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Journalist Code of Ethics

Source: Media, Entertainment & Arts Alliance
Respect for truth and the public’s right to information are fundamental principles of journalism. Journalists search, disclose, record, question, entertain, comment and remember. They inform citizens and animate democracy. They srutinise power, but also exercise it, and should be responsible and accountable.

Journalists will educate themselves about ethics and apply the following standards:

1. Report and interpret honestly, striving for accuracy, fairness, and disclosure of all essential facts. Do not suppress relevant available facts, or give distorting emphasis. Do your utmost to give a fair opportunity for reply.

2. Do not place unnecessary emphasis on personal characteristics including race, ethnicity, nationality, gender, age, sexual orientation, family relationships, religious belief or physical or intellectual disability.

3. Aim to attribute information to its source. Where a source seeks anonymity, do not agree without first considering the source’s motives and any attributable source. Where confidences are accepted, respect them in all circumstances.

4. Do not allow personal interest, or any belief, commitment, payment, gift or benefit to undermine your accuracy, fairness or independence.

5. Disclose conflicts of interest that affect or could be seen to affect, the accuracy, fairness or independence of your journalism. Do not improperly use a journalistic position for personal gain.

6. Do not allow advertising or other commercial considerations to undermine accuracy, fairness or independence.

7. Do your utmost to ensure disclosure of any direct or indirect payment made for interviews, pictures, information or stories.

8. Use fair, responsible and honest means to obtain material. Identify yourself and your employer before obtaining any interview for publication or broadcast. Never exploit a person’s vulnerability or ignorance of media practice.

9. Present pictures which are true and accurate. Any manipulation likely to mislead should be disclosed.

10. Do not plagiarise.

11. Respect private grief and personal privacy. Journalists have the right to resist compulsion to intrude.

12. Do your utmost to achieve fair correction of errors.



Based on 

Insights and Uniting Creative style guidelines

Last amended: Wednesday, August 18, 2010. 

SSH Supplement: Thursday, December 30, 2010.

Abbreviations:

(i) Do not use abbreviated titles unless the abbreviation has been explained using the full title first. There’s no need to mention the abbreviation if the word is used once.

(ii) Drop the full stop after Dr and Mr and other abbreviations ending with the last letter of the word abbreviated. Use the full stop where the last letter of the abbreviation is not the last letter of the word. Also omit stops from titles such as USA, NATO, ABC, NRMA (common abbreviations such as these need not be spelt out the first time).

(iii) Books of the Bible. Gen. 11:27-29, 12:10-19. Ex. 2:2.

(this entry is pending amendment)

Academic achievements: Capitalise. No full stops; for instance, PhD, MD, BA.

Acronyms: Should be upper case, unless composed of bits of words rather than just initials. Periods not needed for acronyms.
Aborigines: When referring to Australia’s Indigenous people, Aborigine is the noun, Aborigines is the plural form and Aboriginal is the adjective. Try to use also particular Aboriginal names when relevant (Koori, Murri, Yolngu). For Indigenous peoples of other countries use lower case.

Addresses: In full (not abbreviated) except for States of Australia (NSW, Vic., Qld, SA, WA, Tas., NT and ACT). Names of streets and thoroughfares are always capitalised; for example, John Smith, of 27 Smith Street, Smithsville, NSW 2222.

In letter form, no commas:



John Smith



27 Smith Street



Smithsville



NSW 2222

Advice is a noun. Advise is the verb.

Affect/effect: Affect is the verb, effect is the noun, unless you want to effect a change.

Ageing.

Ages: Use a person’s age only when relevant, as part of a personal description or for identification. In figures. Billy, 7, was a kid; he acted like a one-year-old; his parents couldn’t wait for his 18th birthday.

Agreement is a concept that applies, first of all, to subjects and verbs: a singular subject must be followed by a singular verb form; a plural subject must be followed by a plural verb form. Agreement also pertains to nouns and pronouns: a singular pronoun must refer to a singular noun; a plural pronoun must refer to a plural noun.

Alright: Use all right.

Among: Rather than amongst. We share or discuss among several, between two.

Amount: Use for items that can’t be counted or divided (air, noise, money, support, work); for instance, not “there was a large number of money”.

