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TRISH:  Hello everyone.  We will just give it a few minutes to allow people who are jumping from their last meeting to join us.  Just a note I have included in the chat the link to Streamtext if you would prefer to view captions in another window.
      As we are getting started here Sarah I'm not sure are you seeing if people are entering the waiting room.  
SARAH:  No [inaudible]. 
TRISH:  So I'll just continue to do that.  As we get started.  Thanks for joining us today everyone.  I know this is a big day for Canada.  You probably ‑‑ or maybe you're trying to get your work done before the big soccer game starts at 3 o'clock, or trying to avoid traffic if you're in Vancouver, and get home before 3 o'clock.  
		So glad to have you with us today.  I'm Trish Kelly.  My pronouns are she her.  I'm the managing director of Untapped Accessibility, and hosting this event with the support of Sarah Molder, and she will let me know if I'm missing anything.
		So I still have folks joining but in the interests of time we will get started.  We are trying to get a lot into an hour and a half in today's session so we probably need all the time we have, so this is our Plain Language for Employers session, which is a custom free session that we've developed for you today.
      I hope you got the reminder e‑mails that had the information about how to download the slides if you wanted to review them in advance, and also just a reminder to bring something to work on in today's session.  So I'm excited about this format.
      To make sure we start off in a good way today I want to acknowledge that Untapped Accessibility's offices are on the unceded and traditional territories of the Musqueam, Squamish and Tsleil‑Waututh nations and we extend our thanks and honor and respect to our hosts.  I'm logging in from downtown Squamish, which is the unceded territory of the Squamish Nation, and I'm grateful to the nation for their stewardship of the lands and waters around Howe Sound for time immemorial.
      A review of today's accessibility for the session today.  This is standard practice we always do at the beginning of our webinars.  We share an accessible version of the slide deck in advance of the session, we have ASL interpreters who are here today.  And we also have a captioner, Susan who is providing live captions, and we will add the chat ‑‑ the link to Streamtext in the chat as well which is another way for you to view the captions we have a 5 minute break built into the session and you will have time to do independent work so I hope that there will be a good balance of me talking at you and also you having a chance to apply the work.
      And then we will have a debrief at the end so there will be some group discussion which is part of the reason today's session is run as a meeting and you can see each other as opposed to a webinar where you would just be an anonymous square and the screen.
      And we are recording today's session so we will make the recording available in ‑‑ after the session.  You will get an after‑care package that will have the slides, the key takeaways document and a link to the recording.  Partly we are doing that because it's an accessibility practice but also as I said, we are going to cover a lot in today's session, more than what's really realistic to squeeze into 90 minutes so you will need the reference materials to go back to as you improve your practices around plain language in your work.
      So I've already mentioned my name and my role at Untapped, and where I'm logging in from.  The only other thing we usually cover in our intro is a little bit about why accessibility is important to us.
      For me I am the child of a disabled parent.  My mother had multiple disabilities, including mental illness and substance abuse disorder, and in her forties she acquired deafness on lost her hearing overnight.  So as a young person I saw her get pushed out of the work force.  She tried to get back to work but wasn't able to and I think technology has changed a lot.  We have a lot more tools to allow for an equal participation in the work force for people with disabilities, but the attitudes and beliefs about what a person with a disability can or can't do and the barriers those assumptions make are still with us today.  So there's still lots of work to do.
      I'm also someone who's had chronic illnesses my entire life so although today I don't yet identify as a person with a disability, I know that could change in the future, and so by doing this work I'm also future proving my ‑‑ the society I live in as well.
      I think most of you probably heard about this through our newsletter or other Untapped communication but in case you don't know Untapped Accessibility is a certified certification enterprise a living‑wage employer and we are the leading accessibility consulting firm in BC.  And we help organizations with many aspects of accessibility across their enterprises, so training like this as well as support with Accessible BC Act compliance and Accessible Canada Act compliance, and we provide plain language services too so I can mention about that at the end of the session.
      But the purpose of today's session is to give you a quick overview of the key principles of Plain Language, and then look at how they can apply to to pieces of communication related to your recruitment or employee experience.  So you were invited to come to this session with a one page sample of something that you'll work on, so I'll spend the first half of the session reviewing the key principles of Plain Language and then you'll have chance to work independently and applying that we have talked about.  We share that key takeaways document in advance so you might want that hand I when we go into the solo work times later in the session.
      And our hope is that you come out of this it session having applied some of those Plain Language principles and feel that you can then use those ‑‑ that new level of awareness to adjust the way you communicate with your employees or candidates in the future.
