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The Council’s plain English code
Anything with the plain English logo will:

· use everyday English which is easy to understand

· be concise and to the point

· avoid technical terms and jargon unless they are essential

· use correct grammar and punctuation

· have an average sentence length of 15-20 words, with a maximum of 35

· normally contain only one main idea in each sentence

· put the ‘doer’ early in the sentence


‘The committee decided’ instead of ‘It was decided’

· always use active verbs unless it is inappropriate to do so

· use ‘I’, ‘we’ and ‘you’ to make the writing more human and personal

· use clear instructions so readers understand what they must do . . .


‘Please complete this form and return it to . . .’




instead of


‘Forms should be returned to . . .’

· help the reader by using headings, lists and plain numbering

· cut out unnecessary and outdated words and phrases . . .


‘Please contact me if you need help’ - seven words




instead of



‘Please do not hesitate to contact me in the first instance 


if you require further information on this matter’ - 19 words.

QUICK PLAIN ENGLISH GUIDE . . .
	DO NOTs
	DOs

	· Don’t use upper case except for main title
	►Use lower case Arial 12 point

	· Don’t centre text
	►Left align everything

	· Don’t underline 
	►Use bold instead

	· Don’t use brackets
	►Use commas or dashes instead

	· Don’t use dotted lines on forms
	►Solid lines are easier to write on

	· Don’t use Roman numbers, i, ii, iii
	►Use Arabic, 1, 2, 3

	· Don’t put 1st, 2nd, 3rd, 4th on dates
	►Put 1 January, 2 February and so on

	· Don’t use abbreviation - DOB, SAE - especially Latin ones – ie, eg, etc 
	►Put abbreviations in full – date of birth, 

    stamped addressed envelope, 

    and use English instead of Latin – ‘that 

    is’, ‘for example’, ‘and so on’

	· Don’t put a dash after a colon in a list :-
	►Just use the colon: no dash

	· Don’t follow a colon with upper case in a bullet point list
	►Use lower case at each bullet point 

	· Don’t use “speech” marks for quotes
	►Use single ‘quote’ marks

	· Don’t guess at correct grammar
	►Use the Grammar Check - pages 13-16.


· Avoid ‘as follows’, ‘as below’, or ‘the above’ or people with poor reading skills will lose their place.

· Write one to ten in words and 11 or over in figures for numbers in text.

· Start standard lists with a colon without a dash.  Each bullet point:

· must match the opening phrase as part of a sentence

· should start with lower case as it is not the start of a new sentence

· does not need to have a semi colon at the end of each line, but should end with a full stop.

· If your list is long or needs complete sentences, start with three spaced dots . . .

· Three dots, or ellipses, mean ‘read on’.

· Each bullet point is a stand-alone sentence or paragraph.

· Each must start with upper case as they are new sentences.

· Start letters with ‘Thank you’, ‘I refer’ or ‘I enclose’ instead of ‘Please find enclosed’. 

· Avoid insincerity - ‘apologies for the inconvenience caused’ 

· End with ‘Please contact me if . . .’ not ‘If you require . . .’ 

BE CONSISTENT

· Council takes a capital C – where you’re using it as a pronoun in place of Derby City Council, which is a proper noun.  Just because our local newspaper routinely uses ‘city council’ with a small c, it doesn’t mean this is correct.

· Derby City Council, the Council, the City Council are all correct.  You will usually have the Council’s logo on your document so ‘the Council’ is enough.  You only need to differentiate between city and county if your document refers to both councils.  Don’t confuse people by switching from council to authority.  

· councils take a small c – it’s a common collective noun meaning other councils – don’t be tempted to use ‘other authorities’.  If you are working across the Council, that’s council-wide.

· city takes a small c – it isn’t a proper noun.  Only use City to describe the London ‘square mile’ stock market financial centre.  The city centre is correct – small c in both cases.  The City Centre is wrong – you wouldn’t put the Town Centre.  If you want to talk about Derby, say so, don’t use City of Derby.  For example, Derby Local Plan, not City of Derby Local Plan.

· the Council and all departments are singular needing a singular, not plural, verb.  For example the Council is going to do this, not are.  Social Services reports that it will be organising its own conference – not Social Services report that they will be organising their own conference.

· e-mail takes a hyphen – it stands for electronic mail.  This is a corporate style but you won’t be sent to prison for using email without a hyphen.  Just make sure you consistently use one or the other – don’t alternate because you can’t remember which one is right on the basis that you’ll get at least 50 per cent will be right!

· Internet takes a capital I – there’s only one so it’s a proper noun.  Once again, as long as you’re consistent, we won’t be pedantic about it, but don’t switch from one to the other in the same document.

· World Wide Web also takes capitals – it’s a proper noun

· website is one word – it doesn’t need a hyphen

· the corporate style is to use a small g for government!  As in ‘the government is funding this project’, not ‘the Government is funding‘.  Yes, we know that there’s only one government so you might use a capital G as it’s a proper noun but it’s a style thing.  Once again, consistency is the rule.

· head teachers is not one word – headteachers – it’s two words

· the time - don’t add extra noughts; which make it hard to read   

9am to 11am, with no space between number and am is better than 
9.00 am to 11.00 am 
· Don’t add ‘department’ to our services – it’s Commercial Services, Development and Cultural Services, the Education Service and Social Services, not Social Services Department or Commercial Services Department.  The only department now is the Chief Executive’s Department made up of Policy Directorate, Corporate Services Directorate and Finance Directorate.