Number: Use for divisible or countable items (molecules, voices, dollars, votes, jobs): for instance, not “there was a small amount of votes”.

Apostrophes: Don’t use them for plurals, letters or numerals; for instance, BMWs, Under 8Bs, 80s.

Appendices: Plural of appendix.

Art titles: (Paintings, drawings, songs, etc.) have maximum capitalisation (capitalise the first letter of the first word and all other words except articles, prepositions and conjunctions) and use double quotes.

Assembly: In the first instance, and particularly for material for readership outside the Uniting Church, this should be written “the national Assembly”.

Astronomy: Earth, sun and moon are lower case but given initial caps when mentioned in combination with other planets; that is, when used as the proper name of the planet; for instance, moved heaven and earth but returned to Earth from Mars.

Benefited.

Biannual: Twice a year or half-yearly.

Biennial: Once every two years.

Books: For book titles capitalise the first letter of all words except articles, prepositions and conjunctions; for example, Journey to the Centre of the Earth. Subtitles, similarly.

Budgeted.

Capitals: In general, capitalise all proper names, trade names, government departments, agencies of government, names of associations, companies, clubs, religions, nations, races, places and addresses. Use lower case initials when names are used as adjectives (the federal sphere) and for common-noun elements of names in plural uses (the prime ministers Lee Hsien Loong and David Cameron), or when part of a name is used in a subsequent reference (“the board” after first calling it “the Board of Education”). Exceptions include the Assembly, the Prime Minister, the Premier, the Leader of the Opposition, and the Government (whether the New South Wales Government or the Federal Government).

Capitalise government titles, professional titles, military and religious titles. Use lower case for occupational titles and job descriptions.

Capitalise proclaimed laws, treaties, important legal codes and historic documents. Use initial caps for international and national legislative bodies, including short forms; for instance, UN Security Council, Parliament, the House. Use capitals for proper names of holidays and religious feasts.

Capitals in headings and titles: “In regular title capitalisation, also known as headline style, the first and last words and all nouns, pronouns, adjectives, verbs, adverbs, and subordinating conjunctions (if, because, as, that, etc.) are capitalised. Articles (a, an, the), coordinating conjunctions (and, but, or, for, nor), and prepositions, regardless of length, are lowercased unless they are the first or last word of the title...” (Chicago Manual of Style) Or ... Capitalise: first and last word regardless of their part of speech (“The Text to Look For”); nouns, pronouns (including its), verbs (including is and other forms of to be), adverbs (including than and when), adjectives (including this and that); subordinating conjunctions (for example: before, after, when); first word following a colon; the second word in compound words if it is a noun or proper adjective or the words have equal weight (Cross-Reference, Pre-Microsoft Software, Read/Write Access, Run-Time). Do not capitalise: articles (a, an, the) unless an article is the first word in the title, coordinating conjunctions (and, but, or, nor, so); the word ‘to’ in an infinitive phrase (when it precedes a verb) (“How to Format Your Hard Disk”); prepositions with fewer than five letters unless they are part of a verb phrase (“Backing Up Your Disk”); the second word in hyphenated compound words if it is another part of speech or a participle modifying the first word (How-to, Take-off).

Captions: Should increase appetite to read further (not just describe what is in the picture). People’s titles are not necessary if used in the text.

Centre: centring and centred.

Chapter titles: Capitalise the first letter of the first word and enclose in double quotes (except for books of the Bible which are given maximal capitalisation and no quotes); for example, “The banana republic” and The Song of Songs (abbreviated to Song), The Letter of Paul to the Romans or simply Romans (abbreviated to Rom.)

Christian names: Don’t refer to people by them unless it is a very chatty or first person story; for instance, “Minister for Women, Jodi McKay, etc” and then “Ms McKay said etc”, not “Jodi said etc” or “McKay said etc”; however, you could write “When Jodi McKay and I first drank Queen Mary together etc” and then “Jodi always left a centimetre of tea in the bottom of her cup etc”.

Church: Is capped only when referring to the universal Church or to a proper name.

Clergy: A minister of the word is in lower case. So is a deacon.
Collective nouns: Groups of people or things such as class, committee, crowd, group, herd, jury, audience, majority, percentage, public, remainder, rest, team. These take a singular verb (see Agreement).