      So our agenda for today's session, I'm going to talk about Plain Language concepts and talk about how that conduct a Plain Language review of the document.  Then we will take a quick break and give you an chance to stop listen to me talk and come back together.  We will do some independent work trying to revise the document you've brought with you today.  And then we will talk about how that went for everyone in a group debrief, and I hope to have some time for questions at the end.  I would say that if you didn't get the message to bring a sample with you today, you might want to take some time during the break to grab something.  Maybe the text from your careers page or a recent communication you did to staff, something about a page in length that we can look at and apply these principles to.
      So don't panic if you didn't think of something in advance.  You probably could grab something in that 5 minute break and still get something out of the independent work session.  For those watching as a regarding later I'd note we are recording the session but we are going to stop the recording when we get into the independent work and group debrief us what I know you're working on documents that you might have developed yourself or people on your team may have developed, and I don't want any one to feel uncomfortable with the idea that you critiquing that work so we'll keep that private, but you'll have at least as a reference my review of the Plain Language concepts.
      Okay so let's get into some of those principles.  I want to start with a thank you to Iva Cheung.  Iva Cheung is one of the premier Plain Language instructors in Canada and an expert in Plain Language.  We worked with her several years ago to develop this content.  She does teach Plain Language sometimes through SFU and sometimes through UBC she's really busy with the work that she does and so we couldn't refer our corporate clients to her for training their teams so she was kind and said that we could work with her to develop a session that we could deliver to our clients directly and we mentored our team as well in terms of building our skill around Plain Language.
      So she is also a member of the Technical Committee that created Canada's Plain Language standard released last year so we're grateful for her expertise and generosity of her knowledge in this work.
      So I have a question.  I just want you had think about this.  This is a format we'll use a couple of times today.  Just think for a moment and your own and then you're welcome to you know on ‑‑ invite you to add to the chat what your thoughts are about it if you'd like to share with the group.  But just for the first you know few moments here just think about you know quiet reflection.  What does Plain Language mean to you and we will invite you to add that to the chat.
      Thanks.  So we are getting some answers in the chat we are.  So Plain Language means easy and simple communications as someone references the acronym KISS, keep it simple.  Easy to understanding to the point.  No unnecessary jargon.  Plain Language means it's written so that the average reader can understand it.  Language that's easy to understand and use.  Direct concise and respectful.  I like that.  Yeah, Kimberley has their hand up.  Would you like to come off mute and share your thoughts.  I can't see Kimberly on my screen if you're able to help Sarah.
SARAH:  Kimberly is off camera signing a question. 
TRISH:  Can we spotlight Kimberly?  
SARAH:  I can't. 
TRISH:  Okay I will.  Sorry Kimberly.
KIMBERLEY:  Okay, the interpreter can see me here.  So like you said I'm Kimberly Wood.  So I manage the Canada Deaf Grassroots Movement so we do have lots of deaf employees here across Canada that do contact with me to coordinated things for their work.  Their rights or any kind of are random different things we do so if it has to do with interpreters, ASLs meetings, setting up for meetings things like that so Plain Language very important just keep it very system here and making sure it's simple for deaf people to understand it as well.  So if you do have any staff meetings or something for an example you know you don't hire an interpreter.  You.
		Sometimes would just have like the English translation here, and so a deaf worker who maybe later on you know would be getting that information so everybody who is hear in this meeting and understands what's going on and then we would meet with the deaf individual later and give them the transcript of what was in the meeting and expect them to fully understand what was all being said, and you know there's no more information giving or any kind of more I be tell of what's going on in the meeting.  So often that does happen where the deaf get that information later in a script like that so sometimes you know deaf people are able to understand reading but again not all can.  So not everybody is as skilled at reading English as they are deaf individuals and that's not their first language so that is something that I do see sometimes.  You know, maybe pictures that kind of help connect what the sentence is or having a pick sewer of some symbol and they can better understand for deaf people so again I guess it's situational depending who the person that is reading the information. 
TRISH:  Thank you.  That's for sharing Kimberly.  I'm going to take the spotlight off of you now Kimberly, but please raise your hand again if you'd like to be brought on camera for another discussion point later.  Yeah, thanks so much.  That's ‑‑ and thank you to everybody that shared in the chat.  We had some really great other comments and reflections on Plain Language and what it means.
      And now now I'm going to talk about the definition as described in the Plain Language standards.  So Canada's Plain Language standard references the same definition that is in the International Plain Language Federation Document, so it defines Plain Language as a communication is in Plain Language if its wording, structure and design are so clear that the intended audience can easily, find that they need, understand what they find, and use the information.
      And I mentioned the Plain Language standards so there's international standard that mirrors what was reflected in the Accessibility Standards Canada to a great degree.  That was published in October 2025 and they both use that same definition of Plain Language.
