
 

 

 

 

Reform Commission of Canada 

began reviewing all federal laws and 

publishing recommendations for 

improvements. During the 1990s, 

three separate bills were presented in 

the House of Commons aimed at 

passing a Plain Language Act, which 

was intended to promote the use of 

plain language in federal statutes and 

regulations. Unfortunately, none of 

these bills made it past the first 

reading.  

 

Although no legislation was passed, 

plain language continues to be a 

matter of policy within the Canadian 

government, and government 

departments and agencies are obliged 

to communicate ñeffectively.ò The 

policy states that ñto ensure clarity 

and consistency of information, plain 

language and proper grammar must 

be used in all communication with 

the public.ò* It is hoped they 

continue to work toward this. 
 

*Communications Policy of the Government of Canada,  

    http://www.tbs-sct.gc.ca/pol/doc-eng 
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Mission Statement  

Kingston Literacy 

furthers the development 

and growth of adult 

 and family literacy  

in Kingston and 

neighbouring 

communities.. 
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No person driving or in charge of a 

motor vehicle shall allow such motor 

vehicle to stand unattended unless it 

is locked in such a manner as to 

prevent its operation by any person 

not authorized by the owner, driver or 

other person in charge.  

 

Translation? Always lock your car 

before you leave it. 

 

This example illustrates just how 

confusing the English language can 

be, especially in certain contexts such 

as the legal system, income tax forms, 

government documents and medicine, 

to name a few. In a sometimes 

misguided attempt to clarify 

information, we make it overly 

complicated and difficult for the 

average Canadian to understand. 

   

What is Plain Language? 

ñPlain languageò is an inclusive way 

of writing that helps everyone to 

understand. Contrary to what some 

people may think, itôs not insulting to 

those who read well because it allows 

them to find information quickly, 

saving time, money, aggravation and 

perhaps even lives. 

 

The concept of plain language (or 

clear writing) has been around for 

some time. In 1971, Canada 

introduced the first notable plain  

language initiative when the Law  
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More Isnôt Necessarily Better  

There is no doubt that there is a need for plain 

language writing given that nearly one-third (or 9 

million) of Canadians aged 16 to 65 lack the 

literacy skills considered essential in todayôs 

society. When people canôt understand what they 

read, there is a ripple effect-in the work place, on 

health and safety, for customer service, with legal 

documents, and on our aging population. Older 

readers are especially at risk of misinterpretation, 

confusion and frustration caused by overly 

complicated instructions, type thatôs too small to 

read (even with glasses on!) and too much 

information at once.  

Plain Language Makes Sense  

Using plain language does not mean ñbaby talkò 

or dumbing down the language. Conversely, using 

a lot of big unnecessary words doesnôt improve 

your writing either.  

 

Plain language means writing clearly and 

effectively for your intended reader. Plain 

language writing takes time to think about all the 

techniques of clear communication, including: 

planning a document, organizing it, and carefully 

choosing words and constructing sentences.  

 

Using plain language results in documents that are 

easier and faster to read. People are more likely to 

read such documents because they are less likely 

to be intimidated or put off by a document full of 

small type with no pictures. Since people are more 

likely read this type of writing, they are more 

likely to comply with it as well, because they 

understand the information better.  

 

With improved 

comprehension, there 

are fewer mistakes, 

fewer questions and 

complaints, and a 

greater sense of 

satisfaction for both 

reader and writer. Plain 

language benefits 

everyone and just makes 

plain sense! 

Clear Language Doôs and Donôts  

 

Do: 

V Leave enough white space  

V Do use familiar words and a conversational, 

personal tone  

V Do present information logically, with the 

most important ideas first, and linked from 

one paragraph to the next  

V Do use action verbs and active construction, 

not passive  

V Do use short words and sentences, where 

possible  

V Do make paragraphs short  

V Do use concrete examples to illustrate ideas or 

concepts  

V Do incorporate illustrations or diagrams to 

present ideas, if this makes them easier to 

understand 

V Do use headings, point form, and boldface 

type to highlight main ideas and important 

information judiciously 

 

Donôt: 

³ Donôt make your text too small (minimum  

12 points) 

³ Donôt try to include too much information on 

one page or compress the text 

³ Donôt make the page too busy with competing 

elements like colours, type styles, etc. 