Colon: Is mainly used to 

* separate two sentences which present contrasting ideas, 

* introduce a statement which explains, enlarges or summarises the one that precedes it. You don’t have to have a complete grammatical sentence after a colon: a word or phrase is acceptable.

* introduces a series of particulars such as a list; for instance, Uniting Creative is responsible for the following functions: consuming lots of nasty instant coffee, annihilating tropical rain forests, curating a communication technology museum, and setting world records for blood pressure and ulceration. Don’t use a colon if the list flows naturally out of a sentence; for instance, Uniting Creative is responsible for wild carousing, rabble rousing and devil-may-care merry-making.

* indicate a ratio; for example, 10:1.
Commas: These separate additional material from the main statement in each sentence. Sometimes the additional information, interrupting the main statement, must be enclosed in a pair of commas. Ms Lewis-Jones, president of the cannoli fanciers association, came to a sticky end. Don’t omit the second comma of the pair.

Sometimes single commas can mark off introductory or concluding phrases; for instance, The proof reader is usually slow, although he can be hastened by bribes and promises of personal favours. Single commas are also used between two main statements when a conjunction is used to join them; for instance, The percolator seemed suitable for Uniting Creative’s needs, but it needed more coffee grounds. Single commas also separate items in a list and can be used to prevent ambiguity.

Compared to/compared with: Use compared to when emphasising the way in which people or things are similar to others (by comparing himself to Jesus Christ, Fred Nile got his only good laugh for the session). Use compare with when both similarities and differences are being considered (when we compare ourselves with Fred Nile we see how Christian we are). See contrast.
Compass directions: Should appear as north and north-east and east-north-east.

Compound words: Most adverb compound words are set solid; for instance, barefoot, downwind, overboard.

Verb compounds can be adjective plus noun (generally hyphenated: to cold-shoulder, to blue-pencil); noun plus verb (generally hyphenated: to gift-wrap); and adverb plus verb (generally set solid: to overreact).

Many adjective compounds consist of noun plus adjective (always with a hyphen: colour-blind, disease-free); adjective plus adjective (always with hyphen: icy-cold, red-hot); adverb plus adjective (generally set solid: overanxious, underproof).

Other examples: a frequently used phrase and the phrase is frequently used; a well-known book but the book is well known and a very well known book; better known writers and these writers are better known; hand-to-mouth and run-of-the-mill.

Compound adjectives containing capital letters, italics, quotation marks or numbers are not normally hyphenated.

Compounds consisting of a noun preceded by an adjective are normally written as two words; for instance, black market, free will, red tape.

Adverb plus verb is generally set solid; for instance, bypass, downpour, output. Except when otherwise distracting: go-ahead, make-up.
Comprise: Do not add “of” to this verb. Use comprises when you are listing the members or components; otherwise use consists of or has. the committee comprises Mr Russell, Ms Walker, Ms Eddy and Ms Lewis-Jones; it consists of four experts; it has four members.

Consists in/of: Consists in roughly means to exist in (the strength of this style guide consists in its theft of good ideas from other guides). Consist of means to be made up of (a red beer consists of beer, tomato juice, Tabasco sauce and pepper).

Contrast: The verb means to distinguish by comparing different or opposite qualities; the noun means the distinction or emphasis of difference (Fred Nile contrasted the reception he received at the Christian Democratic Party trivia nights with his popularity in the Legislative Council, and noted the contrast between the snoring of his wife Elaine and the snoring of other MLCs).

Coordinating conjunctions: Are paired link words which join clauses with particular emphasis; for instance: either … or; not only … but also; neither … nor; both … and; if … then. Elements which follow the two parts of the coordinating conjunction must be paralleled; for instance, the moderator spoke with both the editor and the journalist responsible for the offending article.

Corporate or company names: Should be spelt out.

Dates: Should be in the form February 14, 2005, not February 14th or Feb. 14 or 14/2/05 or 14.2.05 or 14 February. Spans of years as 1989-90 (using en rule). Decades as the 1990s (not 1990’s). If abbreviated it is ’90s. We are at the beginning of the 21st century (but we are getting over 20th-century malaise). Where a single year (such as a financial year) comprises parts of two calendar years: 1992-93. “To” may be better than an en rule if each date has more than one element; for instance, September 18 to January 19 is better than September 18-January 19.

