Extracts from Becta style guide for NATE Key Stage 3 writers





General writing style


Becta’s general style is to use clear, concise language, with open punctuation. This is to reflect a forward-looking, professional identity, which is authoritative without being bureaucratic. We are committed to inclusive language and equal opportunities, and to web accessibility. We have a duty under the Disability Discrimination Act to make sure our writing and presentation does not exclude disabled people.


Follow the guidelines from the Plain English Campaign. There is a free guide to writing plain English on the campaign’s website [http://www.plainenglish.co.uk/plainenglishguide.html] and you can download a copy for your personal use. The notes below draw on the campaign’s guidelines, but only cover the points that are particularly relevant to Becta.


Write with your audience in mind and make sure the language you use is appropriate. It’s fine to use some jargon if you are certain your audience will be familiar with it, and if it’s the best way to express the concept. But use it deliberately and with caution; not out of laziness. Individual professions use words and phrases to mean something specific but they may mean something different in everyday use. Don’t exclude your readers by using language that they won’t understand or are likely to misunderstand. If your readers have to reach for a dictionary or glossary every fifth word, they will give up. Don’t use jargon if there is a clearer or simpler way of expressing what you mean. 


Don’t use a long word when a short one would do and don’t use outdated or highly formal language. Avoid using words like ‘whilst’, ‘amongst’, ‘hitherto’, ‘wherefore’, ‘whereby’, ‘the undersigned’.


Write short sentences and paragraphs. This is particularly important for online data, because it’s more difficult for the eye to scan than text in print. If your sentence covers more than about one line in a word-processed document, it’s probably getting too long. Try to vary the length of your sentences too.


Use full sentences; not note form. This is particularly helpful for people whose first language is not English and for those using assistive technologies. You can start sentences with ‘and’ or ‘but’, particularly if this helps to cut your sentence length or if you want to use them for emphasis.


Use active rather than passive verbs. They will make your sentences shorter and easier to read.





Copyright


Copyright is part of a set of legal rights and regulations defined in the Copyright, Designs and Patents Act 1988. These rights and regulations are broadly called intellectual property rights (IPR). Works covered by IPR include books, music and software. In the UK, any original work (work not significantly derivative of another copyright work) is automatically covered by IPR. 


IPR is designed to prevent the exploitation of copyright works and to ensure that the copyright owner can control the use of their work and receives reasonable reward for it. Electronic materials, including digital images, computer programs and text, are covered by IPR in some way. IPR also applies to electronic materials accessed through such formats as CD-ROMs and web pages.


Copyright information is commonly made available on web pages, usually under a heading such as `Conditions of use' or 'Copyright statement'. Where the intended use is not defined or is severely restricted, contact the site owner or webmaster to request permission to use it in the way you want to.


When contacting a copyright holder, the following information will be useful:


The name of the software product or, for a resource on a web page, the relevant URL


Details of the intended use and the purpose of that use - for example, making multiple copies for classroom handouts


Where the resource is to be used - for example, in a single educational establishment, across an LEA or on a school website


Whether any revenues will be generated.


Below is some suggested text that you may like to use when contacting website owners to gain permission to use screenshots of their resources:


Dear XXX (webmaster etc...)


We [SA name] are currently producing guidance materials about using web based resources for Becta (the UK government agency for ). This includes guidance about using materials hosted on your website. We would like to include a link to your website and a screenshot of a relevant area on the website. We would like permission from you to publish a screenshot, in both a print publication and on the ICT Advice site (http://www.ictadvice.org.uk).


The guidance materials we are producing will be:


Available for use (printing, copying and distribution) in education free of charge.


Available for not-for-profit uses only.


Likely to have wide relevance and distribution for schools in UK


Could you please reply as soon as you are able to confirm whether or not you will permit a screenshot to be used in the guidance materials.


Many thanks...


If you have any difficulties in gaining permissions from any Becta or NGfL badged sites, then please feel free to contact us for further support.





Footnote for NATE team:


We hope you find these guidelines useful. If you need more help, especially on copyright, please contact Tom Rank. Try to avoid copyright material to the extent that possession of the work is essential to using your unit unless you can be confident many schools will have access to the text, poems, etc. Quotation of even a line or two of verse will need permission. Use out-of-copyright examples if you like, and suggest how teachers could adapt the work to use with modern texts.


