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General Membership Meeting 
March 20, 2012

[bookmark: _GoBack]The meeting was held at Goodwill and attended by 15 people. The topic was Clear Writing – how to write so people will understand.  The presenter was Anne Marie Curtin of Literacy Link South Central. 


Click the slide below to view presentation:




Agency updates were provided.  All members were invited to submit for the meeting minutes. 


ALPC Update:
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Spell Checker

I cdnuolt blveiee taht I cluod aulaclty uesdnatnrd waht I was rdanieg. The phaonmneal pweor of the hmuan mnid, aoccdrnig to a rscheearch at Cmabrigde Uinervtisy, it denos't mtater in waht oredr the ltetres in a wrod are, the olny iprnoatmt tihng is taht the frist and lsat ltteer be in the rghit pclae. The rset can be a taotl mses and you can sitll raed it wouthit a porbelm. Tihs is bcuseae the huamn mnid deos not raed ervey lteter by istlef, but the wrod as a wlohe. Amzanig huh? yaeh and I awlyas tghuhot slpeling was ipmorantt!





Welcome LCAE members!




Clear Writing 

How to write so people will understand  

























Who am I?

What does Literacy Link South Central do?

What written materials do you develop?

Do the people you work with understand them?






Introduction			


















A way of presenting information so that it is easier for everyone to understand



The basis of good written communication



Also known as “Plain Language”



What is Clear Writing?
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It’s not “dumbing down”

The guidelines show how to make things understandable by the maximum amount of people 

The general public includes people of different cultural backgrounds and languages, different ages, different education levels, etc.

Tips for presenting information so that it is clear to your audience  





Many people struggle with low literacy 

Low literacy is a hidden issue 



We have many Newcomers in Canada and we expect many more to arrive 



  

Reality Check











	



   How can we create written materials so that it is easier for people to read? 

So….













To write clearly consider the following:



Word choices

Sentence structure 

Layout and graphics



Clear Writing Tips 













Words that are simple are more effective. 

 

There is a better chance that they will be

understood by people who are learning to read 

and those who are learning to speak English.



Word Choices











Use familiar words and phrases

     (Caution: “burning the candle at both ends,” “worked like a dog,” “every cloud has a silver lining,” etc.)  

Avoid using unnecessary words

     (Caution: “meet with each of you individually,” “exact same,”, “join together,” “future plans,” etc)

Beware of acronyms and abbreviations YCJA, JDA,CC

Use contractions 

Choose your words carefully
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Familiar words and phrases

 Using “you” engages the reader and makes it more personal.

Unnecessary words

Avoid using jargon, technical terms and acronyms

Rule for acronyms

Write out the full form somewhere on that same page

That way, your reader does not have to flip backward through your document to find where it is initially written out in full, or search through your document to see if there is a glossary or key. 

You may think “everybody knows” your acronyms…you might be surprised. We at LLSC have several MTCU LBS programs that use IALS and IMS stats to determine the best LSP agenda.

What are some acronyms in your organization?

Contractions are ok! 

We speak using contractions, so it’s fine to use them in writing 

Writing without contractions can give your writing a formal, impersonal tone
e.g. “We are pleased to reserve your name on our waiting list. Unfortunately, we cannot guarantee that you will receive service this year. We are sorry that we cannot accommodate you.”















	“The way people seek and use reference information also suggests that smaller, discrete units of information are more functional and easier to handle than long, undifferentiated tracts.“





  (long and complicated)



What did you say?













	“The way people seek and use reference information also suggests that smaller, discrete units of information are more functional and easier to handle than long, undifferentiated tracts.”



	“People understand information better when it’s in short sentences.”






Or you could say….














		Avoid /Use Activity Sheet





    What would be better way to say the following…?





