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PART 1: INTRODUCTION

Gobbledegook: n. pompous or unintelligible official, or professional, jargon.

Jargon:  n. unintelligible words, gibberish; barbarous or debased language: mode of
speech familiar only to a group or profession.

(Concise Oxford Dictionary 1982 Ed.)

1.1 The key word in these definitions of "gobbledegook" and "jargon" is "unintelligible",
During its existence the Committee, like any person or organisation constantly
dealing with government and the bureaucracy, has found many examples of official
writing which, if not entirely unintelligible, are at least exceptionally difficult to
understand. In December 1987 the Committee decided to try and identify possible
solutions to this problem and commenced an inquiry into the use of plain English
in forms and other documents produced by government agencies.

1.2 The purpose of the Committee’s inquiry is to identify poorly worded or designed
documents and suggest to ministers and public sector management ways to
overcome the problem and take steps to correct it.

1.3~ The quest for clear expression in public sector writing is of course not unique to
this Committee. Much work has been done on this in other ~ jurisdictions,
particularly the United States of America, United Kingdom and Victoria; (Part 3
of this report). The private sector has also pushed ahead with the development and
implementation of plain English contracts. These developments encourage the
Committee in its view that worthwhile improvements can be made in Westerm
Australia. Plain English insurance contracts have demonstrated that complicated
legal documents can be written in plain English. International studies have proven
that considerable cost savings are produced by ensuring that forms and other
documentation can be easily understood by readers,

1.4 The Committee intends to continue its inquiry until October 1988. It will examine
a wide range of written material produced by government agencies. This report is
one of a series of interim reports which the Committee intends releasing to increass
discussion of the worth of plain english. The Committee requested a number of
government agencies to provide it with copies of all documents intended for use by
the public. In addition, the Committee has examined decuments such as annual
reports, advertisements and various official notices.

Acts of Parliament

1.5 One of the major areas of concern to the Committee is the drafting of Acts of State
Parliament and Regulations. This report refers in part to legislative drafting,
however, futuré reports will deal with this topic in greater detail.



PART 2: PROBLEMS IDENTIFIED

2.1

The Committee’s examination of various forms of government writing has disclosed
a number of common faults which limit the effectiveness of that writing. The
Committee believes a plain English policy would remove these faults which include:

(a) use of unfamiliar words and phrases;

(b) minimal use of punctuation;

{c) complex presentation of information; and
(d) undue reliance on precedents.

Unfamiliar Words and Phrases

Use familiar words rather than the far fetched, if they express your meaning equally well;
for the familiar are more likely to be readily understood.”

(The Complete Plain Words, Sir Ernest Gowers HMSQO 1973 p51.)

2.2

Good advice from Sir Ernest Gowers, advice which has obviously been unheeded
by many draftsmen, One of the major contributors to government writing being
difficult to understand is the unnecessary use of old fashioned, unfamiliar words
such as:

abovementioned
aforesaid
hereby

herein
hereinafter
hereunder
herewith

said

thereof

whereas

These words, and other similar words, regularly appear in many government
documents:

"All vessels entering the Port shall, unless hereinafter exempted pay the Tonnage
Rates prescribed by these Regulations.”

(Regulation 54 Albany Port Authority Regulations.)

WHEREAS Minister for Lands being the owner of the land which adjoins the street
hereunder described has agreed to the request of the Shire of Broome to close the
said street ..."

(Extract from notice published in the Government Gazette 5/12/87)

"By submitting a coupon the subscriber acknowledges as binding the rules issued by
the Commission and agrees to be bound thereby and by all decisions and
determinations made pursuant thereof.”

(Extract from back of Lotteries Commission Lotto coupon.)

"Now, therefore, His Excellency the Governor, acting pursuant to section 4 of the

h “ML%‘C;



said Act, and by and with the advice and consent of the Executive Council, herebyv
constitutes that part of the State as defined in the Schedule hereunder as a sewerage
area and assigns the name of Jurien Sewerage Areq thereto.”

(Extract from Order in Council published in the Government Gazette 11/12/87.)

2.4 Almost without exception, the use of these words is unnecessary and only serves to
complicate or confuse:

“If any person or thing is mentioned it has been the custom whenever the name or
description occurs again to preface it by the words “the said” or "the aforesaid".
Commonsense suggests that, if a person is referred to in a document by name, a
subsequent mention of that name ungualified by ‘said” or "aforesaid” will be
understood as referring to the person unless a contrary intemtion appears.”