Don’t begin sentences with dates: 1993 was a bad year.

When AD and BC need to be used they should appear as AD 1993 and 460 BC. (Consider 1993 CE and 460 BCE.)

Say when the event you are reporting happened.

Days and months: Don’t abbreviate. But, if you have to for tables or long listings: Sun., Mon., Tue., Wed., Thurs., Fri., Sat.; Jan., Feb., Mar., Apr., May, June, July, Aug., Sept., Oct., Nov., Dec.

Dependent: Is the adjective. Dependant is the noun.

Different from/to/than: Use different from.

Disinterested/uninterested: Disinterested means impartial. Uninterested means not interested.

E.g.: Use for example.

Either, neither, none, anyone: Are singulars and require a singular verb.

An elder: Is not capitalised.

Ellipses ( … ): Only use them to indicate omitted words; for instance, The Pope said: “This Sicilian people who so love life … cannot live under the pressure of a contrary civilisation, a civilisation of death.”

Em rule: Should be used to mark an abrupt change in the structure of a sentence, gather up the subject or object of sentence when it consists of a long list, introduce a phrase or clause that summarises, emphasises or contrasts what has gone before. Don’t use them with colons, semi-colons or hyphens.

Email: email.

Eminent: Distinguished, important, highly respected.

Immanent: Inherent, inwardly present (usually of a deity or other spirit).

Imminent: About to happen.

Eminem: Overhyped and out-of-fashion rapper sentenced to a year of probation on 6/28/01 on a weapons charge after pulling a gun on an associate of Insane Clown Posse.
Enquire: Use inquire, inquiry.

En rule: This connects dates except when preceded by “from” or “between” (the summers of 1993-95 were cold; from January to May, between 1990 and 1997). It joins words expressing time and distance and to express an association between words which retain their separate identity (an Australia-England test match).

En rule, spaced: Is used to prevent ambiguity in groups of words and figures; for instance, July 1 - June 30, John 1:1 - 3:21.

etc: Try to avoid.

Exalt/exult: Exalt means to elevate; to praise; to stimulate; or to intensify. Exult means to show a lively or triumphant joy.

Fact: Beware. “In spite of the fact that” means “although” or “yet”. “Owing to the fact that” means “because”. Most “facts” can be deleted without loss.

Flaunt/flout: Flaunt means to parade or display ostentatiously. To flout means to treat with disdain or contempt.

Focusing.

Fractions: In words are always hyphenated; for example, three-quarters.

Fulfil: Fulfilled, fulfilment.

Geography: North, south etc are capitalised if they are part of the title of a geographical area or political division; for instance, South-East Asia. Also capitalise the West (Western or Westernise) as distinct from the East or Orient. Use a lower case initial if a general description is intended; thus, southern New South Wales. Incomplete and generic elements of pluralised components are lower case; for instance, the Hunter Valley and the valley, and the Barossa and Hunter valleys.

God: God is God. Capitalised. God’s pronouns, if you have to use them, aren’t.

Gospel: lower case “g”.

Headlines: Suggest an idea or two to help the poor old sub. Should have few words, awake interest, suggest action.

Hyphen: Should be used to join a prefix to proper noun (pro-Government), join numbers and quantities (four-12 inch nails), distinguish between such pairs of words as two-thirds and fifty-nine. If in doubt whether to use a hyphenated expression or a compound word, favour the compound word unless confusion or ambiguity is likely to occur. Use a hyphen when the prefix ex- means former.

I.e.: Use that is.

Imply/infer: To imply is to suggest something that is not explicitly stated. To infer is to draw a conclusion from something.

Initials: In people’s names should be “the Rev. Dr V. I. Lenin”.

Install: Installation, installed, instalment.

Instil: Instilled.

Internet: internet, net, website, web, world wide web; all lower case

Ise: In general spell all words with “ise”, -isation, ising (not “ize”) when these are suffixes and in words such as advertise, despise, improvise, surprise, concise. However “z” is needed in words in which it is not a suffix (prize, size, seize).