Word Choices- Exercise













Go with

Tell

Use

About

Allow



About



Accompany

Advise

Utilize

With reference to

Afford an opportunity

Approximately

Avoid                         Use





13

Handout Exercise “Avoid – Use”

The word “approximately” can sometimes be left out altogether. 
Example: “The cost of the computer was approximately $1050” – “The computer cost $1050” – taking out “approximately” doesn’t change the meaning.







Word Choice – 2



Assist

Attached herewith is

At the present time

Commence

Conclude

Concur

With respect to

Consequently

Cooperate

Help

Here is

Start

End

Agree

About

So



Work with

Now





Word Choice -3

Demonstrate

Endeavour

Exhibit

Facilitate

Failed to

Forward

Has the capability

Identical

Terminate

Show

Try

Lead

Didn’t

Send

Can

Same

End



Show
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*  - Words like “facilitate” may have specific meanings to your workplace or your document. It’s fine to use more complex words, but consider providing a short explanation. E.g: “We use the word ‘facilitator’ rather than ‘teacher’ because we want you to be an active participant…”

~ - It’s ok to use contractions! We use them when we speak, and they can give your writing a friendly tone.



What did you say?

	

  “An implementation plan to respond to the new Government’s expenditure restraint decision on adult learning and literacy activities has been put in place. ”




(Minister of Human Resources and Social Development)



Word choice makes a difference!











	

	“An implementation plan to respond to the new Government’s expenditure restraint decision on adult learning and literacy activities has been put in place. ”



  “We have a developed a plan to respond to the adult learning and literacy funding cuts.” 





Did you mean...?











Sentence Structure

Our brains receive information in “groups.” 

Try to organize your information this way:

  

Short sentences 

One thought per sentence

One topic per paragraph



   











	



	Not everything has to be in full sentences. If using bullet points or a list, start each point with the same format (verb, noun or other) 



Another tip about sentences 













	What could be a better way to write the following sentences?

Let’s practice!













	We will consider alternative arrangements to try to accommodate you and ensure your experience here is a success.




#1
Tip: Use language your audience understands











	Every new client is assigned a counselor who assists in developing an action plan by providing a comfortable one-on-one session to review their needs and goals. The counselor will then follow-up with the client through the action plan as it is developed, making changes as time passes and/or as the client’s needs change.  The counselor also provides follow up contact to all clients during and after service.






#2
Tip: Not everything needs to be in a full sentence. Use the same grammatical form for lists.













A counselor will:

Help you develop an action plan 

Make changes to your action plan based on your needs

Follow up with you during and after you’ve received our services. 



“Possibility” 













Use serif type fonts for the text



Use sans serif type for short headings and signs



Use upper and lower case - not ALL CAPITALS

Decide the look you want - text
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Serif vs. Sans Serif:

Serif type - with “feet” on the letters - gives more ink per letter, providing more contrast with the background

On a full page of text, Serif provides almost a “baseline” for each line of text, helping to guide the eye on the page.



It’s all about shape!

EMPLOYMENT





Employment
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BLOCK letters 

Take away the distinctive shape of different words 

Each word becomes a box







 





White Space  

The space surrounding this block of text is just as important as other factors such as appropriate use of color, type and graphics. I know, there is a tendency, specially on the web, to fill every single corner with text. “White space is evil,” seems to be the rallying cry,“it must be removed!” “Down with white space!”

The funny thing is that, most of us have been taught since elementary school to use white space. I remember how my teachers would always insist that we draw a 1.5" margin on the left hand side of every page. They drilled it into our minds, until it became a habit that I have been unable to break, even to this day. Which is actually a good thing, since my handwriting is atrocious.

So why is white space so important? Part of the reason is pshychological, and part of it is physical: the text needs room to breathe. When text crowds all the way to the edge, it leaves us feeling crowded and cramped. Long passages of text, written edge to edge can actually tire the eyes.

Try it for yourself. Take a sheet of plain paper, and write several lines of text from one edge of the page to the other, without leaving any space at the top or the left and right margin. Now take another sheet of paper and right in the middle, write a few lines of text right in the middle, leaving a generous amount of white space on all sides (say 21/2" on the left and right, and 4" on the top.) Now compare the two pages. Which one is easier to read?