      So one of the important considerations when you're thinking about Plain Language is thinking about how people understand and how they learn.  So for this we want to think about the concept of cognitive load theory, so when we take in new information we have to process that information in our working memory before we can learn it.  Our working memory has a limited capacity and if we overwhelm that capacity we can't process new information.  
		Many things can take up space in our working memory so some of it might maybe you relate ‑‑ that's pretty hot here in Squamish right now.  Sleeping last night was kind of difficult so things like worrying about whether you'll sleep tonight, or be or if you had a bad night's sleep that can impact your cognitive space that you have available from your working memory.
      And when you have less working memory capacity available it's harder to process new information and learn.  So thinking about that might apply to many people in your audience, and especially people who have disabilities that can have extra demands on their working memory.
      So for working do you remember cognitive load theory we have to think about before we learn new information it has to be processed in that working memory and there's always some hem tasting and what you have available depending on all the things that are demanding our attention and your cognitive space and disabilities can affect working memory.  So when we think about why Plain Language is so helpful it's partly because when we use simpler and more familiar concepts those are easier to understand for learners.
      And also Plain Language techniques leave more room in the person's working memory to process the information.  So that is ‑‑ that's one of the key reasons and I'm also thinking about what Kimberly shared earlier about you know thinking of some folks with disabilities who are managing extra demands or their attention like when someone is trying to take in the information that is on the slides that I'm presenting and also what the interpreters are sharing so some people have more demands on their cognitive load and they are working memory.
      So Plain Language can help if if we use simpler more familiar concept that is are easier for learners to understand and leave more room to process that information.  And we need to understand a bit about the science of reading.
      So reading is a 2 step process.  First the reader has to see the text and recognize letter and word shapes in the words, and then the language center of their brain has to interpret those words and their meanings based on the readers' existing knowledge.  It's a very demanding process.  It's haves why people learn more easily sometimes with audio than by reading.  The Plain Language process uses document structure and design to help with the first step, and writing techniques to help with that second step in the reading process.
      So it's really important when we are thinking about Plain Language that we think about the audience as being central.  So you can't know if something is in Plain Language unless you test it with your intended audience.  Something can be plain to one audience and not to another.  This comes up a lot in organizations where you may be very familiar with the acronyms and you know the way that you refer to you know even job titles in your organization, so for you to mate be very plan on an internal level but with externals that haven't worked in your organization before see a job title and a job description they may not know what that means so you need to be mindful of the fact your key audience may not be familiar with those same terms.
      Something can be Plain Language to one audience but not to another.  It's a best practice to co‑create communications can members of your audience so you need to know what is plain for them and what is familiar for them.  And if you can't do a co‑creation process which might be hard for something like a job description, then you can spend time analyzing your audience and understanding more about getting clear about who it is that you are trying to get the communication across to.  And then you also need to think about secondary audiences analyze their needs as well so in the ‑‑ we think about candidates and recruitment.  We might see the primary audience as being the job seeker themselves but we also might think after secondary audience as disability employment support organizations or the job coach that is are helping them find employment.  So is your communication plain for them as well.
      Some general tips for Plain Language include only give the need to know information.  The most important information coming first.  So think about providing direct answers to the questions that your audience might have.  It also helps to break up content into manageable pieces which can be difficult in something like a job description where you have required language, there's some pretty dense paragraphs, and you might have more flexibility in a job posting for example to use break up the content or use more familiar terminology.
      Group related content together following a logical order and use concise meanings full headings to help your audience scan.
      So we are going to talk about word choices and then we will move onto looking at sign and paragraph structure.  A key piece of advice is to use plain and system words that are familiar to your audience.  Make sure you're spelling out or just straight up avoiding abbreviations and acronyms.  It can be tempting for some of us to use those because they're familiar to us it seems easier than spelling it out but again you're thinking about your audience including people outside your organization.
      Avoid nominalizations.  Those are verbs that had been turned into nouns.  I think NOMINALIZATIONS get used a lot and it can be writing in a voice that sounds maybe it's considered professional or academic so they're often found in formal writing but they make sentences longer on harder to understand so keep the wording simple.  Verb forms are preferred because they're clearer.  More active, and direct.  So here are some example.  I think in terms of weaknesses in my writing over the years this is one that is really hard to resist for me.
      I love NOMINALIZATIONS, but I stretch to get back to a plainer verb form.  For example we say make a decision about the policy.  Sounds kind of detached.  Maybe that seems professional.  When you're thinking of your primary or secondary audience.  But to make that more plain decide on the policy.  Another example conduct an evaluation of the program.  You could just say evaluate the program.  Provide an explanation of the process.  Explain the process.
