information should be added to the templates but also to suggest what that information might include. 
Choosing symbols 
The symbols in the symbols folders (for on-line users the seven symbol library documents) have been chosen to help you get started with your accessible document. These symbols are provided in addition to the ones used in the template examples. 
We recommend that you try the appropriate symbol folder for the template you are working on first. Other folders (for on-line users symbol library documents) may also have appropriate symbols however, so it is worth searching through them. 
The recommended programme for searching these folders is Microsoft Office Picture Manager, which is bundled with Microsoft Office 2003 and later versions. 
On-line users simply open up the required symbol library document and copy/paste the chosen symbol into the template document that you are modifying.
Using symbols with the templates

VERY IMPORTANT – PLEASE READ!

When you place an image (such as a symbol) into a template, Word will put it exactly where the insertion point (cursor) is. This will force all the other page elements aside and break the layout. If this happens, don’t panic. 
1. Click on the symbol to select it. 
2. In the ‘Picture’ toolbar, select the ‘Wrapping’ button. 
3. Choose the ‘In Front of Text’ option. The symbol will ‘float’ above the rest of the page elements and the page layout will return to normal.

Once the symbol is in the template, you can resize it using the corner handles. Do not resize using the edge handles that appear halfway along the top or down the sides of the symbol, as this will distort the symbol. 

Symbols and templates designed by BSS City of Edinburgh Council 2008






Frequently asked questions





Are the templates the same as Office templates?





No. These templates are simply standard Word documents. They could be saved as Word templates using the ‘Save as’ command under ‘File’ on the menu bar and choosing ‘Document Template (*.doc’ from the ‘Save as Type’ drop-down menu. 
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