· Large print help messages should be in 18 point font.  Get advice about this and other help messages and readability from Ann Webster, in Personnel, on 25 5384

· The logo should be in the Council’s two corporate colours – green and gold.  If your document is single colour use green or black on a white background.  The minimum size is 25mm or one inch.  Don’t reduce it further, change the shape or separate the picture from the wording.  
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· Get advice, before going to print, from your own department’s communications officer or anyone in the Policy Directorate Communications Unit:

	· Rosa Drohomirecka


	Communications Adviser, Plain English


	25 8458

	· Theresa Knight


	Public Relations Manager


	25 6207

	· Anne Hyde


	Communications and Design Officer


	25 5665

	· Carol Mee


	Press and Public Relations Officer


	25 5568



	· Robert Hunt 


	Press and Public Relations Officer
	25 8401




READABILITY - MAKING THINGS EASIER TO SEE 

· typeface should be uniform thickness and plain letters, known as ‘sans serif’.  Arial is good, other examples are Helvetica and Univers

· font size – use 12 on letters and leaflets, with 11 as a minimum. For 

large-print equalities help messages, use 18 with 16 as a minimum – see equalities readability on the next page

· bold - don’t overuse bold typeface for large sections of text; only use it on the odd word to emphasise something or you lose the effect

· underlined and italic text are hard to read, especially for people with sight impairment so just use bold to draw attention to something or for headings 

· CAPITALS are harder to read so just use them for main headings.  DON’T mix capitals with lower case to emphasise something; use bold instead

· layout – left align text; don’t justify it.  Don’t split words at the end of a line and try not to split dates or times at line ends

· spaces – two spaces after a full stop, one after a comma

· line space - usually the same as the font size you’re using but you can use a smaller font for line spaces if it helps you keep relevant information together or reduce the number of pages.

One line space between paragraphs

Two line spaces between title and text

A line space between each line in a bullet point list, if possible

· columns – left align each one within a table.  Separate your columns clearly with a minimum of five character spaces between each or insert grid lines in a paler font

· paper - use plain matt, not glossy, shiny or semi-transparent paper

· colour - use white or pale paper with black or dark inks, or black or dark paper with white or pale inks.  Avoid yellow inks that are hard to see.

· contrast - when you use more than one colour, make sure the contrast between them is good and don’t overuse colours or designs

· overprinting - don’t print text over designs, photos or pictures

· posters - follow this readability advice but everything needs to be larger so reduce it to A4 paper size and see if it still follows these guidelines

· long documents - break information into sections; use subtitles; number headings and paragraphs; insert page numbers and include a contents list

EQUALITIES READABILITY

· Other formats - include information about the availability of other formats, such as another language, large print, audio tape, computer disk or in Braille but make sure you can actually provide other formats quickly if someone asks for them

· Large print - if you offer a large print version, your help message must be in large print not 12 font size …

‘Please tell us if you need this document in large print, on audio tape, computer disk or in Braille’

· Other languages - the same applies to other languages.  If you’re offering Urdu, Punjabi, Hindi, French or any other language relevant to your reading audience, your help message must be in those languages

· Minicom – if you have this special text phone that is accessible for deaf people, add a minicom phone number

· Positive graphics - use positive images that reflect the diversity of Derby people.  Contact your department’s communications officer or Anne Hyde, Communications and Design Officer, 25 5665, who have access to an online photo library.
· Write plainly - use everyday language with short sentences, ‘active’ verbs and no jargon

For up-to-date advice on help messages, other languages, ethnic classification and other equalities advice, contact:

Ann Webster

     Equality Standard Project Manager
    25 5384
NUMBERS IN TEXT

· Figures - write one to ten in words and 11 and over in figures; favoured by most publishers and newspapers.  For example - ‘She had three children, aged 14, 11 and six’.

· Ranking order – the same applies when using first, second, third, ninth - use words up to ten, after that numbers 

· Numbers – use Arabic, not Roman.  For example 3, not iii, 8 not VIII and 

2005 not MMV

· Large numbers need commas.  For example – 65,432, rather than 65432
· Money should always be in figures.  For example, £6

· Weights and volumes – the same applies – always figures, 8 ounces or oz for short, 225 gm or grammes, 2 fluid ounces, 55 millimetres or ml. 

· Dates – always numbers.  Modern style is I February or 22 March without adding the extra letters after dates as in 1st or 22nd, which your computer often changes to tiny font.  No commas in date years – the year 2005, but if you mean 2,500 years since the birth of Christ, it needs a comma as it’s a number of years.

· Times - don’t add extra noughts on the hours as this makes it hard to read, especially in lists as in this notice about supermarket opening hours:

Mon
  8.00am 
to 
 8.00pm

Tues
  8.00am  
to 
 8.00pm

Wed   
  8.00am 
to 
 8.00pm

Thurs
  8.00am
to 
10.00pm

Fri
 
  8.00am 
to 
10.00pm

Sat
  8.00am
to
 6.00pm

Sun
10.00am
to
 4.00pm

Each character on a large enamelled sign costs money so the supermarket could have saved lots country-wide by dropping the noughts on their signs.

Easier to read and remember would be 8am to 10pm – with no space between the time and the am or pm and no noughts.

· 24-hour clock – avoid using 24-hour clock times because many people get confused by them; use 3.15pm rather than 15.15 hours, 10.30pm rather than 22.30 hours.  

· Numbers at the start of a sentence – try to avoid this unless for a statistical or financial report when obeying this rule makes the reading ‘heavy’.  For example … ‘25 people came; 18 were male and seven female’ could be reworded to … ‘A total of 25 people came; 18 male and seven female.’