(The Elements of Drafting, E L Piesse, 6th ed 1981 at p64.)
2.5 The Committee believes that clear expression should prevail. One of the best ways
to achieve clear expression iIn government writing would be to eliminate these

words immediately,

Minimal Use of Punctuation

"Some of the typical sections of a modern Act are a veritable cobweb of words and in the

forest of their verbosity the reader dare not enter, or, if he enters, he is apt to get lost in no
time.”

(An Introduction to Legislative Drafting, P M Bakshi p35.)

2.6 There is no doubt that lack of punctuation makes the reader’s task more difficult.
The most common problem is sentence length. Long sentences are difficult to
comprehend. By the time a reader has come to the end of a 40 or 50 word
sentence, the beginning of the sentence is likely to have become a dim memory.

This is especially so where the sentence deals with complex matters which require
understanding:

2.7 The importance of sentence length to compreheasion is recognised by most so
called "readability tests". These tests are mathematical equations designed to predict
the level of reading ability needed to understand a particular piece of prose. The
Gray-Leary Formula, the Flesch Scale, the Fog Index, and the Kincaid-Flesch
Formula all include sentence length as an important factor in assessing readability.

Compliex Presentation of Information

"(The proviso) is the bane of all correct composition. It is most desirable that the use of
provisos should be kept within some reasonable bounds. [t is indeed a question whether
there is ever a real necessity for a proviso.”

(The Legislative Drafting, G C Thornton 2nd Ed at p66.)

2.8 Apart from the use of unfamiliar words, there are a number of other ways in
which writers can confuse their readers, particularly in relation to the way in
which their work is structured. The use of provisos, lengthy sentences and
parentheses all impact directly on comprehension of writing.

2.9 Research has demonstrated that;

(a) readers find sentences couched in negative, terms (e.g. "seven is not an even
number" rather than "seven is an odd number") difficult to understand;



(b) provisos and other negative qualifiers (e.g. "except") impede comprehension;

(c) segmenting and indenting text improves comprehension.

(Document Design;
13-15 and p57.)

A Review of the Relevant Research, D B Felker Ed 1980 pp

Examples

2.10  The following recent examples of government natices illustrate the effect of poor
writing and structure on comprehension.

Example A: Water Authority of WA

Hedd,

N WATER
) AUTHORITY

of Western Australia

- WATER
RESTRICTIONS

Ralepayers and consumers in the Caron-Buniji-
Latham Country Waler Area are hereby nouneg tnat
2s trom 6.00am on December 10, 1987 the following
restricttons will apply:

1. No person shall 3t any lime use or consume any
waler which is supplied under this Act:
a} For watenng any domestic or privaie lawn or
garden; :
or
For filling any private swimming pool, provided
thal logses through natral evaporanon may be
replaced by using & hese heid in the hand: or
For filing or partally filling any unoerground
siorage 1ank, or any 1ank or receptacle used for
the sicrage of water, {or the purpose of watering
any domestic or privaie lawn or gargen,

Provided that the walefing ai any time of a domestic
or privale lawn or garden by rmeans of a hose heig in
the hand, il such hose permils water peing emined
from one outle! only, is not prohibied.

o}

c

2. Except as herein provided, no person shall for any
purpose whatsoever allow waier supplied by the
Autnonty to escape {rom an unanenged tap or
from a hose, unless 1hat hose is held in the hand.

3. Mo person shall allow any water supplied by the
Authority 10 fun 10 wasla.

MANAGING DIRECTOR
WATER AUTHCRITY OF WESTERN AUS-
TRALIA

("West Australian” 11/12/87)

PERENIORI SOUTH
NOTICE OF WATER RESTRICTIONS

{Caron-Bunjil-Latham Couniry Water Arez) { g

As from 6.00am on Thursday December 10
1987, and until further notice, the following
restrictions will apply to the wse of warter in
the Caron-Bunjil-Latham Country Water Arex

{A)Water mav not be:

6] used 10 water lawns or gardens other
than by using a hand held hose;

(ii) used 10 fill private swimming pools;.

(iii}) used to fill or top-up any tanks used to
store water 10 water lawns or gardans; or

(iv) allowed t¢ run 1o waste or to run from
an unatiendad ap or hose.

