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Plain Language and Clear Design

Foreword

Foreword

The Co-op Housing Bookstore published itsfirst plain languege book in 1989. Since
then, the Bookstore has published more than 50 books and brochuresin plain
language. Housing co-ops and federations have discovered the need to communicate
with membersin plain languege

Writing for members of housng co-opsis chdlenging because of our membership's
rich diversty of education, culture, countries of origin and languege skills Many
members and gaff of federations and housing co-ops have responded by atending
workshops on plain language and dear design.

Thisguide brings together the key points of the plain language workshops. 1t will
hdp you writein plain language with adear and conggtent yle. Y our writing will
become easer and fader. Y our readers will get your message.

These guiddines are not the only, or dways the best, way to communicate. There
may be times when you decide that another gpproach works better for aparticular
piece of writing. However, this guide outlines the badc prindples of plain language
and dear design.

The Co-operative Housng Federation of Canada (Ontario Region) funded thisguide
and Dde Reagan worked with us through the draft dages

Wethank Judy Kondrat of Eagt End Literacy for dlowing usto use her draft of
Clear Language and Design Style Guide asthe gating point from which we
developed this guide for the co-operative housing sector.

Wewould adso like to thank Debbie Greenway, John Peddle and Marg Uhdak for
mesting with usto review and comment on an early draft.

LisaGlass, Mary Ann Hannant, Brynne Tedll, and Pendope Winter do reed and
commented on drafts

Thanks egpedidly to Frances Mdandrino for haring her ingght throughout our work
on this project.

Marlene Black and Brian Burke
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Howtousethisguide . . . ... ... .. e

How to use this guide

Ingteed of a Table of Contents, we have written abrief summary of the key pointsin
each section. Use these pages to hdp you find informetion.

Plain language —thebasics ........................... 1
Thisisasummary of the bascs of writing in plain language. Useit for aquick
review of the prindples of this syle of writing.

Writing in plainlanguage . .. ........ ... ... . .. .. ... 3
Towritein plain language, organize the informetion so thet it mekes senseto
your reeders and use words that your reeders will understand.

€ Organize the information . .. ..................... 3
This section will show you how to bresk up long sentences, and when to
use brackets, headings, paragraphs.

€ Use words that your readers will understand .. ........ 5

Smplify your gyle  Short forms, contractions, hyphens Latin terms
numbers Sgns and symboals can cause problems for your reeders. This
saction will help you to decide which words and phrasesto use and
which to avaid.

Clear design —thebasics . ............ ... ... ......... 11
Thissaction will help you to present information in adear and reedeble syle

€ Usingcolour ........ .. ... . ... . .. .. . 11
€ Settingupthepage ......... ... .. ... 12
€ Choosingtype ......... ... 13
€ Highlighting information with bold, boxes, bullets,

type sizeandspace .............. .. 14
€ Making pictures and graphics work foryou . ......... 16
€ Photocopyingandfaxing . ...................... 17



Plain Language and Clear Design
Howtousethisguide . . . ... ... .. e

Choosing commonwords . .............. ..., 19
Thisisalig of words and terms that may bein your vocabulary, but may not
be familiar to dl of your reeders. We have suggested some common, everyday
words that you may wish to useingtead.

Examples using plain language and clear design . . .. ....... 33
We have induded a paragraph that we have rewritten in plain language. There
isdso aflyer thet we have redesgned usng dear design.

Plain language resources . ............ ..., 39
Usethislig to find more informeation about plain language.
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Plain language — the basics

Usethis section of the guide for aquick review of the principles of writing in plan
languege.

Think about thase who will be reading the information. Wheat do they aready
know about the subject? What do they nead to know? How well do they

reed? |sEnglish ther firs language?

Organize the information so that it makes senseto your reeders.
Put the most important idea firg.

Addressthereader asyou. Refer to thewriter aswe.

Make sure thet your toneis friendly and conversationd not criticd, authoritetive
or formd. Thewords and gyle you use will show how you fed about the

people you are writing to.