      So that's one of the things that you could scan your documents for and look for ways to get out of nominalizations it's important to use more familiar words that have clear meaning for your audience so you're balancing those two considerations.  Words that you use in a conversation are often more easy to understand and interpret than formal alternatives so if we're getting tempted to say things like individuals, we could just say people instead of saying require we could say must or need.  So we have other examples here.  Again, looking for those every day words that would be more familiar to someone outside of your organization or to your key audience.
      Make sure you're spelling things out.  Don't use abbreviations.  And don't use acronyms.  Sorry.  Again, maybe that's something you fall into.
      When we think about it at the sentence and paragraph level I've got some strategies to recommend here.  Strategy one, and again for some of you if you have a strong style Guide for your organization it might feel difficult to make those decisions.  You might need to talk to your communications team or phrase it at the policy level to get your approval to do this.  Many organizations do not speak in directly to their audience but it is simpler and plainer language to say words like you, we and us compared to saying people, clients, or untapped accessibility as an example.
      Here are an example of indirect.  Applicants can send their resume and cover letter to the e‑mail address provided.  More direct which would be better is you can submit your resume and cover letter to the e‑mail address provided.
      And second strategy is express one idea per sentence.  When there are multiple ‑‑ this is compared to when you have multiple ideas in a sentence.  So the original sentence here is we proudly hold the title of one of Canada's certificated great places to work, fostering a culture of compassion and authenticity.
      So if we break that down to have one idea per sentence we would could say, we proudly hold the title of one of Canada's certified great places to work.  We foster a culture of compassion and authenticity.  So get thinking about that cognitive load theory.  It's easier on your reader to have one idea per sentence.
      I'm seeing there's quite a bit of discussion in the chat so thank you so much for the folks contributing there.  I want to make sure I get through these key strategies and then Sarah maybe you could help me come back to the chat and make sure we're calling the key ideas into the conversation there.
      But I'll move on on strategy 3.  And this one is to use familiar sentence structure.  So in English we have a general sentence structure that is subject, then verb and then object.  So an example of this is we offer free 30 minute informational interviews.
      A different structure will add complexity.  So an example of what might be in current communication would something like our recruitment process includes a 30 minute informational interview.  And again when someone is either in a hurry or has a high cognitive load already, going with the simpler structure is going to be easier for people to understand.  If you want complicated structures there are other times when that's appropriate in writing for example if you were writing a literary novel or poetry you might play around with it and that's supercool but when trying to get people the information they came for we would try to stick to a simpler structure.
      Strategy 4 avoid interrupting the main idea.  So avoid unnecessary words or details that distract the reader from the main point.  So I've got an example here where there is an interruption.  All candidates must submit 2 to 3 professional references if they are advanced to a second interview, including names, titles and phone numbers.
      So that's a long sentence to begin with so we probably want to think about how we could break it up but there is this is this interruption in the middle of the sentence so we want to rewrite that could try if advanced to a second interview you must provide 2 to 5 references including names, titles and phone numbers.  Much so again just less mental gymnastics for the reader or lower cognitive load to read without interruption.
      Another important strategy is avoid expressing ideas in the negative so keep it affirmative.  Express ideas in the affirmative.  So an example here of when you use negative would be if you fail to pass the test ‑‑ whoops that's a typo ‑‑ if you fail to pass the test you will not qualify for employment.  If we shift to to affirmative it's a bit clearer.  You must pass the test to qualify for employment.  And part of the reason we would say keep it affirmative is because we are trying to avoid a situation where you might have even double negatives and people need to work a lot harder to understand what is really meant.
      A see a note in the chat someone is asking if the slides will be sent.  Yes.  You will get the slides and you'll get a recording of this presentation portion.  So yeah.  Thanks for answering that Sarah.
      Strategy 6, avoid wordiness or redundancy.  Leave out why or redundant expressions.  This is a great opportunity to have your voice heard, and we hope you take the time to let us know your candidate experience so we can improve our recruitment process for all people.  I had to actually stop in the middle there to take a breath because the sentence was so long.
      So probably another good practice is to try reading the sentence out loud and if you have to take a breath half way through the sentence is probably too long have a cognitive load theory perspective.  I see someone saying they do that.  That's great.
      Instead we want to simply tight sentence and remove redundancy we can say this is an opportunity to have your void heard.  Share your experience to help us improve the experience for others.  And I do notice that I've used experience twice in one sentence.  So probably would want to take another pass at that and try to get rid of that redundancy as well because that could be difficult for people to understand which experience I'm talking about.