By the way, note that white space doesn’t always have to be white. It can be any other color. White space refers to any empty area (colored or white, opaque or transparent) that is devoid of text.

This column itself, you might notice is surrounded by a generous amount of white space. This combined with a smaller column width, improves the readability of the text and makes it that much easier to read.

The space surrounding this block of text is just as important as other factors such as appropriate use of color, type and graphics. I know, there is a tendency, specially on the web, to fill every single corner with text. “White space is evil,” seems to be the rallying cry,“it must be removed!” “Down with white space!”

The funny thing is that, most of us have been taught since elementary school to use white space. I remember how my teachers would always insist that we draw a 1.5" margin on the left hand side of every page. They drilled it into our minds, until it became a habit that I have been unable to break, even to this day. Which is actually a good thing, since my handwriting is atrocious.

So why is white space so important? Part of the reason is pshychological, and part of it is physical: the text needs room to breathe. When text crowds all the way to the edge, it leaves us feeling crowded and cramped. Long passages of text, written edge to edge can actually tire the eyes.

Try it for yourself. Take a sheet of plain paper, and write several lines of text from one edge of the page to the other, without leaving any space at the top or the left and right margin. Now take another sheet of paper and right in the middle, write a few lines of text right in the middle, leaving a generous amount of white space on all sides (say 21/2" on the left and right, and 4" on the top.) Now compare the two pages. Which one is easier to read?

By the way, note that white space doesn’t always have to be white. It can be any other color. White space refers to any empty area (colored or white, opaque or transparent) that is devoid of text.

This column itself, you might notice is surrounded by a generous amount of white space. This combined with a smaller column width, improves the readability of the text and makes it that much easier to read.
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White space is as important as the information itself.

Margins, margins, margins: minimum of 1-inch all sides

Between lines of text: Greater than “single” – try 1.3 to 1.5 lines

Between paragraphs: Even an extra .5 line space between paragraphs gives it a visual 	   grouping, and helps guide the eye vertically on the page (I.e. “Which paragraph am I on? How much farther?”)

White space is what draws the reader in before they read anything.

A reader thinking “Do I want to read this?” makes up their mind before reading one word, based on how organized - or how overwhelming - the information looks.

Help the reader with white space, breaking information into groups, using headings, etc.

A neat trick for white space:

Place the printed document on the desk in front of you upside down, and look at it. Does it look organized? Cluttered? Balanced? (pass around examples)













Make important information stand out

Use one type of bullet throughout (,,); use ,, with caution

Use bullets instead of sentences when sensible



Decide the look you want - layout
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Important information:

Use bold or make the text larger

Put white space around the information – this is the best way to draw the eye 

Use Headings

Look for ways to put information into groups

Use headings for the groups of information (especially helpful in longer documents)

Bullets: 

Don’t use anything larger than a lower-case “o” 

Something large may seem like a fun idea (), but it may become a distraction

Don’t use a sentence if a bullet will do:

Look for lists in your document – these can often be written as bullet points

Look for information that can be in a table, a chart, or a “who, what, when, where” type of list





Use graphics sparingly - less is more

Try not to use graphics as “fillers”

Try to make your reader feel included 

    (Think about the readers’ ages, races and abilities) 

Think about the meaning of graphics...

    (Do they mean the same thing to everyone?) 



Graphics





























Clear Writing 
makes a difference!



