(B)Water mav _be used 1o Iop-up private
swimming pools by the use of s hand heid hose
to replace waier lost through evaporation,

The penalty for breach of these restrictions is
7

For further information contact {Name, addresg™

and telephone number of contact
of ficer.)

WATER
AUTHORITY

of Western Austraila

(Suggested Alternative)

F
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2.11

There are a number of features of this Water Authority notice which impede
comprehension and reduce its effectiveness.

The notice:

(1) Gives no indication of the location of the "Caron-Bunjil-Latham Country
Water Area". It depends on readers knowing whether they are in that
particular country water area.

(2) Contains multiple provisos/exceptions which require readers to refer back to
point 1 of the notice to determine how the restrictions operate.

(3) States points in a negative fashion (e.g. "is not prohibited").

(4) Uses complex terms (e.g. "Except as herein provided").

(5) Uses excess words (e.g. "a hose held in the hand" instead of "a hand held
hose™).

(6) Gives no indication of whether there is any penalty for breach of the
restrictions.

N Contains no contact telephone number or address for people seeking further

information about the matters contained in the notice.

Each of these faults could have been avoided with a little thought.



Example B: Aegriculture Protection Board

AGRICULTURE
AND RELATED
RESOURCES
PROTECTION ACT
1976

AGRICULTURE
AND RELATED
RESOURCES
PROTECTION
{PROPERTY
QUARANTINE)
NOTICE 1983

MADE BY THE AGRICULTURE
PROTECTION BJARD

Clatign

1. Tis molce may be ileg as

he AgricuRure and Related Re-

- sowrces  Prowecton  (Propeny

. Quaramine) Nelee 1985,

Commencrmaent

2. Thes nobee sppies on ang
irem Februdsy 1, 1958,
merpretation

1. i i nolce TThe teguls-
hons” means e Agneuttyre ant
Reii2d Resowces Protecuan
{Propeny  Quarantne)  Requiz
nors 1981, dutushed 1n the
Government Gazele on May 8,
1981,

Courantive arey

4. (1) The Rog specied m the
Serequie 10 s nctice is o
cared 0 Cnsbine & repeny
QuUIrARhNG aiea.

{2} Lang i the orocerty quafan-
nhe ared constyuied Dy thu
00Nt 1§ QUATENUAL] Eng far ne
Duroses of he regulatdns by
reason gt ihe presence of the
cetizres plant Hodgsara burt
{Xanthym  goooendane.  Xamne
wm Cavandiass, XargheTr dal-
um, Xamitwm oremael,

Asmoval trem guaranticed fam
5. {1} Wnere (3nd 15 putsuanl
10 1h nehgy, Quanrunet B,
v o—

sl amenad;

fol Jmmat e, Shen. coat of
fivre;

(€] smmal exsrement

(01 sotl.

(#) nay, char, logosr of gran
M20¢ 07 TIOQUEEE {TOM 3y 100
Q0w an e Guarsuneg ling;
ar

{0 verschr oF mazhaR fhgt nas
beest usen lor :
Cavalon 02 &
DOSES O I8 quafanhined lIng,
Mt 15 00 the quirdrlined 1Ang
snas nal De moyed fam tne
Quafanuings Gns  fycest gure
SUZAT 10 3N ACDIIVE QTN unCE!
regulaon 7ot e leguiduses of
@ genEial exedAlGn  Ravieg

eheZt under reguaion 3 ot e

regulsticns,

(2] Apghcausn iKr iporoval 1o
Mmove any hing 1% mavement o!
whrch woulg gmewrie be con
trasy [0 s noIKe May b mage
lo 3 iaspegice 2 Juthonses
PEISON 1N ACIHCENTP Wit dRgus
anea T 0! e 1egeatons.
Emry upan quarsmiced acea
§ A person OIWI 103G -
{@) e ganer ¢o ezl of N0
e or

{0) 3 person empayed by the
GLTLOT {1 1ne gnn,

$nati N0t enler LIoA Aty ganl @f
lang the subjes ot this nonce.
oner {nan 3 resencd ON IRAL
W0G ar {he vSud: A008ES INMQUQN
i3 WNg I 3 by
e1CeDt  purtui™
JcLormance  wdn
wpoval gl v asDecior of
Muihonsed perso”

