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justinfo: Information for everyone




Who we are

If you want to know more about us, please see our Information
Booklet, Annual Report or Newsletter. You can download them
from our web site, or we can send you a copy by post.

Just Info is our project that helps groups make
information easier for everyone to understand.
We can give you advice or do all the work.

This booklet tells you what we can do for you.
If you want to know more, please get in touch.

How to contact us:

=] Manchester People First
3 Broughton Street
Cheetham Hill
M8 8RF

(' Phone/Fax: (0161) 839-3700

#=7 Email: mcrpeoplefirst@googlemail.com
J@ Web: www.manpf.org
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Think of all the information your group N 4
sends out; letters, reports, minutes, newsletters,
flyers and posters. If they cannot be understood,
they are just wastepaper.

It makes sense to make all your information accessible to every-
one. It shows you care about equality, it can save you time and
money and the Disability Discrimination Act says you have to.

Making things accessible means giving people the information
they need and want, in a way they can understand.

The best way to start is to write everything in simple, plain
English. Do not use jargon and do not woffle.

Use large print and a clear design. Look at what other formats
are needed such as audio, electronic, or Braille.

We think it’s best to make one version that
everyone can understand, instead of trying
to make lots of different versions as people 4 "% e
ask for them. Think about accessibility
from the start.

-~

Just Info can give you advice and even do all the work for you!
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What we have done

We have a lot of experience. We have produced accessible
minutes, newsletters, leaflets, booklets, posters, research
documents, signs, logos, letterheads etc.

We have done work for councils, the police, universities, health
service, voluntary sector groups and commercial organisations.
We can also do audio versions of your documents.

()
Manchester
® O |earning Disability
m Partnership Board

The

University
/g Of

&=> Sheffield.

Greater Manchester
Police Authority

NCHESTER Greater Manchester
CITY CouNcIL R nes
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NEWSLETTER - Number 13- Autumn 2005

New Committec

Funding C—n 20700
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run the group
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Fund Raising

holding a collection o
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New Members
Weleome to Karen and Michelle

d’ event. This year we
ow recorded same of the

ntary of our short video.
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Don't forget to visit our web site at  Friday 28 October to win one of
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see ‘Charlie and ¢

d "Wallnce and Gromit”.
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and events
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Big Print
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Manchester Learning Disability Partnership Board

together

Employment sub- grou
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Issue 9 « November and December 2005
Free * Published evary two months.

Find a Fire
~| Sat off the alarm by breaking
the glass on any alarm button

Alarm Starts

Get out by the nearest axit
From Cid Town Hall;

=+ G0 to $1 Peter's Square
From Town Hall Extengion:

=+ Go to Albert Square

=)

Do Not

Stop 1o get things

Use the lifts

G back into the building

BHR

I Gr—

Sound File }

Text File
~—

Other Emergencies
See Receplion of ring ext, 4433

¢ 1
P

CD Tape

Email Disk
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Newsletter from Manchester People First

Annual General Meeting

Thursday

27 October 2005
11am-2.30pm

St. Thomas Centre New woker

Ardwick Green North i
Manchester

(What's inside? |

All members are invited 1o our AGM. We will be
electing our new commitee who will run the
group for the next year. Come and hear what
we have been doing and join us for free lunch
and raffles! See the back page for details.

New People First Web Site
We have launched our new web site.
You can visit us on the internet at;
www.manpf.org
gx\‘"rs)ﬂ It's early days, but et us know

what you want to see.
People
SOMLENWS The Voice of the Learning Disabled
-'u-..‘_ Ly

Big changes ol MPF:
See Stephen’s Report

on page 10!

; @CHES).\

|Peopfe.

\Q’E?E/
Manchester People First
Information Booklet

Contacting the police
in an emergency

need the police to come right away
phone 999, The call is free.

)"\ When you phane tell the aperator that you
= ——lwant the police,

Be ready to:

‘ give your name and address and
B explain where the problem is.

= You will be put thraugh to the police,
Prochicnd by The pofice will ask you te:

= ryetal|
/ Sark

‘ give your name and oddress and
_ €0 oxplain whera the problem is and what it is.

W
BB POLICE 0o not phono 999 for advice.
IFyou need to tolk 1o the officer who is already
g‘”h’g helping you, phane your lacal police station,
'Pe,?g’e ot fmalleny
LT “Making o complaini nhaut the pelice’

‘A guids o what the polics do”
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What we can do for you

Get as little or as much done as you want. We can:

- Edit and re-write documents using plain English guidelines.

- Design and lay-out documents following clear print guidelines.

- Add pictures to make documents easier to follow.

- Produce electronic versions of documents such as Adobe
Acrobat (.pdf) and plain text (.txt).

- Record audio versions of documents on compact disc,
cassette tape or mp3.

- Print out Braille versions.

- Give advice about making things accessible.

We can also arrange for documents to be commercially printed.

What will it cost?

What we charge simply depends on how k
long it takes us to do the job. Decide what
you want doing, send us the document and
we can quickly give you a no obligation
guote.
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What you need to do

Edit your document. Check spellings and make sure it’s the
final version. Simplify as much as you can, explain all your
abbreviations, get rid of jargon. It will help us do things quicker
and so cheaper. Give us enough time. Think about accessible
formats from the start. Leave yourself enough time to make
any corrections.

Send us the finished document on disc. Word (.doc) or Rich
Text Format (.rtf) are good, but we can deal with most formats.
We can even scan print outs or type up handwritten versions,
but it will take us longer and cost you more.

Send us all the photographs, drawings diagrams, logos etc. in
your document. For printed documents these have to be 300ppi
in formats such as TIFF, JPEG or EPS. Please note that pictures
saved from a web page are not usually high enough quality for
print use. We can scan original artwork for you, but will charge.

Decide what you want to do with the finished document.

For example, for an annual report you might want a version to
be commercially printed, so we might give you a QuarkXPress
document for the printer. You might also need a version people
can download from your web site, so we can give do a PDF
version to pass on to your web master. You might want a text
version for people who use screen reader software, so we can
get you a plain text (.txt) version. We can also do audio versions
on cd, tape or mp3 and Braille versions.

We are happy to give advice on what you may need.
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