Soccer Example – Before

PUBLIC MEETING

 LOBO TOWNSHIP RECREATION COMMITTEE COLDSTREAM COMMUNITY CENTRE

	

TUESDAY March 20, 2012

7:30 PM

THE COLDSTREAM SOCCER 

ASSOCIATION WILL BE MAKING A PRESENTATION TO THE RECREATION COMMITTEE IN A PUBLIC MEETING CONCERNING ITS PROPOSAL TO 

DEVELOP A SOCCER FIELD IN COLDSTREAM CONSERVATION PARK’S CAMPGROUNDS. POSSIBLE 

ALTERNATIVE SITES MAY ALSO BE DISCUSSED. IF YOU ARE INTERESTED IN THIS PROPOSAL YOU ARE 

ENCOURAGED TO ATTEND AS PUBLIC INPUT WILL BE WELCOMED.
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What would you change about this poster?

How do you like reading the block letters? Italics? Underlining?

What do you notice about the center-justification? Is it easy to read?









We’d like to present our ideas for building a new soccer field on the campgrounds of the Coldstream Conservation Park. We may also discuss other possible sites.



Everyone is welcome. We’d appreciate your input.



Date:	Tuesday, March 20, 2012

Time: 	7:30 p.m.

Location: 	Coldstream Community Centre

     	10277 Ilderton Road, RR2, Ildteron

Lobo Township Recreation Committee

Coldstream Soccer Association



Public Meeting



Possible new soccer field! 
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- This version has the same information plus the address of the community centre.

- The graphic here is relevant and helpful

- Notice the white space





About the needs of your audience:

   (being sensitive to their needs, ability, culture,  and knowledge)

Communicating as clearly as possible





  “If I don’t understand it, it’s not information.”





In Conclusion
Clear Writing is…











Try not to get discouraged – If  it’s clearer than it was before, then it’s better than it was before!

They’re just guidelines

“Clear” and “Unclear” depends on the audience

Consider a field test



Clear Writing is a process
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Don’t get discouraged:

You may look at something a few weeks later and think of more improvements (we do!)

Guidelines:

Incorporate many tips or a few (don’t immediately overhaul every document in your office)

Make small changes to documents you use a lot

Start using one or two guidelines in the new documents you create

Field test:

For a crucial document, ask members of your audience to look at the document and ask them: Can you tell me what the document is about? Are the graphics helpful? 

Any second pair of eyes can be helpful (a co-worker)

Writing still depends on someone’s personal style – what may be clear to you may not be clear to someone else.

You won’t reach everyone:

Clear Writing reaches the maximum amount of people, but not everyone. (very low literacy skills, ESL, wrong “audience” – musician reading accounting manual, etc.)









Have a good afternoon!



Literacy Link South Central

Phone: 519-681-7307  

Toll-free: 1-800-561-6896 

literacylink@bellnet.ca

www.llsc.on.ca
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Centre for Lifelong Learning

ALPC Update

General Update—Vanessa Piccinin

| am pleased to
report that the Adult
Learner Action Project
[ALPC] Project has con-
tinued to meet and ex-
ceed its expectations.
Many clients have an
Adult Learner Education
Action Plan [ALEAP] in
progress through the
Centre for Lifelong Learn-
ing. Furthermore, field
testing has garnered a
positive reception at the
G.A. Wheable Centre for
Adult Education. The
ALPC Steering Commit-
tee partners are also
committed to field testing
the ALEAP template with
a variety of agencies
from the Ministries of
Training, Colleges and
Universities [MTCU] and
Citizenship and Immigra-
tion [MCI] and plan to

conduct intakes through-
out March and April.

It is hoped that
the ALEAP can be used
as a document to serve
all Londoners and | look
forward to the opportuni-
ties to put ALEAPs in ac-
tion. In this issue, | have
included a letter from
one of the first clients to
participate in this project.
Since late November
2011, she has accom-
plished much! It also
pleases me to observe
how ALEAPs have em-
powered adults to not be
intimidated by their goal
pathways but instead to
embrace them and re-
main focused on acquir-
ing the education and
training needed for their
desired career.