Italics for names and titles: Book, film, album, magazine, exhibition and newspaper titles, ships, scientific names for species, should be italicised; for instance, The Sydney Morning Herald, Insights, Apocalypse Now, Lost The Spirit to Rock & Roll, the Titanic.

Jail: Rather than gaol.

Jargon: Don’t assume your readers are familiar with theological terms or jargon; explain it, rephrase it or leave it out.

Jesus: Unless at the beginning of a sentence his personal pronoun does not have an initial capital.

Judgment.

Laptop

Lists (vertical): Introduce items in a vertical list with numbers only when the order matters. Otherwise, use bullets or another typographical symbol.
In case of a building evacuation: 

1. Make sure all persons have left your classroom. 

2. Close the classroom door behind you. 

3. Leave the building via the nearest stairwell. 

If any of the items in a vertical list are complete sentences, punctuate all items in the list with periods. If no items are sentences, follow each with a comma and end the list with a period if the list completes a sentence, or omit punctuation at the end of each item, including the last one. (Be consistent within a document in how you treat similar types of lists.)

This course has several graded elements: 

· a midterm test 

· a final exam 

· a team project 

· a research paper 

· a weekly log for recording your lab work 

(I feel uneasy about leaving the list with an end point, but ....)

If the sentence introducing the list is a complete sentence, it can end in a period or a colon, whichever seems appropriate (following and as follows require a colon). If the introductory material is not a complete sentence, use the punctuation mark that’s appropriate for the context, whether that’s a comma, semicolon, dash, or nothing at all.

When starting an exercise program, people should 

· check with their physician; 

· pick an activity they enjoy; 

· start slowly; and 

· set realistic goals. 

Marshal: Marshalled.

Measurements: Should be provided in the metric system and usually should be written in full; for instance, 2,500 square metres,.66.2 millimetres, 15 kilometres, 27 metres (but the 100-metre mark), 23 centimetres (but a 23-centimetre knife),

Meaning: If you think meaning has been obscured by the sub’s red pen, point it out.

Media: Always means plural; for instance, the media are tools of our capitalist oppressors.

Military ranks: In full.

Militate/mitigate: To militate is to have a strong influence. To mitigate is to reduce or moderate the severity of something.

A minister of the word: Is not capitalised.

Moderator: The Moderator of the Uniting Church in Australia Synod of New South Wales Synod and the ACT, the Rev. Niall Reid; and thereafter Mr Reid.

Money: 50c and $7.20 and $45 billion and US$127,800 (try to convert foreign amounts into Australian currency equivalents).

Mrs/Ms: Endeavour to find out how the person refers to herself. If this is not possible Ms is preferable (a person’s marital status will not usually be relevant).

Music: Compositions such as symphonies, operas and cantatas are given maximal capitalisation; for example, Tchaikovsky’s Fourth Symphony. Titles of songs are with maximal capitalisation and double quotes; for example, “Ain’t No Love on the Road”.

Names of positions: Should not be capped unless used in a person’s full title; for example, the General Secretary of the Assembly of the Uniting Church in Australia. This means “secretary” “moderator”, “president” have lower case initials.

Newspaper and periodical titles: Including the preceding definite articles are initial capped and italicised; for example, The Sydney Morning Herald.

Nominalisation: Is converting a verb into a noun phrase, which can increase the wordiness of a sentence. Try to avoid it. Instead of, “The editor is responsible for the arranging of birthday parties, the purchase of French champagne and the distribution of party favours”, try restoring the verbs; for instance, “The editor arranges birthday parties, buys French champagne and distributes party favours.”

Now: Is a good word which should be used to replace “in this day and age” and “in this moment of time” and, as often used, “presently” and “currently”.

Numbers: One to ten are spelt out (except when used to indicate percentages [“per cent” always takes figures rather than the word, for example, 3 per cent, not three per cent], when repeated references to numbers are made, when indicating page numbers, or simply numbers; for instance, No. 5). Eleven and upwards are in figures unless they begin a sentence. Large numbers are spelt out in composite form; for instance, $4 million or 400 billion people. Commas separate thousands; for instance, $7,000 and 45,000. Compound number should be hyphenated (thirty-three, seventy-nine). Decimal numbers should not begin with a decimal point (5.46, 0.22). A number which opens a sentence should be written in full; for instance, “Five thousand people suspected something fishy was going on.” When expressing approximate and round numbers prefer words to figures (“about a thousand men”).