MEANINGLESS PHRASES 

Avoid these phrases.  They’re patronising, old fashioned, annoy users of services and give a poor impression of the writer …
‘the contents of which have been duly noted’

‘I am in receipt of’

‘in addition to the above’

‘contact the undersigned’

‘with respect to’  

or

 ‘in relation to’ or ‘in order to’

‘take into account’

‘due to unforeseen circumstances’

‘with reference to’ 

‘Please find enclosed herewith’

‘in consequence of’

‘at an early date’

‘I should be obliged’

 or 

‘I should be enormously obliged’

‘I should be grateful’ 

‘I write with reference to’ 
or 

‘I write to inform you’

‘Please accept our apologies for the inconvenience caused’

‘We sincerely regret the inconvenience caused’

‘I was of the opinion that’

‘It must be recognised that’

‘It should be noted’  



‘I would point out that’ 
or

‘I would further point out that’

‘I have to inform you’ 
or 

‘I beg to inform you’

‘I must advise you that’ 
or 

‘I must further advise you that’

‘You will be aware that’ 
or 

‘As you are aware’ 

or

‘As you are no doubt aware’

Question:
would you speak like this to your family?  No, so don’t write like this!

AVOID LATIN 

Using Latin is acceptable if you’re a solicitor writing to another solicitor because it saves time, but don't presume all your readers know Latin.  

Also, many residents don’t have English as their first language so using Latin and other abbreviations means it’s doubly hard for them - see the abbreviations and acronyms list too.

	Avoid
	Some alternatives

	ad hoc
	for this special purpose, improvised

	ad lib - ad libitum 
	impromptu, shortened, to fill up time

	bona fide
	in good faith, genuine

	ceteris paribus
	if nothing changes

	eg – exempli gratia 
	for example, such as

	etc – et cetera
	and so on

	ie – id est 
	that is

	inter alia
	among other things, as well as

	NB - nota bene 
	please note or this is important

	per
	each, a

	per se
	for itself, by itself, as such

	prima facie
	at first sight

	pro rata
	in proportion

	pro tem
	for the time being, temporarily

	quid pro quo
	equivalent - give or take

	status quo 
	existing condition or state of things

	vice versa
	the other way round

	via
	by way of

	viz – videlicet 
	that is to say, in other words


ABBREVIATIONS AND ACRONYMS

Don’t assume everyone understands the acronyms or abbreviations in the column on the left.  Put them in full.  If you have to repeat them, put it in full at the beginning followed by the abbreviation.  For example, Investors in People, IiP.  Bamboozling people with abbreviations is an abuse of power, especially in the public sector.

	AC
	Audit Commission

	ACA
	Area Cost Adjustment – financial term used in the government’s Local Government Finance Settlement – LGFS

	ACPC
	Area Child Protection Committee

	A&D
	Achievement and Development Scheme

	AEF
	Aggregate External Finance – local government finance phrase

	ALMO
	Arms Length Management Organisation - Derby Homes

	AMP
	Asset Management Plan

	ANT
	Area and Neighbourhood Team

	AOB
	Any other business – usually on an agenda for a meeting 

	AP
	Area Panel

	APL
	Accreditation of prior learning

	APSE
	Association for Public Service Excellence

	ASAP
	not in the dictionary.  Don’t abbreviate – put ‘as soon as possible’ 

	ASBO
	Anti-social Behaviour Order

	ASTs
	assured short hold tenancies

	AWPU
	Age-Weighted Pupil Unit – a government financial term

	BC
	Building Control

	BESN
	Black Employees’ Support Network

	BM
	Bachelor of Medicine or British Museum

	BMA
	British Medical Association

	BME
	Black and Minority Ethnic groups

	BMJ
	British Medical Journal

	BNFL
	British Nuclear Fuels Limited

	BTA
	British Tourism Authority, British Toilet Authority, British Thyroid Association, British Triathlon Association, British Trout Association, British Taoist Association, Brain Tumour Action, Bankside Traders Association, , Botulinum Toxin A, known as BOTOX

	BV
	Best Value

	BVPI
	Best Value Performance Indicator

	BVPP
	Best Value Performance Plan

	CA
	Conservation area

	CAB
	Citizens Advice Bureau – in Derby, it’s in Sitwell Street

	CAAC
	Conservation Area Advisory Committee

	CBRNIP
	Chemical, Biological, Radiological and Nuclear Incident Protocol

	CCMT
	City Centre Management Team

	CCTV
	Closed circuit television – surveillance cameras

	CDRP
	Crime and Disorder Reduction Partnership

	CE
	Chancellor of the Exchequer, or Chief Executive, or Church of England, or Chief Engineer, or Common Entrance

	CEO
	Chief Executive Officer

	CHCG
	City Housing Consultation Group

	CIDO
	Creative Industries Development Officer

	CIMAH
	Control of Industrial Major Accident Hazards

	CIPR
	Chartered Institute of Public Relations

	CLC
	Council for Licensed Conveyancers

	COMAH
	Control of Major Accident Hazards

	COSHH
	Control of Substances Hazardous to Health - regulations

	CPA
	Comprehensive Performance Assessment

	CPG
	Central Policy Group – weekly meeting between the Chief Executive, the Director of Policy and Assistant Chief Executive, the Director of Corporate Services and Deputy Chief Executive and the Director of Finance

	CRAFT
	Can’t Remember a Flipping Thing – joke – having a CRAFT moment!

	CRE
	Commission for Racial Equality

	DAAT
	Drug Alcohol Action Team

	DACP
	Derby Association of Community Partners

	DC
	Development Control

	DCA
	Department for Constitutional Affairs 

	DCC
	Derbyshire County Council?  Derby City Council?  Derbyshire Cricket Club?  Derby Crown Court?  Don’t use DCC as an abbreviation

	DCMS
	Department for Culture, Media and Sport

	DCP
	Derby City Partnership

	DCT
	Derwent Community Team

	DCVS
	Derby Council for Voluntary Service – it’s in Charnwood Street

	DDA
	Disability Discrimination Act or 

Defence Diversification Agency – created by government in 1999 to cross fertilise technology between defence laboratories and industry

	DEFRA
	Department for the Environment, Food and Rural Affairs

	DfES
	Department for Education and Skills

	DFGs
	Disabled Facilities Grants

	DG
	Director General 

or Latin abbreviation for Dei Gratia – ‘by the grace of God’ 

	DHEAS
	Derby Home Energy Advice Service

	DOB
	If you mean date of birth, put it in full

	DoH
	Department of Health

	DPAC
	Disabled People’s Advisory Committee

	DPO
	Departmental Personnel Officer

	DRC
	Disability Rights Commission

	DREC
	Derby Racial Equality Council

	DSDPARH
	Derby and South Derbyshire Partnership Against Racial Harassment

	DSO
	Direct Services Organisation?  Domiciliary Services Organiser?