Adnpduny e bl
! AH o sormon o wna 2aynoes
by hines s@rtag from the unc.
1on of Ine western bouncary of
Gogo Staven and Great Horhen
Fegimway [HG), lravel genesally wn
3 npodheasierly duection along
the wesiemn bounaary af Gogo
Staven pacziet 10 e Frizroy
Arver tor 13 T5km 10 10 unction
of Wt FPluoy ama Margane
Rrvers, (Dence Soun-SCuineast
© iong this same boundary para-
el 1o the Margarel River fos
J1.75km, hance east for Sum,
southeast far 42.5km. Men
rortneast lor 18.75km. thence
due SOuB tram e Margarel
RArver tar 27.5ken, west t0r Tkm
thence geneny souihsast fo!
5, west lor 16,58k, soyln
tor 15.6xm. west ror 16,.25km,
ot for 17,5km. west lof
31.%m, south lgr 11 75wn 1o
the inteesechon of the comman
bounaary between Gaga ana
Chermcun Slabons. thence o=
low [(vs boundary wesl along
Chnstmas Creex ¢ 6.25km,
thence nahwest Jar 21.25mm,
thence teave Chnstmas Creex
ang conlinge (4 lofow (s same
fenceine west for 3,75k, wesi-
nosfraest fgr t4.5km, soulne
wes; 1or 7.5km, westeriy tor
13.5km, thence cue sauth lor
A3kt 2lang the common dound-
ary between Cherraoun ang Mih-
jio0ee Stabons, mensr west Hr
11,25xm, south tor 8, 1um, west
for 24 S5em. ponn for §.25km,
west 107 26km, Thence norh 19r
12.5km (o ihe Kalytsoa towno-
ary. Inence west wong ne
Seulpern Gounddry of Kilyeeds
Sianon 1or 1i%m thence con-
Wue N 3 wesléfly  QueClion
dlong the scuinern Doundary ot
hemma Staton tor 40, 25m
Teacs noAn o 29,4%m o the
LuhrQui 00uUNQary. (Nance west
tar 40.5km, norh 107 £8. 750,
west for 19.28km, sodh lor
21.5um.  tnence  aast  for
€ 75%m 19 Me e3stem dank of
the Fazroy River. tnesce generss
by 1 3 50uln-s0uineas: cuectan
algng Lhe FeaTy Aever 10f 3zm
1o me Lyennga Station doumd-
ary. lhence rnomh alzng the
wesiern beundary ot Leetrnga
Statian tor 36.75km, inence eaxt
ot T7.5k0 16 e weslerd
powndary of Siea  Swapon,
mence souih 1oi 4 75km, tast

lor 4Qwm souin for 13um, east ¢

tor 6 Tem 10 N2 Cawyyargan
west Boyngsry, thente sopm 1ar
1335 w0 the Nagruantsn

bourcary east lor 0,2%km,
south lor 3$3.23em  sast lor ¢
13.75km 1o 1ne Cuanoun Cowns .

wess DOuddery. menzz nonn
laliowing ine Quanoun Downs
WESISIR DOURTIZy Hor 17 Skm,
thence east tor 39.25wm. southe
east o7 7 5km, thence sout Tot
0.73km, ez5! tor 1 §am_ ponik
for 0.5am, easi tor 0.75wm.
hense fonR 16t 1 Sk 1009 tne
Jubres Downs poungary. thence
€asl for Gkm, soutn for 15%m

lotrowing the easie™ coundary -

of Jjutiree Dowas Staton 1o n
WIAISMGHEN  walh ine  AOnh
bourcasy of the Great Nomhern
Hignwy 4 road  reserve
therce v 2 generaly easiés
Qureclie 1Ghewing tRs Doundary
acrots e faney  Cresseg
Bricge 10 e Sting podi o
I wasiee™ Joungary ©° LUGD

Stauer,
H.J. HALSE
Lhairmae
Aariculiven Prataciina Anse

("West Australian" 23/1/88)

KIMBERLEY REGION
NOOGOORA BURR .

QUARANTINE RESTRICTIONS AFFECTING
GOGO, CHERRABUN, | MILLIJIIDDEE,
KALYEEDA, NERRIMA, LIVERINGA,
BLINA AND JUBILEE DOWNS STATIONS.