      That's a good time to just make the point that Plain Language is an ongoing process of continuous improvement.  Once these practices become easy for you to recall, you will always have the opportunity to go back and re‑work something that you've done in the past.  So there's always going to be opportunities to make it even better.  The more you practice it.
      Almost at the end of these points but ‑‑ strategies but I think that I saw something in the chat earlier as well about point form lists.  So point form lists are an important practice for Plain Language and thinking about how you structure a document.  When you see a really dense paragraph like what we have on the left‑hand side of this slide, it can be very difficult for people to take in all of that information.  You may feel you're giving people a level of detail that is appropriate, but you might be losing them half way through because it's a lot they have to hold in working memory.
      A way to address this is to use point form notes.  Instead of the long paragraph I have there.  The point form list starts with your day will be spent, and then we have point form notes with the key points there so engaging with clients in their communities, conducting visits to assess skills strengths and preferences.  It's still a lot of text and I would like to refine it further but this is a good example of how we can improve readability just by using the point form list. 
		And along with that it's also helpful to look at using a parallel grammar structure.  So on the left‑hand side I've got nonparallel structure here, and it says reach out to us by, and then we have 3 options.  Our phone line, you can also e‑mail us, feel free to come by our office so generous and accessible that you're offering multiple ways for people to engage with you.  But from a cognitive perspective it's a lot of work because of that nonparallel structure.  So on the right‑hand side we have a similar break down but we've used a parallel structure so reach out to us by phone, and then include details.  E‑mail then the details, office, and then the location.
      So this will again make it easier for people to get through your content.
      Then when we think about crafting clearer paragraphs we want to make sure we're following some of the same practices.  Try to keep each paragraph to one topic. ...... you can also help by using topic sentences at or near the start of each paragraph.  Or you can also look at using transition words to show relationship between the ideas in the sentences.  So this will again just help people move through the content more easily.
      We did save the Plain Language is also about the structure of a document so I want to make sure that we get a little bit of content in there.  And again just noting that this is a lot of information to share with you speaking of working memory, in one go.  But you will have the recording.  You have a key takeaways document and the slides, that you can refer back to and you will have a chance today to apply some of this and help it stick by using it on some of your own communications.
      So some tips around how to structure communication.  First of all give the into he had to know information first.  So make sure that there's clear main message and purpose to your communication and direct answers for audience's questions.
      Make sure that your using the practice of breaking up the content into manageable pieces eat using smaller paragraphs.  Using point form lists for example, group related content together that is another piece that you can review a current document and decide why are there some related pieces that could be closer together in the document, so are you in your job posting describing some of the benefits in your first paragraph, and then getting back to pension or RRSP contributions at the end.
      Like could you group those together and make it more cohesive and easier to understand?  Also using headings is something we will talk about that can making is much more readable and simple.  And using a logical order so understanding who you're writing for, starting with the most important information and using a logical order to get through the content.
      And think about helping your audience to navigate through the document.  Really you are writing this for them write?  Just another bit of a note here about meaningful heading structure.  So to write in a plaque we want to make sure we're using a meaningful heading structure.  So on the slide here I have 3 different heading levels.  They are all a little bit distinct so we have our hero purple one of our main brand headings for color one and that would be used for the page title.  Then we have for sections we would use another heading so a setting 2.  
		We can see it's a little smaller font and a different color.  And clearly nests underneath the heading level one so that helps readers understand that this is it a supporting and secondary element that they need to read about.
      And then we have heading level 3 which would be another kind of section title.  It's a little bit smaller.  The font is a little bit lighter and it nests underneath heading 2 quite easily.  So these are visual cues that you can provide to the reader to help them navigate the document so if we think about this in a job description or job posting we would definitely have a title for the job posting and then we would have section titles we want to make sure are clear and easy for people to jump to.  You might want to think about what's most important for the job KOOEKers.  The ideal candidates that I'm looking for.  And make sure that there's an ease heading structure for foam this follow.  I think about people with disabilities sometimes it's important for them to understand if this job is remote, or hybrid, or if there's requirement to be in office.
      So I would love to see every job posting have a really clear heading that talks about the conditions of work, or the expectations around in office or remote opportunities.  If you make that clear and you have the flexibility to offer remote work, you are likely to get candidates in a talent pool that would not apply for an in person job if they are self accommodating or if they're managing ‑‑ if they're managing their own work space in a way that works best for them.  So make sure that that is easy for them to find and ask yourself if it gets its own heading.