Distinguished Service Order?

	DTI
	Department for Trade and Industry

	DVMWHS
	Derwent Valley Mills World Heritage Site

	DWP
	Department for Work and Pensions

	EDU
	Economic Development Unit

	EAL
	English as an Additional Language 

	ECSWG
	Equalities Cross-Service Working Group

	EIA
	Environmental Impact Assessment

	EMAG
	Ethnic Minority Achievement Grant

	emda
	East Midlands Development Agency

	EMRA
	East Midlands Regional Assembly

	EOC
	Equal Opportunities Commission

	EP
	Emergency planning

	EPCS
	Environmental, Protective and Cultural Services

	ERDF
	European Regional Development Fund

	ERG
	Economic Review Group

	ERN
	English Regional Network

	FMS
	Financial management system

	FSS
	Formula Spending Shares – new local government finance term, formerly SSA - Standard Spending Assessment

	FTE
	Full-time equivalent

	GLA
	Greater London Authority

	GNI
	Generalised Needs Index 

	GOEM
	Government Office for the East Midlands

	HASWA
	Health and Safety at Work Act

	HMOs
	Houses in Multiple Occupation

	HRA
	Housing Revenue Account

	ICT/ICTs
	Information and communications technology/technologies

	IDeA
	Improvement and Development Agency – formerly the Local Government Management Board - LGMB

	IiP
	Investors in People 

	IMD
	Index of Multiple Deprivation

	IPD
	Institute of Personnel Development

	IT
	Information technology

	JESMIP
	Joint Emergency Services Major Incident Planning

	LAs
	Local authorities – don’t use this at all – say local councils

	LASSL
	Local Government Social Services Letters – a finance term

	LEA
	Local Education Authority – don’t use it, use Education Service

	LEL, UEL
	Lower Earnings Limit , Upper Earnings Limit – terms used on your yearly pay statement – P60

	LGA
	Local Government Association – the East Midlands Regional office is based at Melton Mowbray

	LGC
	Local Government Chronicle – local government magazine

	LGFS
	Local Government Finance Settlement

	LGIU
	Local Government Information Unit

	LGPS
	Local Government Pension Scheme

	LHO
	Local Housing Office

	LOBO
	Lender’s Option Borrower’s Option

	LPSA
	Local Public Service Agreement

	LSC
	Learning and Skills Council

	LSP
	Local Strategic Partnership - in Derby’s case, Derby City Partnership

	LTP
	Local Transport Plan

	MACA
	Military Aid to Civilian Authorities 

	MAHPs
	Major Accident Hazard Pipelines – such as gas lines

	MBA
	Master of Business Administration

	MBO
	Management Buy Out

	MC
	Master of Ceremonies, or Military Cross, or Member of Congress, or Member of Council

	MECAC
	Minority Ethnic Communities Advisory Committee

	NDA
	Nuclear Decommissioning Authority

	NIHHS
	Notification of Installing and Handling Hazardous Substances

	NI No
	not in the dictionary – if you mean National Insurance number, put it in full

	NNDR
	National Non Domestic Rates – a local government finance term

	NOF
	New Opportunities Funding

	NPFA
	National Playing Fields Association

	NRF
	Neighbourhood Renewal Fund

	NRS
	Neighbourhood Renewal Strategy

	NVQs
	National Vocational Qualifications

	ODPM
	Office of the Deputy Prime Minister

	Ofsted
	Office for Standards in Education

	OPRA
	Occupational Pensions Regulatory Authority

	PAP
	Personal Action Plan

	PC
	Personal Computer, or politically correct, or postcard, or Privy Councillor, or per cent

	PCT
	not yet in dictionary, new abbreviation for Primary Care Trust

	PDF
	Portable Document Format – electronic version of a document that must be read with Adobe Reader software

	PDP
	Personal Development Plan

	PFI
	Private Finance Initiative

	PIP
	People In Post

	PIs
	Performance indicators

	PLASC
	Pupil Level Annual School Census

	PLR
	Public Lending Right – a scheme

	PODA
	not yet in dictionary, new term for Prevention Of Domestic Violence

	POPs
	Persistent organic pollutants

	PPG
	Planning Policy Guidance

	PPP
	Public Private Partnerships

	PR
	Public Relations, or Pension Regulator, or proportional representation 

	PSA
	Public Service Agreement

	PSRSG 
	Private Sector Renewal Support Grant

	PSS
	Personal Social Services – an official term used by the Office of the Deputy Prime Minister – ODPM – about local government funding

	RAP
	Regional Action Plan

	RDA
	Regional Development Agency

	RDP
	Rural Development Programme

	RES
	Race Equality Scheme

	RIDDOR
	Reporting of Injuries, Diseases and Dangerous Occurrences Regulations

	RRAA
	Race Relations Amendment Act

	RSA
	Royal Society of Arts – often used to describe a typing qualification as it is the awarding body but RSA could also be Royal Scottish Academy 

