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Safety Training Materia ls That  

Everyone Can Understand 

1. What are readability and suitability?

2. 4 big questions to answer before you start writing

3. 3 major tips to use when you are writing

4. Tools and resources that can help you prepare safety training 
materials your audience will understand 

What We’ll Discuss: 



Readability

MAINTENANCE AND REPAIR: Tenant will, at Tenant’s sole expense,

keep and maintain the Premises in good, clean and sanitary condition

and repair during the term of this Lease and any renewal thereof. Tenant

shall be responsible to make all repairs to the Premises, fixtures,

appliances and equipment therein that may have been damaged by

Tenant’s misuse, waste or neglect, or that of the Tenant’s family, agents

or visitors. Tenant agrees that no painting will be done on or about the

Premises without the prior written consent of Landlord. Tenant shall

promptly notify Landlord of any damage, defect or destruction of the

Premises or in the event of the failure of any of the appliances or

equipment. Landlord will use its best efforts to repair or replace any such

damaged or defective areas, appliances or equipment.

 Is the vocabulary too difficult for some or all of 
the audience?

 Are the sentences long and hard to follow?

Readability: How 
NOT to do it



Suitability

 Does the format and layout 

make the main message 

easy to find?

 Does it look like a lot of work 

to read?

 Do illustrations help drive 

home the message? 

 Is there a clear and specific 

call to action?



Tools to Assess Readability and Suitability



DOES IT WORK?



YES!

When w e asked the apprent ices 
w hat  the card’s MAIN MESSAGE 
w as, readers of the new  card 
w ere…

 Three times as likely to mention taking 

breaks in the shade on hot days

 Three times as likely to mention drinking 
water frequently  

 Four times as likely to mention wearing 

light, breathable clothes in hot weather



How  can I  make sure MY training materials 
are communicat ing my message clearly?



The “Big Four” Quest ions

1. WHO is your primary audience?



The “Big Four” Questions

 WHO is your primary audience?

 WHAT do you know about their reading skills and 
background knowledge?



The “Big Four” Questions

 WHO is your primary audience?

 WHAT do you know about their reading skills and 
background knowledge?

 WHAT do you want your audience to do?



The “Big Four” Questions

 WHO is your primary audience?

 WHAT do you know about their 
reading skills?

 WHAT do you want your audience 
to do?

 WHAT is your main message 
statement?



Main message statement

Each year, thousands of 
workers get sick from heat 
exhaustion and heat stroke. 
Some even die. But you can 
protect yourself and feel 
better as you work by 
dressing for hot conditions 
and taking frequent breaks 
for water and shade.



The “Big Four” Questions

 WHO is your primary audience? Construction workers who work in hot 

conditions

 WHAT do you know about their reading skills? About 25% of them 

have limited English-language reading skills

 WHAT do you want your audience to do? Protect themselves by 

dressing for the weather, drinking water, and taking breaks in cool or 

shaded areas

 WHAT is your main message statement? Each year, thousands of 

workers get sick from heat exhaustion and heat stroke. Some even 

die. But you can protect yourself and feel better as you work by 

dressing for hot conditions and taking frequent breaks for water and 
shade.



Tip #1: Keep Focused

1. Main Message
2. Call to Action
3. There’s no #3



Tip #1: Keep Focused



Tip #2: Start  w ith a Summary



Tip #3: Use Subheadings



Tip #3: Use Subheadings

Workers who received the new card were….

• 3x as likely to mention taking breaks in the shade on hot days
• 3x as likely to mention drinking water frequently  
• 4x as likely to mention wearing light, breathable clothes in hot weather



Resources to Improve Your OSH Training Materia ls

 Readability Calculators (here’s one: 
https://www.online-utility.org)

 The CDC Clear Communication Index 
(https://www.cdc.gov/ccindex/index.html)

 Everyday Words for Public Health Communication 
(https://www.cdc.gov/ccindex/index.html)

 Clear Writing for a Construction Audience 
(https://www.cpwr.com/sites/default/files/publications/C
lear-Writing-for-a-Construction-Worker-Audience.pdf)

 YOUR INTENDED AUDIENCE!



In Conclusion…

1. Readability and Suitability

2. 4 Big Questions before you start writing

3. 3 Major Tips to use when you are writing

4. Tools and resources that can help YOU prepare 
safety training materials your audience will 
understand 
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