      So that is the Trish talking at you for about 40 minutes of key concepts.  Of we're going to take a break.  Maybe while you're on your break I'm going to just review the chat and see if there are key questions or points that we want to come back to.  And I think we are doing reasonably good for time so let's take a ten‑minute break so we will be back at 10:50 so see you back here at 10:50 and go give your working memory a little bit of a break.  (Break) 
TRISH:  All right, folks.  We will be back in one moment to continue with a bit more presentation.  Then we will give you a chance to work on the document you brought with you today to apply some of these principles?  All right everyone.  I have a little bit more presentation to do so I've turned the recording back on.  And then we will turn it off when you move no your solo work.  
		I wanted to talk briefly about how to validate that your document actually is now in Plain Language and give you some tips around the process for that.  One thing I wanted to note is that before we had a Plain Language standard in Canada and when I first started working in accessibility we were using we were using readability statistics and grade level as the way to determine if something was Plain Language.  So we might have had a client ask us to take a job posting and ensure it was readable to a grade 8 audience.  When we were finding is that with the Plain Language principles where we really need to understand our audience readability metrics can't be what we rely on although I'm not trying to conflict what Kimberly shared around the reading level for most deaf folks being reading level 3 or grade 4.
      But in general we can't rely on readability metrics as the only way that we understand if something is now Plain Language.  Part of this is because they can't measure understanding from your key audience.  They don't know who your key audience is, and I think this came up for me specifically like a real AHA moment for me was when I used I think it was Hemingway to test the flesh Kincaid grade level of a document, and it just kept coming back as grade level 11 and I couldn't get it down and the document was about employing people with disabilities.
      When I took out the word disability it suddenly dropped to a grade 9 level and so according to the app that I was using the word disability is not plain enough to be qualify for a grade 8 reading level.  But when we think about it from our audience perspective if I'm writing about disability for a disabled audience, that word is very plain for that audience, probably members of that audience have been using the word disability maybe their whole lives.  So I don't use an app any more.  I use the principles that we're talking about now, and I look for ways to test documents with the intended audience.
      So that is ‑‑ that is my story that I wanted to share.  The app doesn't know that my key audience is very familiar with the idea of disability, and therefore it shows the flaws in using an automated tool.
      So when you're trying to check if you really have hit Plain Language for your intended audience the best thing to do is to test it with your intended audience because only they can tell you if you've really succeeded in making it plain.  So you need to ensure that your testers represent the diversity of your audience so if you're thinking of your careers page on be worker sight you would want to confirm that job seekers who are interested in working with you feel that it is in Plain Language, that they understand and can use the information that's been provided.
      That might sound daunting but I have a great source in the slide deck where we give some rigor to the idea that you could have as little as 5 people look at a document and provide feedback to you, and you'll capture 85% of the document's problems, so it doesn't need to be crowd sourced to hundreds of people for you to validate.  But you do need to have a group of testers that you can check in with, if your organization has an employee resource group for people with disabilities... able to get them to be involved in testing your new Plain Language version of your document and seeing if there's any document you would provide or you could look at setting up a separate group.  
		I have seen organizations where this isn't just a focus group.  It's actually just can I send you a document by e‑mail?  Will you give me some feedback whether or not it's in Plain Language?
	And, yeah, and that is the ideal way to do it.
      And to get to this point you can look at starting to build a testing process into how you write communications in your organization, and ideally it's not just you in HR that's doing this but your COMS team and other he is communicating to the public, and building it into the process of what it means it finalize a document and publish something.  So ‑‑ and it's important when you do this that you make sure that the people that you're relying onto give you feedback that you make it clear to them that you're not testing them and their comprehension.  It's not about them.  It's about whether or not your community expectation is plain and that's the feedback that you're looking for.  And then the examples that I've offered assume that you have staff that you might be able to ask to do this for you so you would probably be asking them to do this during work hours and so they are being compensated for being involved in this work.
      If you had to set up an external group or maybe you're using an accessibility advisory committee made up of clients that you work with, also look at compensating people for their time.  So now we've gotten to the point where we are going to set you loose to look at your document that you brought.  A couple of reminders in terms of what you can be looking at.  Much you could have that key takeaways document we shared in advance so that you've got that as a reminder.  But I've put some of it into questions and advice so think as you're looking at that document.  Can I remove content to improve readability?  Can I use more direct language?  Can I use more familiar words?  Is there jargon that I need it spell out or just remove?  Look for ways that you could split those long sentences into two so you have one idea per sentence?  Use point form lists.  Create parallel structures.  Get rid of any negatives and use affirmatives.  And avoid interrupting the main idea.  So I'm going to give you instructions for your time working on your own and then I'll just flip back to the slides so you have the reminders while you're doing your independent work.