An additional note
regarding the need to
streamline services in our
community. The Drum-
mond Report highlights
the need to deliver ser-
vices more efficiently:
“The Ministry of Educa-
tion should be a leader in
promoting efficiency and
reducing duplication.
School board facilities
and information technol-
ogy may offer effective
platforms for co-
operation with other min-
istries...” (2012, p. 50).
As we work towards our
final objectives we hope
we can present an effec-
tive, efficient tool best
used in electronic form.
Thanks again for every-
one’s readership and
support.

Submissions for upcoming newsletters are greatly welcomed!

E-mail them to vpiccinin@office.ldcsb.on.ca

Vol.1, Issue 5

March 2012

In this issue...

e General Up-
date

¢ CESBA Spring
Colloquium

e Project Time-
lines

e An ALEAP
Success Story
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CESBA Spring Colloquium
As mentioned in previous newsletters, the CESBA Fall Conference provided a
platform to discuss the ALPC with a wider audience. The following is the clos-
ing question in the panel discussion and my response.
How does your project embrace challenges and generate solutions?
The implementation of the ALPC has not been without challenges. The
Learning Ministries have been funded to explore various methods to main-
stream service delivery. In the Employment Sector, Employment Action Plans Panel
and electronic record maintenance is the norm. More recently, MTCU has members
announced that by April 2012, Adult Learner Plans are to be used in LBS include the
programs across the province. All the sector focus groups communicated .
concerns relating to how many times an adult learner might need to under- pro-leCt
take an intake process, that there are too many plans and forms to complete leads from
and in one case, a sector has proposed integrating part of the ALEAP into Lakehead
their action plans. The front line workers have emphasized, however, that DS B,
they want to work together but that sometimes, each ministry’s directives London
might not correlate with another’s and a mixed service delivery model is re- DCSB,
quired. Loyalist
Regardless of these inter-ministerial challenges, | am pleased to know that College and
the ALPC Project will have significant results to share which can also help to COFA
inform future planning. Although still in the preparatory stage, representa- (franco-
tives from the regional partnership projects plan to discuss and present tools
related to: phone

coalition)

e Enhanced counselling models;
e Common intake and assessment processes;
e Electronic service provider networks and

¢ Community hub service.

Upcoming Events/ Project Timelines

Monday, March 5 - ALEAP launches at partner sties including Fanshawe,
Western and LUSO and continues through to the end of April.

Wednesday, March 21 - deadline to submit content for CESBA Conference
(ALEAP documents to be shared and discussed).

Wednesday, March 28 - Regional Partnership Projects Teleconference






CENTRE for
- IFELONG

LEARNING
Provonadrmg AN Efox rtron”

WWW.CFLL.ON.CA

Continuing Education for
all ..from a Catholic
perspective!

An ALEAP Success Story

The following letter was written by an ALEAP participant whose short
term goal was to find employment that would allow her to become ac-
customed to Canadian work environments and whose long term goals
are to complete an Accounting diploma from Fanshawe College and to
find employment as an accountant.

Vanessa,

| would like to update my latest situation to you. Thanks to London Em-
ployment Help Centre’s great help, | found a job and today is my 2nd
working day as bookkeeper. Today | installed the accounting software
for the company and tomorrow | will set up the accounting system in
the software further. | like this new job.

| also want to thank the Centre for Lifelong Learning, without the SLT
program, | couldn’t have found the job so fast. Since November 2011,
| attended the SLT program. | found it is really helpful. This program
provided lots of knowledge and activities to help newcomers prepare
for the realities of the Canadian work environment. Through this pro-
gram, we can more easily and quickly find work placements and even
actual jobs. Our teacher Christine is a very nice person, though we had
the pressure from daily course, it does work.

Lastly | would like to say thank you again for your always encouraging
me and providing me more confidence.

Best regards,

Sandy Xu

Since beginning her ALEAP, Sandy also enrolled in Taxation and Busi-
ness Law courses at Fanshawe which she balanced with her Special-
ized Language Training and work placement. Sandy intends to en-
ter third year full-time this fall in the college's Accounting program.
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