Usewordsthat are familiar and concrete. Be conggtent in what you cdl things
(Seethelig on page 19.)

Avoid jargon and technicd terms unless you are sure that your reeders will be
familiar with theseterms. If you must use atechnicd term, defineit. For
example, co-op memberswill probably undersand theterm housing
charge. However, if you ae marketing unitsto the public, you musgt explain
the term or use the more familiar word, rent.

Usewordstheat indude dl your reeders. Usechair or chair per son ingead
of chairman. Use maintenance worker indead of maintenance man.

Avoid usng expressons that will be difficult for people who pesk Englih asa
second language, for example, lip service, red tape, fast track.

Use short, smple sentences— no more then 30 words. Vary the length.
Usejoining words to connect idees— then, that means, so, because.

Use bedsc punctugtion. If you arewriting in plain languege, you will not ned
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complex punctuation with lots of commeas and semi-colons.

Usetheactive, not the passvevoice. In other words, the person or
organization thet is doing the action should be the subject of the sentence. For
example, u2 The board has decided ingead of It has been decided by
the board.

Passive
A Members Medting will be hdd on June 19 in the medting
room. All members are asked to attend. Changesto the
Occupancy By-law will be presented by the board and will be
voted on by the members
(4 passve verbs)

Active
Flease dtend the Membears Medting on June 19 in the meeting
room. The board will present some changes to the Occupancy
By-lawv. Memberswill vote on these changes.
(3 active verbs)

o  Usedhort paragraphs. However, do not make eech sentence a separate
paragraph or the paragraphslose their effect.

*  Useheadingsto hdp your reedersfind important informetion.
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Writing in plain language

Towritein plain language, organize the information so thet it makes senseto your
readers, and use words thet your readers will understand.

&

Organize the information

Organize the informetion o that your reeders can quickly and eeslly find the
information they need. Reeders nead to know what isimportant and what you
want them to do. Put the main idess near the beginning. Thiswill meke it essy
for your reedersto grasp your mogt important point. 1t will dso encourage
them to read on.

Here are some other tips for meking it essy for your readersto find the
information they need.

Brackets( )
Use brackets to explain aterm or to introduce a short form, for example,
housing charge (rent) or Canada Penson Plan (CPP).

Do not use hrackets to introduce anew ideainto the middle of a
sentence. Re-write and separate the ideas into 2 sentences.

Bullets (*)
Ligs and long sentences are eeder to read if you separate them with
bullets.
Bullets can make a santence with 3 or more points eesier to reed.

For example A membears meding isaplace where members

. shareidess

*  gdinformation

. talk about their concerns and
. make decisons.

instead of A members meding isaplace where membars share
Idess, get informetion, talk about thelr concerns and
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meke decisons
Bullets can do highlight eech paint inalig.

For example Thiswill involve 3 committess
*  Hnance— to prepare abudget
e Membership— to prepare achangein the
Occupancy By-law
e Mantenance— to prepare unit ingpections.

instead of Thiswill invalve 3 committees Fnance, to preparea

budget; Membership, to prepare achangeinthe
Occupancy By-law; and Maintenance, to prepare unit

Ingpections

Punctuating bullets

There are no et rules on how to punctuate abulleted lig. We
have adopted a gyle that has aslittle punctuetion as possible—
amply aperiod after thelagt iteminthelig. Wewill dso put a
period a the end of acomplete sentence withinanitemina
bulleted lig.

Headings
Useheadings. They bresk up the text and hdp your reedersfind
important informetion.

Par agraphs
L eave extra gpace between paragraphs, afull paceif possble

Indenting the firgt line with no extra gpace will make the page look

like one long paragraph.
If every sentence is a separate paragraph, the paragraphs lose ther
effect

Periods
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Use 2 spaces after aperiod.
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€& Use words that your readers will understand

Think about the words and symbals thet you use when you write. Will your
reeders underdand them? Some words thet are familiar to you may be difficult
for some of your reeders,

When writing for agenerd audience, try to use common, everyday words.
Thesewords are esier to read than longer, formd words. Many people use
common words in conversation, but revert to longer, more formd language
when they gt down towrite. Thisisfineif you know that your readers
undergand this language, but not if your reeders have mixed leves of reading
sills Thelig on page 19 suggests common dternatives to many difficult
words.