	RSG
	Revenue Support Grant

	RSL
	Registered Social Landlord

	RTIA 
	Receipts taken into account

	SAE
	If you mean self-addressed or stamped-addressed envelope, say so

	SCA
	Supplementary Credit Approval

	SDA
	Sex Discrimination Act

	SDC
	Southern Derbyshire Chamber

	SDO
	Strategic Development Opportunity

	SENs
	Special Educational Needs

	SENCO
	Special Educational Needs Co-ordinator

	SENDA
	Special Educational Needs and Disability Act

	SFF
	not in all dictionaries - Scottish Fishing Association, in Aberdeen

	SHA
	Strategic Health Authority or Secondary Heads Association

	SLA
	service level agreement

	SMEs
	Small and medium enterprises

	SP
	Supporting People – a programme that delivers quality of life and promotes independence

	SRB
	Single Regeneration Budget

	SS
	Social Services

	SSA
	out-of-date local government finance term meaning Standard Spending Assessment, now called FSS – Formula Spending Shares

	SSI
	Social Services Inspectorate

	SSP
	Sub-regional Strategic Partnership

	SSSI
	Site of Special Scientific Interest

	SWs
	social workers

	TAS
	Total Assumed Spending, local government finance term formerly called TSA, Total Spending Assessment

	THI
	Townscape Heritage Initiative

	TIC
	Tourism Information Centre

	TIPD
	Teachers International Professional Development programme

	TP
	tenant participation

	TPO
	Tree Preservation Order

	TUPE
	Transfer of Undertakings for Protection of Employment – terms and conditions protected if you move employers

	UAP
	Urban Action Plan

	UEL, LEL
	Upper Earnings Level, Lower Earnings Level – on your P60

	URC
	Urban Regeneration Company

	VAMC
	Visual Arts and Media Centre

	WAC
	Women’s Advisory Committee

	WLB
	work life balance

	YOS
	Youth Offending Service


PLAIN ENGLISH EDITING EXAMPLES

	Before


	After plain English editing

	For the purpose of working with patients whose first language is not English a recommendation of good practice involves the utilisation of interpreting services.

From social worker guidance


	Please use the interpreting services when working with people whose first language is not English. 



	Consideration should be given to the identification of an individual to orchestrate access to funding and to develop programmes that contribute to the aims of specific regeneration initiatives.

From a sports strategy document, written by external consultants


	We must identify or recruit someone to access funds and develop programmes that contribute to the aims of our regeneration initiatives.



	A co-ordinated approach to all marketing for sport and leisure in Derby is required incorporating innovative ways of marketing sports facilities and opportunities and use of language ‘appropriate’ for relevant target markets.  

From the same sports strategy document 


	We should co-ordinate marketing sport and leisure in Derby in a creative way, using language and publicity that attracts the groups we're targeting.



	A charge is not normally made for the use of parks and open spaces if the event is for Charity or Fund Raising purposes but if the event is of a commercial nature the hirer will be advised of the hire charge after their application has been received.

From the Council's Hire Conditions


	The Council does not normally charge for the use of parks or open spaces if the event is for charity or fund-raising.  If the event is commercial, we will contact you about the hire charge once we receive your application.

	Evidence of Public Liability Insurance covering the event must be provided to the Council at least 3 weeks prior to the event.

From the same hire conditions
	You must send details of your Public Liability Insurance covering the event to us at least three weeks beforehand.




GRAMMAR AND PUNCTUATION CHECK

	1
	Family is singular and takes a singular verb.  The same applies to Social Services, committee, Council, class, team and so on


	The family has difficulties(
The family have difficulties x
Social Services is deciding (
The Committee are meeting x

The Council is introducing Flexitime (
The class are rowdy x

The team is excellent (

	2
	Either, neither, each, everyone, anyone, someone, no one are all singular and need a singular verb.
	Either course is satisfactory (
Everyone applying needs to send references (
Neither of the boys are guilty x

Each of the peaches is bruised (

	3
	License is a verb with an ‘s’

Licence is a noun with a ‘c’

The same applies to practice, advice, and device
	The home is licensed for ten residents (
The club has a licence (
Licenced to carry four people x

My advice is to leave it (
You are advised to leave (

	4
	Can means capable of

May indicates possibility or asks permission

Might indicates less possibility than may
	I can speak French (
I may go out tonight (
May I go out tonight? (
Can I go out? x

The Mayor might visit (

	5
	Should and would go together

Will and shall go together

Will indicates certainty

Would supposes.
	I should be grateful if you would reply by (
I shall be grateful if you will complete the reference. (
I should be glad if you will let me know. x

It will cost £10 million. (
It would cost £10 million if implemented. (

	6
	Must means you have to.

Should gives choice.


	You must turn off the water first.

You should attend the meeting.



	7
	Nor goes with neither. 

Or goes with either.


	Neither Sue nor Sam eat meat. (
Either Jack or Jim will attend. (


	8
	Who is for people.

Which is for things.
	I have a sister who is younger. (
She has two dogs which are poodles. (


	9
	That and which . . .

Use ‘that’ in essential, or defining, clauses that never take commas.

The tree that had no leaves was a birch. ( ‘That’ defines the tree, distinguishes it from other trees.

Use ‘which’ in non-defining clauses.  The sentence would still make sense without the clause enclosed in commas.

The tree, which had no leaves, was a birch. (
Both examples are correct but show different meanings.

	10
	I and me – to check if it’s correct, split the sentence into separate ones.  If each makes sense you have got it right.  


	Jill and I are going shopping. (
Jill and me are going shopping  x
Jill is going shopping. (
Me is going shopping x

“It was I” is grammatically correct

but “It was me” is more modern.  (
“I did it” is a better way of putting it. (


	11
	Use less, always with a singular noun, to show degree, quantity or extent.

Use fewer, always with a plural noun, for numbers.
	Less outlay (  Less help ( Less milk (
Less money (
Fewer eggs ( Fewer opportunities (
Fewer doctors ( Five items or fewer (


	12
	And, but, because, however and so at the start of a sentence are perfectly all right.  There is no grammar rule against it.  Teachers persuaded you not to use a conjunction, or a ‘joining word’, at the start of a sentence to help you link phrases.

