Checking readability of text

Word is able to analyse text within a document and display a range of readability statistics.  These are based upon the average number of syllables per word and the number of words per sentence.  These may be used to assist your judgement as to the suitability of the text for students.

Making sure that Readability Statistics are displayed after spell/grammar checking
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Click on Tools-Options.

2. Click on the Spelling & Grammar tab.

3. Make sure that the Show readability statistics box is checked.

4. Click on OK.

Inserting text into the document

You may type text into the document or copy and paste some from an external source such as another document, a web page or Encarta.

Running the spelling & grammar checker
1. Make sure the language is set to English (United Kingdom) by clicking on Tools – Language- Set Language.  Select English (United Kingdom) from the list and click OK.

2. Click on Tools-Spelling & Grammar to check the document.

3. When you have finished, the Readability scores will appear.

Interpreting the Readability Statistics
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Flesch Reading Ease score

Rates text on a 100-point scale; the higher the score, the easier it is to understand the document. For most standard documents, aim for a score of approximately 60 to 70.

· Flesch-Kincaid Grade Level score
Rates text on a U.S. grade-school level. For example, a score of 8.0 means that an eighth grader can understand the document. For most standard documents, aim for a score of approximately 7.0 to 8.0.

· To convert roughly to the reading age of UK students, add 5 to the Flesch-Kincaid Grade Level score.
· Therefore for a student of reading age 10, you should aim for a Flesch-Kincaid Grade Level score of 5.
The example to the right would be very difficult to read!
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