Short forms, contractions, hyphens, Latin phrases, Sgns and symbols can dso
cause problemsfor your reeders. The following suggestions may help you
amplify your syle

Abbreviations
See Short forms and I nitialsand acronyms.

Contractions (can't, didn't, don't, won't)
Avoid usng contractions. For example, use cannot, did not and will
not ingead of can't, didn’t, and won't.

Hyphens
Useahyphenif it will make aword or phrase eesier to reed. For

exanple

< useahyphento sspaaeidenticd vowds
co-operate, co-ordinate, re-employ

< useahyphento separae two vowes
by-election, re-injure, re-arrange, multi-unit

< useahyphento separaeidentica consonants
non-native, over-ripe, sub-basement
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< useahyphenfor nounsthat end with up
mark-up, line-up, follow-up

< useahyphenif the syllables may be confused
co-wor ker

Do not end alinewith a hyphen.

Maost word processing programs have nonHbresking hyphens
that keep words like co-op from splitting a the end of theline
Look in the Help section for non-bresking (herd or character)

hyphens

Initials and acronyms (AIDS, CMHC, MMAH, RGI)
Try to avaid acronymsand initids. If you arewriting along piece, use
the full name fallowed by the shart form in brackets for the first mention,
for example, Canada M ortgage and Housing Corporation (CMHC).
After that, you can use the short form, CMHC.

Sometimes, the reeder will be more familiar with the short form than with
the full name, for example, AIDS. In this case, use the short form.

L atin words and phrases
Some Latin words and phrases il linger in officejargon. Use modern
expressonstha are eeser to understand and spdl.

Some examples

< adhoc committee
sngle-purpose, Soecid

< asper

asfor, asin, fallowing
< bonafide
legitimate, vaid, genuine

< de facto
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infact

< eg. (exempli gratia)
for example, such as

<  etc. (et cetera)
and o on, and others

< exofficio
because of ther podtion
< e (idest)
thet is

< per annum
ayedar, eech year

< per diem

eech day

<  perse
initdf, asuch

< proforma
form, sample, example, blank form

< prorata
adjuged, adjust

< proviso
limitation

< verbatim
word for word

< VS, versus
compared to, againg, opposite

< via
through, by

Per cent and per centage are widdy used and understood, so we will
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Writing in plain language

M ini

Num

leave them in peace.

words

Mini words are short, common words of one, two or threeletters. They
arevey important in English. Some examplesarego, get, he, she,
for, it, the, a.

If sentences contain only mini words, readers may become confusad.
Try to use mini words together with words thet are allittle longer.
However, it is better to have too many mini words than too many long
words.

bers

The usud ruleisto pd! out whole numbers beow 10 and use figuresfor
10 and ebove. However, plain language writers often use figures for
numbers below 10 because figures are eesier to read. For example,
Keep these records for 5 years.

Usewordsfor ordinds. For example, usefirst, second, and third
insteed of 1%, 2", and 3".

Do not use ordindsfor dates. For example, use January 1, 2002
ingead of January 1%, 2002.

Note

When you usefigures, do not let the number become isolated a
the beginning or theend of aline. Use anon-bresking (hard)
space to kegp words and figures on the same line.

For example The Specd Committee discussad Item 3,

the Occupancy By-law changes at ther
meeting on Saturday, December 10, 2000.

instead of The Specid Committee discussed Item
3, the Occupancy By-law changes, @ ther
mesting on Saturday, December
10, 2000.
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Pronoun gender

Avoid usng mixed pronouns such ass/he, he or she, hinm/her, him
or her, his’lhersand hisor hers.

Y ou may be adleto rewrite the sentence. For example, try making the
subject plurd. If the plurd will not work, usethey, them or theirs with
asngular subject.

For example

Members are reponsble for painting ther units
or

The member isrespongble for painting ther unit.
instead of

The member isrespongble for painting hisher unit.

