
    

Ideas for print and layout of text on the page 

 

Use off-white for paper and screen backgrounds on 

computers and interactive whiteboards.  

Use a minimum of 12 pt or ideally 14 pt type in 

written text with 1.5 line spacing. 

Use fonts like Arial, Calibri or Verdana that are rounded 

and reflect a cursive script. 

Keep lines left justified with a ragged right edge. 

Use a line space between paragraphs to break up text. Use wide margins and headings to break up text. 

Use images (pictures and/or symbols) to support text. Use bold to highlight, as italics or underlining can 

make words appear to run together.  

Where possible, use bulleted or numbered lists rather 

than continuous prose.  

Write clear, concise sentences and instructions.  

Keep sentence length to a minimum.  The active rather than the passive voice increases 

readability. 

Use flow charts or mind maps to represent information 

visually wherever possible.  

Keep paragraphs short, with headings and sub-

headings. 



    