³ Donôt make sentences too long and complex 

³ Donôt use big words when simple ones will do 

³ Donôt make the length of the lines too long  

 

Try to avoid these potential pitfalls: 

¶ Justified type can leave large gaps; centred 

text is hard to read 

¶ Hyphenation can be distracting 

¶ Make directions easy to find, not buried in  

the text 

¶ Steer clear of irrelevant information  

¶ Avoid jargon or words that are only known in 

a particular industry 

 

To say of what is that it is not, or of what is not 

that it is, is false, while to say of what is that it is, 

and of what is not that it is not, is true. 

- Aristotle 



If you would like more information about Kingston Literacy and its 

programs, please call 613-547-2012 or visit our website at 

www.kingstonliteracy.com. 
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The Final Word 

 

There are plenty of resources available on plain 

language writing. For example, The Plain 

Language Association International (PLAIN) 

operates an extensive website and hosts a 

conference every two years to discuss plain 

language issues. For more information, go to: 

http://www.plainlanguagenetwork.org  

 

Clear Writing and 

Literacy, is an excellent 

reference tool and is 

available at:  

http://www.nald.ca/

library/research/olc/

clear/2.htm 

 

 

Clear Language and Design (CLAD) is a public 

education program of The Toronto Centre for 

Learning & Development. CLAD provides 

editing, writing and other services.  

Go to: www.eastendliteracy.on.ca 

 

Are you coming through loud 

and clear?  
  

Here are some examples of how plain language 

can work for all of us. 

 

From a sign at a daycare centre: 

³ Our child care providers meet the personal 

suitability characteristics of warmth, 

nurturance and flexibility and genuinely 

relish interacting with their charges and 

families. 

 

V Our staff are warm and caring. They love 

working with children and families. 

 

From a support services agency brochure: 

³ We facilitate exploration and implementation 

of a self-directed strategy towards a more 

self-sufficient lifestyle. 

 

V We help you learn to take care of yourself 

and be more independent. 

 

From a public statement by a CEO: 

³ I envision a leaner corporate centre that will 

give us greater flexibility to move capital 

and talent to the opportunities that maximize 

shareholder value. 

 

V By moving our headquarters, we can save 

money and make more profit for our 

shareholders.  

 

 

 

ñIf you can't explain something simply, 

you don't understand it well.ò 

- Albert Einstein 

An Update on Provincial Funding 

 

In the last issue of our newsletter, we informed 

you about a private memberôs bill to increase 

funding to Literacy and Basic Skills programs 

in Ontario. This was very important, in that 

many programs had not had funding increases 

for core services in more than 10 years, 

including Kingston Literacy. We have been 

informed that in the near future, we will 

receive much needed additional funds. We 

greatly appreciate the effort that individuals 

took to write to their members of parliament. 

We know this effective campaign worked! 

http://www.plainlanguagenetwork.org/
http://www.plainlanguagenetwork.org/
http://www.plainlanguagenetwork.org
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The Salvation Army on Weller Avenue has served 

22 people since September, with 14 currently 

attending. Many are working on occupational 

curricula, with a few also taking online classes 

from the Learning Hub, a distance learning 

program that they can continue on their own at 

home if they have Internet access. Guest speakers  

from Credit Counselling, Community Food 

Advisors and the Counselling Centre have visited 

with KAIROS, Kingston Police, Queenôs Legal 

Aid and the North Kingston Community Health 

Centre still to come. 

Centre for Expertise in Family Literacy  

 

After three busy years, there was a short break for 

the Centre for Expertise in Family Literacy 

(CEFL) while we waited to hear if we had been 

successful in our project proposals. We were 

delighted to find out at the end of March that we 

had indeed been granted an Office of Literacy and 

Essential Skills (OLES) project to continue the 

work of CEFL.  

 

The project will take place over the next three 

years and will involve some interesting research, 

testing the effectiveness of early intervention 

strategies in childrenôs reading. We will also be 

piloting our Upgrading for Parents with 

Preschoolers (UPP) in different settings in Ontario 

including the delivery of rural, urban and online 

courses for students. This will be a major 

undertaking for the centre when the project begins 

in June. 

Training Incorporating Essential Skills (TIES) 

 

The TIES Project continues to roll forward 

gathering speed. With the research completed by 

Carla Douglas, the top 50 entry level jobs in 

Canada have been identified. From this list, 

Essential Skills checklists have been developed to 

aid trainers and counsellors to identify the skills 

required to get a job in that field.  