      So as you're looking at the document that you brought with you practice applying the principles that we are talking about today, and so to see those you can either pull up your key takeaways or I'll move back to the other slide.  We will give you 15 minutes to work on your own and then we will come back together and do a debrief.  This is the poison I will stop the recording.  And just invite you to now work on your own, and I'll just move back to that slide with the reminders on it.  And we will come back together at 11:15.  
(Working on assignment) 
TRISH:  Hi everyone.  A time check that we still have 5 minutes for you to complete your review.  Is that feeling like the right amount of time?  Can you let me know in you are already done?  Or if you feel like you'll need more time?  Thanks.  Pam is ready.  Okay others are still working.  Would being great we are going to give everyone until 11:15.  
(Working on assignment). 
TRISH:  All right, it's 11:15.  So we will get going.  I see in the chat that Francesca asked about whether there is a good app to check for acceptability?  And notes that they don't have a group of readers but has also offered to be a reader.  That's really kind.  So there are ways to check accessibility of a document using built into Microsoft WORD for example.  But for Plain Language if you don't have a group of readers and you can't take that step right now, the next best thing is to write out your audience analysis, and get really clear about who your primary audience is.
      So we covered that in the 3 hour session in more detail and you might be able to find resources on‑line.  But probably most of the on‑line resources will point you towards putting together a group of people that would be willing to read, and give you feedback, although that might feel daunting also you could note that all of your colleagues have been job seekers so if you're looking at recruitment practices you may be able to ask some of your colleagues and then if you're writing employment policies or communication to employees then you have more options.
      So just wanted to give people a chance to either share in the chat, or to raise their hand or come off mute and share how that experience was for you.  Seems like some people were able to get through their document quite quickly and others maybe are not finished.  And I see a question in the chat, is there a better word for accommodation?  For example if you require accommodation maybe you could use the word support instead, I would recommend using the word accommodation because it is a legal requirement that employers have a duty to accommodate and I think that the language is familiar to most people with disabilities.  But you can expand that statement or that offer of accommodation to include some examples and you could also include in that offer of accommodation, you could say something broader like if you require an accommodation to participate in an interview please let us know and we can do to support you to do your best work or bring it back to the idea of helping support someone to do their best and give some examples as well.
      But is there any one that would like to share how that experience was using those principles and applying it to the document that you brought?  Yeah, so it can be difficult if you feel you have a really broad audience for the document so how do you to the audience analysis if you're trying to appeal to everyone?  But I think as you start to narrow down you probably can get more specific than that and I see that ALISA has their hand up so I'm going to try to find you in the list here and unmute you 
SPEAKER:  Oh I think you are probably unmuted already.  Can you try to. 
SPEAKER:  I think I did it myself.  I have a question.  The document I chose to edit was our interview confirmation for people who are coming in for an interview with us.  I'm trying to make it simpler but at the same time I want to make sure people have all the information they need, which does make the document quite long because we talk about things like how to get to us through transit, different parking options if you're driving to get to us, we're sharing the details of like what to expect in your interview as much as we can.  Do you have any recommendations for like balancing the need to almost over communicate information but also wanting to make it simple and not a huge cognitive load?  
TRISH:  That's a really great question.  And I think my first thought is that in some ways web pages can be so helpful with this because you could have like a FAQ sort of where you have the question or the topic and an accordians option so you could say we have more information about how to find our offices, and then they click on the accordian and you can give the options for transit and parking.
      Something I see Sarah Molder on our team doing with most of our documents is including some kind of summary at the top of the document where you mention the key information, and then you create links in that so it could be almost like a mini table of contents where you say further down we have information about parking, transit, that sort of thing and then you create a hyperlink in word so when someone clicks on the parking it brings them down to the bottom of the document where you've got the detail so that ‑‑ yeah, so you might be able to use kind of a summary and jump to links in the document that make it a little bit easier for people to select if they need that level of detail because you're right it is about balancing how much do people need and not wanting to overwhelm people by being really thorough.
      And, yeah, and some folks said that it was that exercise was harder than you think.  Yeah, and Kymber sexually adding to the chat just reinforcement it is a good idea to include information like where to park or how to get to the interview so that people have that information and it's easy to understand.  So, thanks everyone.  I hope that if you didn't get through your document that at least starting to apply these principles will help make it a bit easier for you to get back to it later and see that this is very practical, and there is lots of training that you can take, and practice does improve your Plain Language skills so keep doing it.
      A couple of ways that Untapped can help you if you decide that you want to support with this.  I mentioned that we do have Plain Language training for Teams owe that's a 3 hour workshop.  In advance we work with you to find examples across your organization of communication materials.  We'd work those into the session and then you could invite any one across your organization to come and learn more detail than what I've been able to cover today about Plain Language but also to within your organization.  We offer training in foundational concepts of accessibility, workshop style and next month we will be launching an e‑learning course called  foundations of accessibility, so keep an eye out for that.  We also do to have do Plain Language audits and rewrites so I didn't think to say that when someone asked about what did you don't have a built in audience of people you could consult, you could ask us to help you with that.