Short forms (app't, asap, C'tee, cont’d, ext, mtg, ON)
In generd, avoid short forms. Use short forms only if your reeders use
them regularly, for example, RGI, B.C. or P.EL.
Seelnitialsand acronyms.

Slash/slant (the president/vice-president, higher)
Avoid usng adash to replace thewordsand, or. Useor and add or
both if necessary. 'Y ou may need to write 2 sentences
For example The presdent or the vice-presdent setsthe agenda

instead of The presdent/vice presdent sets the agenda.

10
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Spelling
Many words have more then one accepted Sodling in Caneda— usudly
aBritish gpdling and an American pdling.

British American
apeng agng
andys andyze
cancelled canceled
centre center
colour color
co-operdive cooperdive
fulfil fuffill
judgement judgment
neighbour neighbor
organie organize

Choose the 3pdling that will be most familiar to your reeders and useit
conggently, espedidly within asngle document.

You may want to dart alig of preferred pdlingsfor your office You
may aso want to ask everyone in your office to use the same dictionary.
When the dictionary gives dterndtive Spdlings, use thefirst spdling lised.
Oxford and Gage publish good Canedian ediitions.

Symbols
Do not replace words with symbols unless they are part of a proper
name or address.
For example
and indead of &
at ingeedof @ except in emall addresses

number indeadof  # Thissymbad isoften unnecessary.

Y ou can use the symbal, %, for percent as most people are familiar with
it.

11



Plain Language and Clear Design
Writing inplain language . . . ... .. . .

12



Plain Language and Clear Design
Cleardesign —thebasics . . . ....... ... .. . . .

Clear design — the basics

Clear design amsfor dean, undluttered, easy-to-read design thet directs the reader
through the materid. The design should support the information, not overwhem it.
The purpose of dear design isto make sure that readers get the messege.

€ Using colour

Colour can add interest and darity to adocument. It can draw the reeders
attertion and hdlp them find important information.

However, pay atention to contr ast when you use colour. Strong contradt is
important for older readers and readerswho are colour blind. Itisaso
importart if the document will be faxed or photocopied.

Black text on white paper isthe eesest to reed because of the dear contrast
between the light page and the dark ink. When you choose colours, make
ure thet thereis a strong contragt between the text and the paper. Avoid
combinations such as green and blue, ydlow and white, or grey and white,

Paper colour
Coloured paper can make a page stand out. Use coloured paper for
flyers or coverswhere thereisvary little text on the page.

Use light-coloured paper with dark ink for the best contragt. Ydlow,
cream or vay light grey paper with dark ink isbest, espedidly if thereis
alot of text.

Be careful usng biue and green peper. Even light blue paper can reduce
the contragt with the ink and meke the page hard
to read.

Many peoplefind it very difficult to reed text printed on dark coloured

paper. Glossy papers and neon colours dso cause problems for many
readers.

13
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Ink colour
If your budget dlows, you can use a different colour of ink for graphic
dements, important information, or headings

Be aware of contragt when you choose anink colour. Dark ink on light

paper isbest. Make sure thet important information and text eements
such as headings gand out.

€& Setting up the page

Justification
Left Useldt judification (the left marginis even, the right
marginisragged) for blocks of text. Left judtified text
iseades to read because the gpaces between the
words are even and the eye knows whereto find the
dat of thenext line
Full Avoid fully judified text (text with even left and right

maging. Full judification makes this paragrgph look
nest. However, the text becomes very dense. Full
judtification aso crestes uneven gpaces between words.
Compare the spaces between the words in the firgt
line of this paragraph with the spaces in the sixth line.
Uneven spacing makes the text hard to reed.

Centre  Centretitlesand headings only.

Lines
Lines of text that are 50 to 70 characterslong are eesest to read. Lines
that are too short need too many eye sweegps. Linesthat aretoo long are
tiring for theeye

Avoid hyphens at the end of lines. Also check thet phone numbersand
dates do not Solit at the end of aline. Most word processing programs
have non-bresking hyphens and non-breeking gpaces. Look inthe Help
section for non-breeking (hard or character) hyphens and spaces.