Avoid ‘but’ and ‘however’ in the same sentence as they indicate change of direction.


	And they went together. (
And so the story goes. (
But this was not true. (
So they had to return. (
However, you may not like this (
But that, however, is another story x

should be ‘But that is another story.’ (
or ‘That, however, is another story.’ (


	13
	The rule about not ending a sentence with a preposition – such as ‘on’, ‘from’, ‘for’ - is a century out of date.  If the sentence reads better, then end with a preposition or reword it.
	‘This is a grammar rule up with which I will not put’ is correct but clumsy.

‘Jean is a woman you can count on’, although ending with a preposition, reads better than ‘Jean is a woman on whom I can count’.



	14
	Punctuation tells you how long to pause for breath in a sentence.  For example:


a full stop 
.  = 4 breaths or 100% stop


a colon     
:  = 3 breaths or 75% pause



a semi colon
;  = 2 breaths or 50% pause


commas 
,  =  1 breath or 25% pauses

Ellipsis … or three full stops, show suspense. It means part of the text is missing or invites you to read on.  You only need three, don't be tempted to add more.  To get it right, use your ‘insert’ menu on the toolbar, select ‘symbol’, then select ‘special character’ then select ‘ellipsis’.

If your sentences are short, plain English ones, you will rarely need colons and semi colons but they do have their uses . . .

A colon introduces a list, usually with bullet points.  Always follow a colon with lower case.  Don't be tempted to use capital letters; each bullet point is not the start of a new sentence.

The issues are: 

· poor attendance

· high cost

· accessibility. 

A colon breaks a sentence when the second half of the sentence explains or expands on the first half.

'There’s one problem with snooker on radio: you can’t see it.' (
Semi colons link two closely related complete sentences and can be less abrupt than a full stop.

‘Thank you for your letter; I am sorry for the delay in replying.'(
Commas are brief pauses.  
However, we will not be going. (





We ate cheese, bread and onion. (





2,500 years has a comma as it's a quantity 




as is £2,500 (





The year 2005 needs no comma. (
Commas, in pairs, cordon off 'modifiers' or qualifying information.  As a check, the sentence should still read all right without the words inside the commas.

'The report was, without doubt, the best he’d ever written.' (   'without doubt' is a modifying clause and needs to be enclosed within two commas.  The sentence still makes sense without the words within the commas. 

Use double inverted commas  “. . . “ to indicate speech.

“He wasn’t there,” she said. (
And single inverted commas ‘ . . .’ to indicate quotation marks.

He knew it would be one of ‘those’ days(
Use an exclamation mark to show shock, dismay or surprise, but only use one or you lose the effect.


This is awful! (
Use a single dash – to indicate part of an aside, explanation or addition instead of using brackets as these confuse some dyslexic readers.

Visitors may stay - as long as they wish - in the annex. ( 
Apostrophes, often misused, show who owns what – possession 
This is Julia’s house. (                          That is James’s car. (
This is the house of Julia.                       That is the car of James.

Children’s Services (  Children is already plural so the apostrophe comes before the ‘s’.  People’s wishes ( – same thing – people is already plural

When the owner is plural and ends in ‘s’ the apostrophe comes at the end, to avoid a multiple ‘ss’  sound.  

He went for the ladies’ coats.  (    She was on the Citizens’ Panel. (
If you’re in any doubt, you can check it by putting the ‘of’ back into the sentence. Where the sentence ends is where you put the apostrophe…

He went for the coats of the ladies.    She was on the Panel of the Citizens.

Contractions – use an apostrophe to show a missing letter, showing you’ve contracted the word …

It’s raining. (         It’s no good, I just don’t like it. (
Don’t, won’t, can’t, you’ll, you’re ( are all contractions, with the apostrophe showing a missing letter

Don’t use an apostrophe when you’re writing about years …   1990s (      
Pronoun - the word instead of the naming word, noun.  You’d use a pronoun to avoid keeping having to use the noun.  

For example, ‘The Council will …’.  It will also … and it will …’

‘Council’ is the noun but you’d use the pronoun ‘it’ instead of repeating ‘the Council’ every time to avoid monotony

Possessive pronouns don’t have an apostrophe.  

The cat hurt its paw. (    'Its' is a possessive pronoun instead of ‘cat’ and needs no apostrophe.  

To check if it's correct, put the missing letter back in.  If it makes sense with the missing letter back then it needs an apostrophe …

The cat hurt it is paw. x   This is clearly wrong so you know not to use an apostrophe.




 TAUTOLOGY

Try not to add needless words that say the same thing – tautology - it irritates the reader.  Avoid these common tautological examples:

	· free gift

· new innovation

· pair of twins

· past history

· vast majority

· circle round

· repeated again

· mutual co-operation

· whether or not

· at this moment in time

· in this day and age

· brief moment

· maximum capacity

· exactly the same

· prior experience

· exact replica

· oblong in shape

· consensus of opinion


	· a dead corpse

· added bonus

· revert back

· future prospects

· early beginnings

· lonely isolation

· unite together

· meet together

· join together

· collaborate together

· mix together

· combine together

· future plans

· visible images

· razed to the ground

· close proximity

· close scrutiny




PLAIN ENGLISH DICTIONARY

	Words to avoid or use less of
	Some alternatives

	A

able to
	can

	absence of
	no, none

	accede to
	grant, allow, agree

	accommodate
	try to help, reflect, fit

	accommodation
	where you live, home

	accompanying 
	with

	accomplish
	do

	in accordance with
	because, agrees, follows

	accordingly
	so

	according to our records

accurate

achieve

acknowledge
	our records show

correct, right

do

thank you

	acquaint yourself
	find out

	acquire

actioned
	buy, get

done, carried out

	additional

adequate
	extra, more

enough

	adjacent
	next to

	adjustments

administer
	changes

manage

	admissible

admitted to …hospital

advance – in advance of
	allowed

went into … hospital

early, early payment

	advantageous

advise
	useful, helpful

tell

	affected
	changed

	a large number of
	many, most

	albeit
	even if

	aligned
	lined up, in line

	alleviate
	ease, reduce

	allocate

allowable expense

alter
	give, divide, share

expense we allow

change

	alternative
	choice, other

	alternatively

annually, on an annual basis
	or

yearly

	anticipate
	expect

	apparent
	clear, plain, obvious

	applicant, the
	you

	appreciable
	large, great

	apprise
	inform, tell

	appropriate
	proper, right, suitable

	appropriate to
	which applies to

	approximate
	about, roughly, say

	ascertain
	find out

	assist, assistance
	help

	at an early date
	soon

	attempt
	try

	attend
	come to, go to

	authorise
	allow, let

	authority
	may, right, power

	B

backdate 

balance outstanding

behalf – on behalf of
	from

amount owed

for

	belated
	late

	beneficial
	helpful, useful

	C
	

	calculate

case – in case of
	work out, decide

if

	cease
	finish, stop, end

	Christian name

claimant
	first name

person claiming, or you if it’s to them

	clarification

combined income
	explanation

total of your and your partner’s income

	commence
	start, begin

	commensurate
	equal to

	compared with

competent
	than

able

	complete

comply
	fill in

keep to, follow

	component

comprise
	part

form, make up

	compulsory
	must

	conceal
	hide

	concerning
	about, on

	conclusion
	end

	concur
	agree

	condition

in conjunction with
	rule

with, and

	in connection with
	about

	as a consequence of

consecutive days

consent

in consequence
	because

days in a row

agree to

because of

	consequently
	so

	consider

consists of
	think, believe

made up of

	constitute

construct
	make up, form

make, build

	consult

continue

continuous days
	contact, talk to, meet, ask

carry on, keep on

days in a row

	contrary to

contravenes

convenient

convert

convey or convey to
	against

goes against

when you can

change

carry – or tell

	correspond

corroboration
	write, match

evidence, proof, support

	creditor
	lender

	cumulative
	add up, added up

	customary
	usual, normal

	D
	

	date of onset

dealt with

decision

decrease

deduct
	date it began

answered

decide

go down

take off

	deem
	treat as, consider

	defer
	put off, delay

	deficiency

delay – without delay
	lack of

straight away

	delete
	cross out

	demonstrate
	show, prove

	denote

departure – departure date
	show

leave, date you left

	despatch

designate
	send

appoint, choose

	desire

despatch

despite 

detach

deteriorate
	wish, want

send

although

tear off

get worse

	determine

determining – in determining

detrimental
	decide, find out, work out

when we work out

harmful

	diminish
	drop, lessen, reduce

	disburse

discharge date
	pay

the date you came out of …hospital

	disclose

disconnect
	tell, show

cut off

	discontinue
	stop, end

	discrete

dispose of
	separate

get rid of

	disseminate
	spread

	document
	papers

	dominant

donate

doubt – if in any doubt
	main

give

if you are not sure

	due to the fact that
	because, as

	duration
	time

	dwelling, domicile
	home

	E

earnings
	wages, money coming in

	eligible

elect

eligible for
	allowed, qualify

pick, choose

may get, entitled to

	elucidate
	explain, make clear

	emphasise

emoluments

employment
	stress

earnings, wages, money

work

	empower
	allow, let

	enable
	allow, let

	enclosed
	inside, with, here is

	endeavour
	try

	enquire
	ask

	enquiry
	question

	ensure
	make sure

	entitlement

envisage

equitable
	right

expect, imagine

fair

	equivalent 
	equal, the same

	erroneous
	wrong, false, by mistake

	establish

estimate
	show, find out

work out

	evaluate

event of – in the event of

evident
	test, check

if

clear

	evince

examine
	show, display

check

	exceptionally
	only when, in this case

	excessive
	too many, too much

	exclude
	leave out

	excluding
	apart from, other than

	exclusively
	only

	exempt from
	free from

	expedite
	hurry

	expeditiously
	as soon as possible, quickly

	expenditure

expire
	spending

run out, die

	extant
	current, in force

	F
	

	fabricate
	make up

	facilitate
	help

	factor
	reason

	failure to

feasible

finalise
	if you do not

possible

complete, finish

	following
	after

	for the duration of
	during, while

	for the purpose of

forfeit
	to

give up

	forward 
	send

	forthwith
	now, at once

	frequently

fresh
	often

new

	furnish
	give

	furthermore
	then, also

	G

gainful employment
	paid work

	generate

gratuities

gross earnings

grounds
	produce, give

tips

wages before tax and other amounts taken off, earnings before deductions

reason

	guidance
	help

	H
	

	henceforth

hereafter
	from now on, from today

from now on

	hereby

herein
	now, or leave out altogether

here

	herewith
	now, with this, enclosed

	heretofore
	until now

	hitherto
	until now, before

	hold in abeyance

however
	wait, postpone

but

	I

identical