Our: Use “our” spelling for words such as colour, favour, honour, and labour (however note the Australian Labor Party).

Pages: Should be in full and abbreviated as p or pp in footnotes or when listing a book being reviewed. Look for more handy hints on Page 7.

Per cent: Always takes figures rather than the word, for example 3 per cent, not three per cent. Usually use decimals rather than fractions (3.25 per cent rather than 3¼ per cent). Use % sign in headlines, never pc, and spell out per cent in text.
Prefixes: The prefixes ex, non and self are usually hyphenated to the word with which they are compounded. The prefixes anti, counter, neo and pan are usually set as one with the main word element, except where they run against a capital letter and look silly; for example, neo-Nazi.

Pretentiousness: Cut it out. We don’t need to be made aware of the writer’s academic or literary background.

Program: Not programme.

Quotation marks: Initially double, and single for quotations within quotations. Following the full stop or comma when the passage is a full sentence but before the punctuation mark if only part of a sentence. Single quotes around words in headings. Double quotes in captions.

Quotations: Are good for breaking up text on a page and for suggesting accuracy. Sometimes they provide an interesting opening but try not to lead with them too often. Who is speaking is usually the most important fact.

Race: Don’t refer to a person’s race unless it is relevant to the story (as it may be when reporting welfare or ethnic community stories). It is often more appropriate to say Ms Elliot speaks some Pitjantjatjara or Mr Delius is fluent in Hindi than to indicate their race or national origin. If Ms Frith has said she is Aboriginal and this equips her well for her particular ministry, you can include this in your story.

Rev: Should appear as the Rev. Basil Rasputin (and thereafter as Mr Rasputin). Certainly not Rev Rasputin. If you don’t know his Christian name, at least find out the initial. The Times Style guide says: “Never ever write the Rev Brown or (even worse) Rev Brown. This would be among the worst solecisms for The Times to commit.”

Said: Is a good word; use it.

Scientific names for animals and plants have initial caps and genus and species are in italics. Common names and names of breeds of animals are lower case roman (amoeba, funnel web spider, alsatian).

Semicolon: Is used to link sentences with closely related content; for instance, Human temperaments are too diverse; we can never agree how drunk we like our art to be. Here the semicolon needs a grammatical sentence each side.

Is used to link parallel clauses; for instance, A serious writer may be a hawk or a buzzard or even a popinjay; a solemn writer is always a bloody owl.

Is used to separate phrases that have a comma; for instance, in complicated lists.

Is used to precede explanatory phrases introduced by “for example”, “namely”, “however” and “therefore” when a comma seems too weak.

Sentences: Keep them short (but not so consistently as to be monotonous). Bring the main topic of a sentence to a position of emphasis and move or delete trimming and clutter. Turning now to the question of plastic cups, it must be said that these also detract from the enjoyment of a bottle of celebratory fizz. Better: Plastic cups, too, detract from the enjoyment of a good bubbly.

Sex discrimination: Don’t comment on a person’s physical appearance, voice, “style”, dress, grooming, age, marital or parental status, or whether she is pregnant unless it is relevant to the story.

Avoid using terms like the best man for the job (best candidate), workmanlike approach (efficient, capable), craftsmanship (craft skills).

Avoid using gender-specific titles like career woman (career officer), spokesman (representative, spokesperson), chairman (chairperson, presiding officer).

Avoid occupational stereotyping--use police officer, firefighter, camera operator, tea attendant, school principal, door attendant etc.

Avoid unequal groupings--refer to men and women, not men and ladies or men and girls. Don’t portray women as appendages of men. Use husbands and wives, not men and their wives.

Male and female should be used as nouns only in a phrase such as the male of the species.

Pronouns will present a great difficulty; for instance, The successful editor will use her skills to contribute to the magazine’s popularity. She will feature prominently in centrefolds and special sealed sections. She will etc. When it is cumbersome to use the masculine and feminine pronouns frequently and when it is impossible to rewrite it using plurals use they/their (even if it is ungrammatical).