14
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€& Choosing type

Choose typefaces carefully. There are thousands of typefaces avallable. Some

work, some do not.

Style
Typefaces can be divided into two basic groups

Saif Serif typefaces have “hooks’ on the ends of the letters
Mos reedersfind thisstyle eedest toreed. Useaserif
typeface for blocks of text. Thisguideisin Times New
Roman — dways a good, sandard choice.

Sans serif Sans serif type has clean lines with no hooks on the
letters. You can use it for short headings and signs.
The title and headings in this guide are in Arial, a
standard sans serif typeface. Sans serif type can be
hard to read so avoid using it for large blocks of text.

Variety
Unusud typefaces can add visud interest to adocument. However,
make sure that the typeface retains the sandard shape of the letters. I

there are numbersin the text, check the numbers for readability aswel.

e Comic Sans is an interesting and easy-to-read
typeface.

o Curlz MT is interesting but much harder to read.
CURLZ MT isinteresting but much harder to reed.

e Do not use script!
Do not use stript (fonts thet [ook like handwriting).
Script can be very hard to read.

If you use more than 2 typefaces on a page, your document may |ook
cluttered.

15
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Sze
Use a least 12 point type for text. Use larger type for older reeders or
for people who have difficulty reeding. However, avoid overly large
type It can make the document look crowded.

e  Thisguide uses 13 point Times New Roman.
° Thisis 10 point Times New Roman.

« Thisis 15 point Times New Roman.

Note
Twdveisthe minimum for Times New Roman. Other

typefaces may need alarger paint Szeto givethe same
resdability.

e Thisis12 point Times New Roman.

e This is 12 point Gill Sans MT Condensed.

€& Highlighting information

Use the design to make important information stland out and to guide reeders
through the documet.

Bold
Usebold for emphass but too much bold typelosesitsimpact
and ishard toread.

Boxes
Use boxes to highlight important information. However, too many boxes
will make the document duttered and the reeder will not be adleto find

the most important information.

16
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Bullets
Use bullets (usudly smdl black doats) for eech point in along sentence or
alig. 'You can use other shgpes such as arows and checkmarks for
vaigty, but be careful not to dutter the page.

Capital letters
Do not usedl caitd letters

TEXT IN ALL CAPSISHARD TO READ. NORMALLY,

READERS RECOGNIZE WORDSBY THEIR SHAPE. IF YOU
USEALL CAPS ALL THE WORDS BECOME RECTANGLES

Contrast
Avoid light print on dark backgrounds

Reversad print can be hard to reed especidly if thereisalot

of text. Reverses can dso be difficult to fax or photocopy.

Italics
Useitalics to identify titles, oecid terms and words or phrasesin other
languages However, it ishard to read more than one or two
wordsinitalics so try to avoid using italics for emphasis.

Sze
Largetype can mekei mportant information stand out.

Y ou can dso use different Szes of type to help reeders undersand the
gructure of the document. For example, you could use 17-point type for
main headings and 15-point for subheadings Make surethat you use
these 9zes conggently throughout the document.

Space
Use white space (any blank space on the document) to make important

information stand out.

17
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Important Information

Underlining

Do not underdinetext.

Lines under the words hide the shapes of the letters. Readers depend on
being able to see these shapes,

Making pictures and graphics work for you

Use pictures and graphicsto bring out the meaning of thetext. The
pictures and grgphics should illudrate the subject or draw atention to
catanitems

Allow for lots of white gpace. Too much text gives reeders the message
thet thisis going to be hard and boring. Too many grgphics can makeit
hard for reeders to focus on the most important informetion.

Use graphicsto help readers understand the sructure of the document.
The grgphic layout should leed your readers through the information.

Becongdent. Always use grgphics such as symboals, bullets, boxes and
type Szein the same way throughout a document.

Think about your reeders. Will they rdate to the pictures and grgphics?
Do the pictures and grgphics reflect their diveraty? Will the pictures and
graphics have the same meaning for every reeder?
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. Fictures and graphics should not hide the text or interrupt normd reeding
petterns.