The Agriculture Protection Board has declared
land covering the above siations to  be
quarantined under the Agriculture and Reiated
Resources  Protection (Property  Quarantine)
Regulations 1981 because of the presence of
Noogoora busr,

Restrictions

As from February 1 1983 these restrictions will
apply to quarantined land:

1. Ne
(a) animal;
{b} animal hide, skin, coat or fibre;
{¢) animal excremex;t;
(d) soil;

{¢} hay, chaff, fodder or grain from any
crop grown on the land; or :

(f} wvehicle used in earth moving on the
land,

may be removed from the quarantined land
without approval er exemption f{rom the
Agriculture Protection Board,

2. No one other than an owner, occupier or
employee may go on to quarantined land
withou! approval from the Agriculture
Protection Board unless they are visiting a
station residence by a normal access route.

Further information
Deniled information about these quarantine

restrictions may be obtained from: {comact
officers and telephone numbers),

{Suggested Alternative)

S




This Agriculture Protection Board quarantine notice suffers from a number of
fauits:

{1) The heading gives no indication of the real subject matter of the notice (i.e.
a quarantine of land because of the presence of Noogoora burr), all of the
important details are hidden in the text.

{2) The whole notice is far toco long. The length is a deterrent to people
reading it.

(3) Sentences and clauses used in the notice are too long (e.g. point 4.(2) 38
words long, point 5 (f) 56 words long).

(4) Important aspects of the notice rely on the use of provisos.

(5) The notice requires readers to be familiar with the content of various
Regulations.

(6) The notice does not provide any contact details for persons seaking further
information.

One half of this notice is given over to a detailed description of the land which is
subject to the quarantine order. The Commirttee accepts that such a precise
definition is necessary for legal reasons. However, the Committee believes that a
newspaper notice should be written to caich the attention of people affected by the
notice and to provide clear notification of essential information. This notice fails
to do that. In the Committee’s opinion it would be far better for the Agriculture
Protection Board to have published a shorter, clearer, less detailed notice and to
have provided detailed information on request or via the more formal Government
Gazette,



Example C. Water Authority of WA

WATER
AUTHORITY

ol Wrstern Australly

WATER AUTHORITY ACT 1984
WATER SUPPLY — COUNTRY
NOTICE OF AUTHORISATION

Fie F1436 Project W70.084

WHEAEAS 8Y the Water Authonty Act 1984 it is provided that,

. Subject o 1n# provisions of.ihe Act, The Water Autharity, with the
authansation ol the Minister for Water Resources, has power 10
construct ar provide major works, AND WHEREAS the preiimin-
ary requirements of the said At have baen complied with NOW
THEREFORE. 1. Errest Francs Bridge, Minister for Warer-
Aesources, iy and-wah the 2avice of the Water Autharity Botrg
do hetedy auinorise the Water Authority 10 underake the
construction o provision of the followng works, namety:

GERALDTON REGIONAL WATER SUPPLY —
25,000 cu m TANK AT BOOTERALL
SHIRE OF GREENOUGH

The propased works cansist of the canstruction of 2 stest water
lank of 25,000 cubic metre capaity, 52.6 matrs diameter ang
12.5 metm walk heiont, complete with 3 metal rood, pipework, an
excavaled overtiow sump and ak other necessacy apparsus.

The avove works are 10 be comoialed with all equipment ang
matenals necessary for the underiaking. i

All the proposed works will be wathin Lot 14 Verifa Read,

. _Bootenatt, .
The above works and localities are shawn on pian 8AGT. -
- The purpose of the proposes works is 10 improve the waier supply

40 the Geraldion Regign,

This Authornty 1o construct and pravide the works shall take etfeqt
lrom February 3, 1988,

E 8RIDGE.
Miniater tor Water Resources

GERALDTON REGIONAL WATER SUPPLY
CONSTRUCTION OF 25000 CU M TANK
AT BOOTENALL SHIRE OF GREENOUGH

Natice of Authorisation

In accordance with the provisions of the Water
Authority Act 1984, the Minister for Watar
Resources has authorised the Water Authority
1o construct a 25,000 cubic metre stee] water
tank, 52.6 metre in diameter and 12.5 metre in
height with a metwl roof and RECESSaFY piping
and drainage works, on Lot 14 Verim Road,
Bootenail,

Censtruction of the water tank is intended 10
improve the water supply in the Geraldton
Region. The works and its location are shown
on Water Authority plan BAG] {which may be
Inspected  at  Water Authority offices in
Geraldion and  Perth). Construction  wiil
commence after February 5 1988,

WATER
AUTHORITY

of Weatern Austtalia

("West Australian" 20/2/88)

(Suggested Alternative)

2.14  As with the other two notices, this Water Authority notice contains several serious

faults:

(1)

(3

It includes several redundant words (e.s. "Whereas", "Now Therefore”, "do
hereby authorise"),

The most relevant information is not set out in the heading.
Irrelevant information is included (e.g. file and project numbers).