	same

	immediately

impart
	at once

give, pass on, tell

	implement
	do, carry out

	in accordance with
	as, under

	in addition to

in as much
	also

because

	in case of
	if

	in connection with
	for, about

	in conjunction with
	and, with

	in consequence

inadequate

inappropriate

incapable of

incapacitated

increment
	because, as a result

not enough, poor

wrong, not right, unsuitable

unable to, can’t, cannot

ill, sick, unfit

increase, step, pay rise

	incurred

independent of
	owe, have to pay

not part of

	indicate

individual
	show

anyone, someone, you, an employee

	in excess of

infirmity
	more than

illness

	inform

infrequently
	tell, let know about

not often

	initiate
	begin, start

	intimate
	say, hint

	in lieu of
	instead of

	in order to

inquire
	to

ask

	in receipt of
	get, have, receive

	in relation to
	about

	in respect of

inspect

interim
	about, for

check, look at

temporary, meantime

	issue
	give, send

	in the case of
	in, for

	in the course of
	in, while, during

	in the event of

in the near future

in the neighbourhood of
	if

soon

about, around

	irrespective of

issue
	whether or not, even if

give

	J
	

	jeopardise
	risk

	L

legislation

liable – you are liable to

liability – you have a liability to
	law

have to, you must

by law you must

	locality
	place

	locate

low income grounds
	find

because you don’t have much money coming in

	M
	

	magnitude

maintained

maintenance

make an application

make a claim

make a payment

manner in which you
	size

kept

upkeep

apply

claim

pay

how you, the way you

	manufacture
	make

	mandatory
	must

	material
	relevant

	marginal

means – by means of
	small, slight

by

	members
	councillors

	members of the public

miscellaneous
	people, residents, the public

other, mixed, various

	modify
	change

	N
	

	necessitate

negligent
	have to, need

careless

	nevertheless

none the less
	but, however

even so, however, yet

	notify
	tell, let us know

	notwithstanding
	even if, despite, still, yet

	numerous
	many

	O

object to

objective
	don’t agree with

aim, goal

	obligation to

observe

obsolete
	you must

see

old, out-of-date

	obtain
	get, receive

	occasioned by

occupation

occur
	caused by

job

happen

	offeror
	seller

	offeree

office –contact this office
	customer

us, we – contact us

	officer

offset against
	employee

we will take away from

	on behalf of
	for

	on the grounds that
	because

	operate
	work, run

	opportunity
	chance

	option
	choice

	ordinarily

other than
	normally, usually

except

	otherwise
	or

	outstanding

overall
	unpaid

total, whole, together

	owing to the fact that
	because

	P
	

	partially
	partly

	participate
	take part in

	particulars

pending
	details, facts

until

	per

per annum

perform
	a, each

a year

do

	permissible
	allowed

	permit
	let, allow

	persons
	people, anyone

	peruse

place of residence

portion
	read, look at

home, where you live

part

	possess
	have, own

	practically

preceding week
	almost, nearly

week before

	predominant
	main

	prescribed

present – at present
	set, fixed

now

	preserve

previous – previous letter
	keep

last time I wrote

	principal
	main

	prior to
	before

	proceed
	go ahead, start

	procure
	get, obtain

	prohibit

prolonged
	ban, stop

long, for a long time

	promptly
	quickly, at once

	promulgate
	make known

	proportion

provide
	part, share

give

	provided that

provisional
	if, as long as

for now

	provisions
	rules, terms

	proximity
	near

	purchase
	buy

	purport
	claim

	pursuant

Q

qualifying conditions
	under

conditions you must meet

	R
	

	receive
	get

	reconsider
	think again

	reduce

refund – verb

refund - noun
	cut

pay back – we will pay back

the money we owe you

	regarding

regret
	about

sorry

	regulation
	rule

	reimburse

relinquish
	repay, pay back

give up

	remain
	stay

	remainder

remit
	the rest

send

	remittance
	money, payment

	remuneration

remunerative work
	pay, wages, salary

paid work

	render

renew you claim
	send, make, give

claim again

	report
	tell

	represents
	shows, stands for, is

	request
	ask, question

	require
	need

	have a responsibility to
	must, should

	reside
	live

	residence

response

resume
	home

answer

start again

	restriction
	limit

	retain
	keep

	reverse
	back

	review
	look again at

	revised

retain

revenue

reverse

revise
	new, changed

keep

income, money coming in

back of

new, changed

	S
	

	said

salary
	the –‘the document’ not ‘said document’

pay

	same
	that

	scrutinise
	read carefully, look at

	select

settlement

shortly
	choose

payment

soon

	signage

significant
	sign

important, major

	solely

specified amount
	only

amount or set amount

	state
	say, tell us, write down

	statutory

stipulate

subject to
	legal, by law

state

as long as, if

	submit
	send, give

	subsequently
	later

	subsequent to
	after

	substantial
	large, great, a lot of

	sufficient
	enough

	supplementary
	extra, more

	surname

suspend
	family name

stop for the time being

	T
	

	terminate
	stop, end, finish

	thereafter
	then, after

	therefore
	for this reason or because of this

	therewith
	with that

	thus

to date
	so

so far

	transmit

transpire
	send

happen

	to date
	so far

	to the extent that
	if, when

	U
	

	ultimately

unable to
	in the end

cannot, or can’t

	unavailability

undertake 
	lack of, absence

do

	uniform
	same

	unoccupied
	empty

	utilise, utilisation, usage
	use

	undertake
	agree

	V
	

	variation
	change

	vendor

verification

verify
	seller

proof

check, confirm

	vicinity - in the
	near

	virtually

by virtue of the fact that
	almost

because

	visualise

vocation


	see, predict

job

	W
	

	whensoever
	when

	whereas

whether

wilfully

wish

with a view to

with effect from
	but

if

deliberately

would like to

to

from

	with minimum delay
	quickly, or say when, insert date

	with reference to
	about

	with regard to
	about, for

	with respect to

withhold

wholly
	about, for

stop, refuse, hold back

all, completely, fully

	Y

You are requested
	please
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         Plain unobstructed: without obscurity: clear: obvious: simple; not ornate: unembellished: ordinary
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