*  Objectsand textures behind the text make it difficult to read the message.
Do not use watermarks (objects behind the text) and textured
beckgrounds. Thisis espeaidly. important in documents that will be
copied or faxed.

. Do not have more than one colour under asingle block of text.

Try to avoid screens (sheding behind the text). If ascreenis
necessary to make the text and out, useavery light screenina
colour thet contragts with the text.

Remember, screenswill cause problems when you are faxing and

. Sdett pictures and graphics that will stand up when faxed or
photocopied.

. Check the qudity of thefind reproduction. Thisis epeddly important if
your reederswill be making copies of the document or faxing it to others

€& Tips for photocopying and faxing

Paper colour
Use white paper. Coloured paper will not photocopy or fax well on
ome mechines

Margins
If you are preparing adocument for faxing, leave d leest a1 inch margin
a the top and bottom of the document and a2 inch margin & each 9de.
Thiswill dlow for differences between the printing areas of various fax
machines

19
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Picturesand graphics
Use ample pictures and grgphicsin black and white. Fictures with grey
shading may nat photocopy or fax well.

Rever ses
Light type on adark background will not fax or photocopy well. It dso
usesalot of toner.

Backgrounds
Avoid textured backgrounds, screens and watermarks. They can
become very dark and completdy hide the text when the pageis
photocopied or faxed.

20
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Choosing common words

Thewordsin the left hand column bedow may be difficult for your reeders. Reed
through thisligt to seeiif you arein the habit of usng thesewords. The column on the
right ligts some common words that you could use ingteed.

However, these dternative words will not work in every stuation. We often usethe
sameword in different ways— asanoun, averb or an adjective. Some words have
many different meaenings. For example, the Oxford dictionary tekes 5 pages and
admog 15,000 words to explain al the meanings of the word what. You may have
to find other common words to say what you want or you may need to rewrite the

sentence completely.

Instead of Use
A
anumberof ............... Lme
abrevige ...l shorten
aundance . ... enough, alot
accedeto ...l dlow, agreeto
acdeaae ... goeed up, go faster
acentuae ... dress
accommodation ............ whereyou live, home
accompaying ... with
accomplish................ do, finish
according to our records .. . .. our records show
accordingly ... 0
axcurae. . ... correct, right
ahee ........ccovvvnn.. do, meke
AOQUINE. ..o v oet

21
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Instead of Use
additiond ................. extra, more, other
adeguatenumber .. ......... enough
adhereto ................. follow
adjecent ...l next to
adiustment ... change
aminger ... run
avise ... tdl
afford an opportunity ........ |let, dlow, give achance
dlevige .................. esse, reduce
dlocae .................. gve =t agde
dterndive ................ choice, other
avendment ............... change
aticipate . ............. .. expect
aparent ... obvious, dear
aopropriate . ... proper, right, suitable
aoproximatdy . .......... .. about
P> (1= < PP comeup
asaconsequenceof ......... because
asameansof .............. to
asof thedaeof ............ from
asregads ...l about
acend ... goup
aoatan ... find out
asamble ...l build, put together
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Instead of Use
2 5510 gve
assdance. ... help
danealydae............. soon
aitsdisretion. . ......... .. can, may
athemomet ............. now
athepresenttime .......... now
a your convenience . ........ when you can
atempt ... try
atend ... cometo, be &, carefor, look after
auhority . ................. right, power
athorize ................. dlow, let
aaldde.................. ready
B ...... ... ...
beneficd ................. helpful, ussful
breech ................... bresk
bymeansof ............... by
C .o
cdollae. ................. work out, decide
cgpabdleof ................ can
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Instead of
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dat, begin

tak with, write, tdephone
collect

go with, support

fill in, finish

follow, meet

complete, full, total
hide

dosg end, finish

a thesametime

look at, think about, vote on

put together

IS, makes up, forms
buld

talk to, mest, ask
hes, holds

bresk, not follow
give tekepatin
tak
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Choosing common words