The length of the notice is increased by stating the obvious - "The above
works are to be completed with all equipment and materials necessary for
the undertaking". If the equipment and materials are in fact necessary for
the undertaking, how couid the works be completed without them?

The notice doesn’t actually give readers the reason for its publication. Is it
simply published as a matter of record or are readers required to or invited
to respond in some manner? (In the latter case a contact address shouid be
provided.)



Example D: Order in Council

“Now, therefore, His Excellency the Governor, by (Extracted from Order in
and with the advice and consent of the Executive Council under the Land Act
Council, does hereby direct that  the 1933 in Government Gazette
beforementioned Reserves shall vest in and be 8/1/88.)

held by the aforenamed bodies in trust for the
aforesaid purposes with power to the said bodies
subject to the approval in writing of the Minister
for Lands to each and every lease or assignment
of lease being first obtained, to lease the whole or
any portion thereof for any term not exceeding 21
vears from the date of the lease, subject
nevertheless to the powers reserved to me by
section 37 of the said Act; provided that no such
lease or assignment of lease shall be valid or
operative until the approval of the Minister for
Lands or an officer authorised in that behalf by
the Minister, has been endorsed on the Lease
Instrument, or Deed to Assignment, as the case
may be."

This extract from an Order in Council displays a number of the faults referred to
earlier in this Part. It is constituted by one sentence of 153 words; clearly far too
long. The extract also contains a number of unfamiliar words, such as "hereby",
"beforementioned”, "afcrenamed", "aforesaid” and "said". The sentence also contains
three separate provisos:

(=) "... subject to the approval in writing of the Minister for Lands...";
(B "... subject nevertheless 1o the powers reserved to me...";, and

(c) "... provided that no such lease or assignment shall be valid..."
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PART 3: PROGRESS

3.1

Although the general standard of government writing is justifiably subject to
criticism, there are examples of good, clear writing to show the way,

| ("West Australian" 22/1/88)

.
@i

=4

Now in force!

Bus Boys are specially built embayments
adjoining o rood and enable buses 1a park
out of the traffic lone while possengers
board or are set down,
Wilhout bays buses would stop in troffic
lanes causing delays and potentiaily

" dangerous lane changing may octur.
It is now a legal requirement for molarisis to
give woy 1o buses signolling their inlention 1o
rejoin the traffic ane. This regulation will be
triglled for six menths.
Most drivers won't be offected by the
reguiation as they have been giving woy to
buses for many years. -
For the faw who don’t we ask you to think
‘Bus Bay Give Way! .
N is now law.

This informahon i provided by Transperth andthe
Western Austrolian Police Department. An
informanon leatlet 15 avaiiobie from Transperih
Informanon OHices ond Palice Siavons in the
metrspohion areq,

This Transperth notice has a number of commendable features:
(1) It is designed so as to catch the eye.

(2) The essential information (giving way to buses) is prominently featured at
the beginning of the notice.

{3) The notice is clearly written in plain language, with the exception of the
word ‘“embayment” which is a more complicated form of "bay” (see
Macquarie Dicticnary).

(4) The notice indicates where further information may be obtained, although a
contact telephone number and/or address should have been included.
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' PUBLIC NOTICE

Power Supply I
hﬁerrupﬁon R et

O[S MR T

The State Energy Commission wishes o
govise alt customers residing in ne area above,
thet electricily supplies will be ungvailable for
three ond o hatf hours (3%2) betwesn 8.30om -
ond 12 noon on Sunday 21st February, 1888, .

This shutdown is necessary fo aliow
comrnissioning of new equipment in ihe
Boulder system. -

We apcloqise for ony mconven:ence this
shutgown may couse. Please contact e+ =
Cismct Supervisor af the Kalgoorlie Depat on
210 555 if you have any gueries.

