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Purpose of workshop

The purpose of this workshop is to encourage people to use plain English in their workplace communication. This will be an interactive session in which participants will engage in activities that demonstrate the benefits of using plain English. Practical application, hints and examples of poor workplace writing will be used to highlight the advantages of people using clear, concise and consistent language.
Definition
What is plain English? Uncluttered, everyday language with no ambiguity.  The Department of Education, Science and Training defines plain English on their website as ‘…..good clear writing which communicates as simply and effectively as possible. But it is not a childish or simplistic form of English.’
Background information

The first plain English document in Australia was produced by the NRMA in August 1976. Since that time other professional organisations and government departments have adopted the use of plain English strategies. In 1993 the federal Attorney General’s Department began the Corporations Law Simplification Program which aims to improve the language, layout and structure of the Corporations Law. (DEST website)

In 1996, the National Board of Employment, Education and Training published Putting it Plainly. This covers plain English policy and practice in the public and private sectors. (DEST website) 
This trend is reflected internationally:  the American, Canadian and British governments have plain language policies as do the governments of many non-English speaking countries. (DEST website)
Advantages of using plain English
Using plain English can increase competitiveness, effectiveness and efficiency. As an example, after the Family Court of Australia simplified its divorce application form, the number of forms rejected because of errors dropped from 30% to 7%. And, less people rang the court to ask for help in filling in the form. (DEST website)
It is important to remember that not everyone completely understands English. A survey found that 46% of Australians could not understand the directions on a medicine bottle. One in two Australians have a reading age of about Year 10. (Eunson, 1996)
A 1996 nationwide survey by ABS revealed that 14% of people – including those who speak English as a first language – need help with reading information from government agencies, businesses and other institutions. Ten percent say they need help with filling out forms. (DEST website)
Practical application

When producing any written material:

· think about the audience and use the most appropriate language 

· look at the layout of the document 
Different forms of the use of English, including radio, mobile phone, email and formal documents will be discussed. The style of English changes according to the medium being used, eg mobile phone messages have their own syntax, spelling and acronyms.

It is important to observe the culture of the organisation when selecting a writing style. Written communication conveying a positive and cohesive image reflects on the whole organisation. Creating clear and consistent written material will help the message reach the audience. (Learning Centre Link, Style Guide)

Other considerations
· Choice of words 

· Common traps 

· Visual presentation

· Life of the document 

· Cultural differences

· Self editing

· Use of jargon