      And we do policy audits as well.  And offer advisory services too so we're here to help if you are looking for someone outside the organization to help you build your skills or get to Plain Language quicker.
      I would love it if you could take a moment to fill out the session evaluation before you leave today.  I think Sarah can add the link to the chat, but this is a QR code on the screen that you can also scan.  And let us know how this session went for you.  I'm really curious about if the format was helpful or how you might want to see it go differently next time.  And I see Kimberly you have your hand up.  So I'm going to add a spotlight to you, so you can ask your question.  Thank you 
SPEAKER:  Okay, yeah, interpreter can see.  Okay I just wanted to emphasize here sometimes the word can be very you know simple here and deaf people still can't understand that.  They do struggle here.  Sometimes there is just so much information on a page to read that it's very overwhelming and can get the deaf consumer a little confused.  So lots of times we get people with different scripts and things given us to and we translate it into ASL for them bus because it's clear they are engineer first language so maybe a little off topic but for example one word evacuate.  So everybody here obviously knows what that word means.  It means it's time it get out.  Leave right away.  We understand the concept of that but let's say a senior citizen deaf woman that lived in north ‑ and I think it was 2 years ago in northern Calgary.  Maybe it was 4 years.  There was a fire that had been happening.  She was near a town by the fires and the fire was encroaching on the town and there was a warning sent out that people had to evacuate and she saw that and didn't understand what the word meant.  She noticed all of a sudden there was lots of cars league.  Kind of a fury and she packed up her stuff and got into her car and you know had just kind of seen that everybody was leaving here and she didn't know.  Do I go or do I stay?  And didn't understand the warning and she had texted her sister asking what do I do?  What does this mean and her sister said the word evacuate means to get out.  Likem, get out right now!  It's important!  You have to.  		And you know she didn't understand the consent of that word here.  And didn't understand what was going on so that's kind of one example here just emphasizing here for a lot much other workers this you are hiring deaf individuals anybody that you're hiring they have to make sure they even understand the simple words too and often we see that there are some people that will read something.  Not understand, and then they'll ask and say I don't understand what that words means and you'll just have a simple explaining of the word.  Maybe changing the word to explain it a little bit better can obviously help.  And you know sometimes people feel maybe a little bit embarrassed of not understanding what something means and think well if I ask the question I'm going to lose my job and so it gives a bit of fear to deaf individuals and other people.  So an example is you know any work business here or place to just kind of use every day language, everyday words.  And maybe you know kind of have like a setup of just a list of words that are maybe commonly used in that business, and you know just have that listed out there so it's easier for communication amongst everybody.  And also another thing most workers here who get hired and they do hire or pliers that hire deaf people they sometimes have an ASL interpreter hired here but they will tell the ASL interpreter sometimes oh tell Kim this.  Tell Kim that and knows not the way you engage with an interpreter.  But again it's just that the ignorance of not understanding how an interpreter works.  How to communicate with a deaf person so saying oh tell that person and tell Kim to do this.  Our interpreters are our ears.  They're like my voice for you.  So my hands they're interpreting what I'm saying here.  So you know an interpreter is valuable for both parties for a deaf and a hearing person as well SS it's not just the benefit for me but for the hearing people as well. 
TRISH:  Thank you. 
SPEAKER:  Yeah, so just one thing as well that people you know just more awareness here of what it's like to communicate with you know the English language the Plain Language and having an interpreter when it's appropriate so just my 2 cents.  Thank you. 
TRISH:  Thank you Kimberly.  Appreciate that mention of emergency situations too.  I think it's a good reminder to come back to the cognitive lead theory and think about the cognitive load for people who are in the middle of an emergency situation so keeping the communication simple, making sure that it will be easy to understand.  We have a few more resources that are listed in the slide deck including the Plain Language standard.  Information about SFU continuing studies course, and then a few tools you might want to look at as well to help you.  There is also an article why these readability formula metrics are not reliable for Plain Language if you want to dig deeper into that.  
      And then we've had some discussion already and we're actually out of time so I just want to end with a thank you to everyone for joining us today.  And for your commitment to ensuring that your communication works for job seekers and employees.  We will wish you a good day and a reminder we will send an after‑care package with the recording of the presentation and the slides.  And there's invitation to join our newsletter list as well so you can hear about our next session.  So thank you.  See you later, and have a good day.