), STATE ENERGY COMMISSION
w . WESTERN AUSTRALIA®

This SEC notice is also a good example of clear, concise presentation of
information. As with the Transperth notice, the essential information is g1ven
prominent treatment, the language is ciear and a contact telephone number is given
for enquiries.

L

4 The Environmental Protection Authority has taken the initiative of producing a
guide to the Environmental Protection Act 1986 to explain in less complex terms
the most important features of the Act. The 17 page document is well written and
provides a useful layman's guide to the Act. As long as legislation in this State
continues to be drafted in a complex, legalistic manner such guides serve a very
useful purpose and many other agencies could follow the Environmental Protection
Authority's lead.

in

The difference which commitment to plain English in drafting legislation can make
has been clearly demonstrated in Victoria where considerable progress has been
made towards simplifying government writing. The Victorian Government recently
enacted its first plain English Act, the Planning and Environment Act 1987. This
Act replaced the traditionaily written Town and Countrv Planning Act 1961. The
following comparison of provisions from these Acts demonstraies the impact of the

changes.

Town & Countrv Planning Act Plannine & Environment Act 1987

1961

"Public  authority" means any "Public authority means 2 body
corporation board commission trust established for a public purpose or by
or other body <corporate or or under any Ac¢t but does not include
unincorporate established or a municipal council."

constituted by or under any Act for
any public purpose, but does not
inciude any municipality or the
council of any municipality.”
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The advances made by the new Act are not simply in the use of fewer words but
also in structural improvements through better headings and shorter sentences and
sections, The following two extracts demonstrate how structural changes can assist
comprehension.  Both extracts deal with essentiaily the same subject martter
(appeals). The first ("A") comes from the Town and Country Planning Act 1961 in
which one section covers the whole subject martter. The second ("B"} comes from
the Planning and Environment Act 1987 in which six separate sections have been
used,

fhs:03

£
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Extract A

"1%. Any person -
{a) who feels aggrieved -

(i} by a determination of the responsible zuthority refusing 10 grant 1o
him a permit for any use or development of anv land ar for the
erection construction or carrving out of any buildings or works on
any land, or

(ii) by the failure of a responsible authority to grant 10 him such a
permit within 2 period of two months or, where notice of the
application was given or published as aforesaid, three months after
receipt by the authority of the application for the permit;

(b} who feels aggrieved by any of the conditions specified in any permic
determined to be granted t¢ him by the authority pursuan: to this section;

(¢} who feels aggrieved Dy any restriction on the use or development of any
land or on the erection construction or carrying ou: of any building or
works on any land (which use development erection c¢onastruction or
carrying out is permitted or not prohibited by the iaterim development
order or is expressiy authorized by a permit granted or determined 1o be
granted to him by the authority under this seciion) where the restriction
results from or arises under any bv-izw made by 2 council pursuant 1o
sub-paragraph (a) of paragraph (xxxviii) of sub-section (1) of section cne
hundred and ninery-seven of the Local Government Act 1958; or

{d) who, being an objector, feels aggrieved by a determination of the
authoriry 1o grant any such permit -

may by notice of appeal served within the prescribed time and in the preseribed
manner appeal to the Minister against the determination failure condition or
restriction (as the case may be) and different prescriptions as to time and manner
of 2ppeal may be made in respect of different kinds of appellans.”

Extract B

“Appeals agszinst refusaji.

77. An applicant for a permit may appeal 10 the Adminigmrative Appeais Tribunal
against a decision by z responsible authority 1o refuse to grant the permit.

Appeals against requirements.

78. An zpplicant for a permir may appeal to the Administrative Appeals Tribunal
RTINS -

{a) a2 requirement by the responsible authority to give notice under
section 32 (1¥d); or

(b) a requirement by the responsible authoriry for more information
under section 54.

Appeals against failure to grant permit.

79. An applicant for a permit may appeal 1o the Administrative Appeals Tribuonal
against the fzilure of the responsibie authority o grant the permit within the
preseribed dme. .

Appeals agaiost conditions on permits,

30, An applicant for a permit may appeal to the Administrative Appeals Tribunal
against anv condition in a permit which the responsible authority has issued or
decided to grant w0 the person.

Appeals relating to extensions of time.