 

This list of 50 jobs has been studied by a reference 

group comprised of local employment 

counsellors, training board members and training 

groups to select the top 10 entry level jobs in our 

region. Information about the skills required for 

these 10 jobs will be collected and added to the 50 

checklists to create a handy binder that can be 

used to select employment options, identify the 

skills required and preview authentic workplace 

materials related to the job.  

 

When the binder is completed, it will be piloted 

by Literacy Basic Skills (LBS) staff, employment 

counsellors and Ontario Works Case Managers. 

The applications of this new resource are endless 

and requests are already coming in for copies as 

soon as it is available! 
 

Programs In North Kingston (PINK)  

 

The PINK initiative has established upgrading 

classes at the Wally Elmer Centre and at the 

Salvation Army on Weller Avenue. 

 

At Wally Elmer, one of the few programs in 

Kingston to offer onsite child care, the class has 

been piloting the Upgrading for Parents with Pre-

Schoolers (UPP) 

curriculum. Some 

students have moved 

on to occupational 

curricula, and one 

ESL student works 

with a volunteer 

tutor. 

Project News and Updates  
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Celebrating Success 

Hello - my name is Josee. I come from Quebec, but Iôve lived in Ontario 

for 10 years now. When I lost my job 2 years ago, I was living and working 

in Belleville. I decided to move to Kingston, thinking that it would be easier 

to get a job in a bigger city. 

 

I started to look for work and I noticed that for many employers, my 

English wasnôt strong enough, and thatôs why I couldnôt find a job. So, I 

started to look for a school program that would fit for me, and I found it 

here at Community Learning Centre Kingston. 

 

When I first started my English class, I was expecting regular English lessons with reading and writing. 

What a surprise it was to walk in the classroom and to see on the board: ñ Do unto others as you would 

have them do unto you.ò So, I thought okay! I came here to learn English, not to hear about life lessons.  

 

Then, we were given the opportunity to share our thoughts about the quote. Do we agree or disagree? 

What does it mean for us? Everyday, my teacher comes in with a different quote, followed by a 

discussion about its meaning. It took me three weeks to realize the importance of the daily quote. I 

found a book in the classroom about ñtransformative learning,ò which means when previous 

assumptions, beliefs, values and perspectives are questioned, analyzed, and thereby, a change in attitude 

occurs. This is exactly how the quotes worked for me. 

 

First, the quotes relate to our everyday life! Because they are inspirational and motivational, they can be 

applied to our own life, and they also open up communication. By hearing the meaning of the quotes for 

other perspectives, it exposed my mind to different opinions and also for change. With the quotes, 

weôve learned to ñdisagree with respect,ò and itôs okay! We canôt always have the same ideas or feelings 

about a quotation, but by listening to how others understand it, it brings new points of view about their 

meaning. 

 

Personally, some of the quotes reflect my own personality and show me how people see me. I also 

learned how to deal with certain situations. It definitely makes me think about the way I am, and about 

the way I want to be! 

 

Without even realizing it, my English improved! I have to talk about the quote, write what it means to 

me using complete sentences and then read my reflection back to my classmates. Most of the quotes are 

expressions that are used in everyday conversation, and they have helped me understand the English 

language, in more ways than I can explain. 

 

Finally, the quotes bring everyone together in the classroom, and we feel accountable and important. I 

can say that the quotes have helped me grow, and that I accept my present situation easier, because I 

know that there is hope. I know it because of all those positive quotes that were on the blackboard every 

morning. Rather than just words, as I saw them my first week, the quotes helped me think differently 

about myself and others. 

 

Just like I remember my Grade 2 teacher because he was so original, I will remember my English class 

because of the quotes. They have changed an important part of my life. 

- Josee 
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15th Annual Grate Groan -Up Spelling Bee  

To TD Canada Trust, our Golden Title Sponsor, and Assurant Solutions, our Busy Bee Sponsor, for their 

continued support. Many thanks also to all our Team and Cheerleader sponsors; our generous silent 

auction sponsors; Jim Elyot and Craig Walker; our illustrious judges Rob Mooy, Lisa Ray and Paula 

Allen; our 2nd time Honorary Chair Fred Laflamme, our hard-working Spelling Bee Committee, Kingston 

Literacy staff and volunteers. And most of all, an extra-special thank you to all the Beeôs participants! 

With your help, we raised $19,114.50 for Family Literacy. Without you, it wouldnôt BEE any fun at all! 

1 Wing Headquarters, CFB Kingston 

Cunningham, Swan, Carty, Little & Bonham 

Thank You...! 

TD Canada Trust 

Assurant Solutions (Team 1) 