Instead of Use
correspondence ... ... ... ... |etter

cumdaive . ... added up, added together, total
curertly . ... now
D...............

decrease ................. drop, fdl, go down
deduct ................... take off, take avay
defer ..o put off, dday
Oefict . .o loss

odiberate. . ............ ... tak over, discuss
adiver ................. .. give, hand out, send
demondrate .............. show

decend .. ..o godown
decribe.........o L tell

Jesgnate ................. Set asde, gopoint
despitethefactthat ......... dthough
ddeamne................. decide, find, work out
detrimentd . ............... harmful, dameging
dfficdt .................. herd
dmengon................. shepe, Sze
disdoe ... tdl, show
discontinue . .. ... sop, end

diSCUSS .« ovv v talk about
dseminge ............... Soread, show
digribute ................. send, share
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Choosing COMMON WOIAS . . . . . ..o e e e et e e e
Instead of Use
documentation .. ........... documents, papers
duetothefactthet .......... because
E......... ... ...
dfedtive .. ................. works, red
daborate ................. explan, st out
dimnae. ................. cut, drop, get rid of, take away
enphess ............... L dress
EMPOVEr ..o dlow, let
endble ............ ... dlow, l&
endosed ... ingde, with
ENOOMPESS .+« + v veeveee s hold, takein, indude
endeavour ................ try
ensure ... make sure
equivdent . ................ equd, thesame
edablish.................. show, find out, st up
eduae .................. check, teg, judge
evidence ................. proof
(576 0110 =3 look at, sudy
EXCESHVE « v vvvea e too much, too many
edusvdy ................ only
expenditure ............... oending, expense, purchase
expartie ... skill, knowledge
EXPIre « oo run out, end
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Choosing COMMON WOIAS . . . . . ..o e e e et e e e
Instead of Use
explan . ... tdl
F ..o
fadlitate . ................. help, make possible
falto ................... do not
falueto.................. if you do not
feedble .................. can bedone
foraperiodof ............. for
forthepurposeof........... to, for
foward .................. sd
framework ........... ... .. way, how
frequently ................. often
fudamentd ............... main, badc, key
H...............
hamonize ................ meke the same
L.
identify ...l find, sy which
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Choosing commonwords . . ..........

Instead of

28

Use

now, a once

begin, gart, do, put in place
and, dso, aswel as plus
insteed of

going up, rising

more and more

plan
look into, see
off and on



Plain Language and Clear Design

Choosing COMMON WOIAS . . . . . ..o e e e et e e e
Instead of Use
mantan . ................. keep, hold
mandate. . ...l responsihility
mechanism................ way, means
modification . .. ............ change
mutipe ... mery
N ...............
negotiate . ... work out
negotigtions .. ..... ...l taks
O.. ...
obettive ................. god, am
obsave .................. e
obtan ................... oet
onbehdfof ............... for
ON NUMEroUS 0ccasons - - - - - - . often
onthegroundsthat . . ........ because
operae ... run
opportunity . .............. chance
option ..., choice
oganization ............... group, body
oignd ... firg
omngto.................. because of
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Choosing commonwords . . ..........

Instead of
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Use

do

have, own
put off, do later, st anew date
fird, draft
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Choosing common words

Instead of

can g, be ableto get

.............. stay
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Choosing COMMON WOIAS . . . . . ..o e e e et e e e
Instead of Use
rean ..., keep, hold
(=10 (o J come back, go back
revised . ...l new, changed
S ..
TIUNZE - oveeeee e watch carefully, reed carefully
dal .. will, must
donificant . .............. L large, srong, big, important
gmilato ................. like
bmit .. sd, give
Sbseguent ... |ater, next
bgatid ... large, red, srong, big
ubdatiate ............... show, prove
T .o
takeinto congderation . .. .. .. look at, condder
teminae ................. end, stop
therefore ................. 0
thus ... 0
trander .................. change, move
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Choosingcommonwords . . . ...
Instead of Use
U...............
underteke. ................ agree, promise, take on, do
unoccupied ... empty
ulize ... use
V oo
VAR .o empty
vdid. ... red, proper
vaiaion.................. change
vigdize ... See, predict
W ..
wheess.................. ance
withreferenceto ........... about
withregadto ............. on, about
withtheexcgptionof ........ except for
withhd .................. keep back
within.................... in, ingde
WItNESS. ..o e
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Example using plain language

Sample government form

Y ou can qudify for benefits under Section 43 if you are Sixty-four or
older and unable to work, and that section dso provides bendfitsin the
event that you are blind in one eye, or both eyes, or are permanently
dissbled in the course of your employment.