81. Any person affected mavy =zppeal to the Administrative Appeals Tribunal
against -

{a) a decision of the responsibie authoriry refusing 10 extend the time
within which anv development or use 1§ to be started or any
development completed; or

{b) the failure of the responsible zuthority 1o extend the tme within
one month afrer the request for extension is made.

Appezls where objectors.

82. (1) An objector may appeal to the Administrative Appeals Tribunal zgainst a
dacision of the responsible authority to graat a permit.

{2) Any other person who i affected may appezl 0 the Administrative Appeals
Tribunal against a decision of the responsible authority 10 grant 3 permit in any
ease in which a written objection to the grant of the permir was received by the
responsible anthoriry.”
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PART 4: INTERIM CONCLUSIONS AND RECOMMENDATIONS

4.1

4.2

4.3

4.4

4.5

Because this is an interim report the Committee has not attempted to cover all of
the issues involved in the usage of plain English. However, even at this
comparatively early stage of the inquiry there are a number of conclusions which
can be drawn and recommendations which can be made.

The test which the Committee has applied to assess the standard of writing has
been whether it simply and clearly communicates information to its intended
readers (usually the general public). Unfortunately, as some examples included in
this report have demonstrated, most government writing cannot pass this test. The
major factors contributing to this failure are the use of unfamiliar words and
phrases, lack of sensible punctuation, complex presentation of information and poor
layout. Insufficient thought is being applied to writing and layout by government
authors. It is obvious from the documents examined by the Committes that the use
of precedents is widespread and is an inhibiting factor in improving government
writing, Over reliance on precedents simply perpetuates problems. It is easier to
rely on an existing precedent than to assess whether the precedent should be
modified or replaced to increase its effectiveness.

The American Institute for Research developed a model for designing documents
which provides a sensible guide to all authors:

"

. I, | 1
Pre.Design Steps Design Steps Post-Design Steps

DETERMINE
COATENT e ———— -
B ey saye -~ - o ~
20 g v DEFINE P ~
f S10 LRy AUDIENCE ’ - ~
whn will - - . s N
r_ use yuur 5 d ) A \
ducument?) A\ \
DRAFT i
DETERKUNE DOCUMENT . > °
EVALUATE o]
’ DEFiNvE FUNCTION o select anmre Akua c
PURRQSE e ta intgrm priate content AEVIEW 'j‘"’“ "f“’ U
} wha 10 insruct FTe e arganize for an uecument ™
U ovau need » 13 ather ) vaul duthence EOIT .m:new- .I.‘ E.
’ 2 doryment?) nlGrmatan 1| e wrate cloarly ﬂ“' _:::::I';n::” .
; 210 pertgar | DETEAMING P meip e ' T
CONTEXTUAL ! YoUl message
CONSTRAINTS 1 ’
nosed hy : e
" ethe system ol
* how (he tocu {
MR 1% userd [
® how 1he tiocu 1
ment iy 1
distnhutend I -
)
T |SELECT aN
L_ ALTEANATIVE
SOLUTION
o tiwcument)

(Document Design: A Review of the Relevant Research, D B Felder 1980 at p66.)

This process, if followed for each document, would ensure that the document is
written in such a way as to effectively communicate its central message to its target
readership.

The Committee’s concern with the standard of government writing is not based in
some academic concern with language but in real concerns over cost effectiveness.
If a document is written in a lengthy, convoluted fashion it is going to be both
more caostly to publish and less effective in getting its message across than a concise

0
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4.7
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and simply written document, The less effective a document is in gefting its
message across, the more people to whom it is addressed are going to either make
mistakes or require further information or assistance: both of which increase costs
to the community: Plain English makes plain economic sense.

As a resulf of inquiries to date the Committee recommends that government
advertisements, notices and other documents should:

1)
(2)
3)

(4)
(5)
(6)
(7
(8)

(®)

be written in a style suitable for the intended audience;
not contain old fashioned or unfamiliar words or jargom;

include keywords in their headings which quickly allow readers to identify
the scope and subject matter of the notice;

use maps and other graphics where suitable;

keep the use of provisos and other qualifying statements to a minimum;
use short sentences;

state information in positive, rather than negative, terms;

use headings to attract attention to major points of information and break
up large blocks of text; and

not try to rely on pomposity or length in an attempt to increase the
importance of the subject matter.

The Committee also recommends that those government agencies responsible for
producing a large number of advertisements and public notices should consider
taking professional advice with regard to style and layout.
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