Comment
Thissngle sentence contains 48 words. The languegeisdifficult. The
gopearanceisintimidating. People who write like this are writing for
themsdves Thereisno efort to communicate with people who have
disbliies. Unfortunatdy, this kind of language is part of “bureaucra-es?’,
and many government forms are Smilar to thissample

T  Thefird gepin rewriting isto bresk up the sentence,

T  Thesscond gepisto get rid of unnecessary words such as“inthe
evet”. The referenceto Section 43 can be left out. The person who
neads benefits does nat need to know the section that makes the benefits
avalade If you think thet the reference is necessary, put it in brackets at
theend of the text.

T  Thethird gep isto make sure that you use common, everyday words

Rewrite

Y ou can get benefitsif

e  youae64 or older and cannot work, or
e youaeblindinoneor both eyes, or

e  youwere pamanatly dissbled & work.
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Example using clear design

Comparetheflyerson the next 2 pages. What makes the second flyer eesier to
read?

Think about how the design leeds your eye through the informeation.

Note the length of the lines and the judtification. How do they affect your ability to
read the flyers?

Condder thesyleand Sze of thetype. Which typeisessedt to reed? Why?

Look a how important information is emphasized — the use of bold, bullets, cgps,
itdics, underlining and white oace. What works best?

Do the pictures reae to the subject? Do they make it eeser of harder to understand

the message?
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FACTS ON LITERACY

Statistics Canada reports that ALMOST 20% OF  This means that 3 million Canadians have  Amother 22% of Canadians are unsure

i ; tion on a  Of their reading and writing skills
CANADIANS HAVE SERIOUS PRQO WITH ble understanding theﬁﬁnﬁtlon 1 90 p ) 9 g skills.
READING AND WRITING. ( me ’cme label, follow;?w o Gmammon ey avoid reading unless the material

is very clearly written and simply

ehold roducts, fiffing out\ an orger.\form, .
P Y designed.

— ' re/%oach

K d

May 20601
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\
(§=

Facts on Literacy

Statistics Canada reports that almost 20% of Canadians

have serious problems with reading and writing. This
means that 3 million Canadians have trouble

understanding the information on a medicine label
following instructions on common household products

filling out an order form

reading to a child.

Another 22% of Canadians are unsure of their reading
and writing skills. They avoid reading unless the material
is very clearly written and smply designed.

May 2001
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Plain language resources

&

Books on plain language available from
the Co-op Housing Bookstore

Plain language: Clear and simple, Human Resources Devd opment
Canada, 1998.

The plain language law dictionary, edited by Robert Rothenberg, 1996.

Other books on plain language

Better writing for lawyers, by Timothy Pearrin. Law Sodety of Upper
Canada, 1990.

Clear lines, by Gordon W. E. Nore, Frontier College Press.
Words that count women eut in, Ontario Women's Directorate, 1993.

Web sites

Clear Languege And Desgn
www.eadtendliteracy.on.ca

Pan Language Assodation Internationd
www.plainlanguagenetwork.org

Fain Language Hedth Sarvices, Canadian Public Hedth Associaion
www.plscphaca

Where to find plain language books and booklets

The Co-op Housng Bookgore carries plain language books about co-op
housing. Youwill find alig on the Co-operative Housng Federation of
Toronto'sWeb stea

wWww.coophousing.com
Community Legd Education Ontario (CLEO) produces plan languege
information about the law in Ontario. For alist of booklets, vist CLEO' sWeb
gted

www.cleo.on.ca
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