Sexist language: Don’t use “man” as a generic term. Use sex-inclusive words.


Exclusive

Inclusive


mankind

humanity, humankind, human beings


manpower

workers, the workforce, personnel


the man in the street
the average citizen, ordinary people


sportsmanlike

fair, sporting


policeman

police officer


salesgirl

shop assistant


forefathers

pioneer ancestors, forebears

Simplification: Do it. Some examples:


in the course of - (use) during


in the event that - if


was attired in - wore


approximately - about


observed - saw


residence - home


prior to the luncheon - before lunch


expedite - speed up


viable - (people usually use viable to mean) workable. (Feasible means 

practicable, able to be achieved. Viable means capable of 



independent survival, able to stay alive. This can be said of an  

enterprise, not of a proposal). 


proliferation - spread


upwardly mobile - ambitious


pass away - die


parameters - scope


accessed - entered


establish an interface - meet


is desirous of - wants


subsequent to - after


is cognisant of - knows of


termination - end


majority of - most


utilisation/utilises - use/uses


apprise them - let them know


in regard to - about


in reference to - about


with relation to - about


in the foreseeable future - soon


in the near future - soon


without undue delay - soon


are in a position to - can


have the capacity to - can


are able to - can


have the opportunity to - can


until such time as - until.

Song titles: Maximum capitalisation and double quotes.

Speed: 110 km/h.

Spelling: Use Australian spelling, according to the Macquarie Dictionary.

States: Are capitalised when used to mean a territorial division of Australia. They are not capitalised when referring to a nation or abstract entity.

Targeted.

Temperature: Between 20 and 21 degrees (but six degrees above average). If there may be confusion about the scale, specify: When he saw the pile of proof reading his blood temperature dropped to zero degrees Celsius. In tables and lists, abbreviate using numerals and the degree symbol; for example, 27.5(C (with no full stop unless it is the end of a sentence).

Till/Until: Both mean up to the time of or up to the time that. Usually prefer until. If trying to sound less formal and must use till do not write it as ’till or ’til. Do not write up till or up until or until such time.

Time: 9pm; 7.45am. Six-hour day.

Titles: Official titles have an initial cap; for instance, the Archbishop of Sydney. But they should be lower case initials when in abbreviated references; for instance, the archbishop was tired and emotional. The office holder has initial caps; the office does not; for instance, Julia Gillard is Prime Minister but when Malcolm Fraser became prime minister, or she wants to be general secretary.

Toward/towards: Use towards.

Trade names: If it’s a trade name it must have an initial cap and you must be sure it is the product you are describing. It is usually much better to use a generic name unless you are writing about a specific product or company.

United Kingdom: Rather than Britain. And UK after first mention.

Uniting Church: Should be written in full, the Uniting Church in Australia, then shortened to Uniting Church, not UCA or UC. Congregations can be written as Pitt Street Uniting Church, not Pitt Street UC. After a first reference as the Synod of New South Wales and the ACT (or the Uniting Church in Australia Synod of New South Wales and the ACT) it can just be the Synod.

Verbs: Use active rather than passive verbs; for instance, The moderator has decided to . . . rather than, It has been decided by the moderator that . . . 

A singular noun needs a singular verb; for instance, The magazine, together with inserts and other nefarious propaganda, was sent to your congregation last week (not were sent, because the magazine is singular).

Website: website, web, world wide web, all lower case.

Which and that: The job he interviewed for yesterday, which doesn’t pay very much, is located outside Redfern (which clause describes the job he interviewed for yesterday.) David prefers a job that he can walk to (that clause describes a job).

While: Preferred to whilst.

Who or whom? From a Guardian report: “The US kept up the pressure by naming nine Yugoslav military leaders operating in Kosovo whom it said were committing war crimes” The “whom” should have been “who”. That one was caught by the sub, but it is a common mistake.

If in doubt, ask yourself how the clause beginning who/whom would read in the form of a sentence giving he, him, she, her, they or them instead: if the who/whom person turns into he/she/they, then “who” is right; if it becomes him/her/them, then it should be “whom” In the story above, “they” were allegedly committing the crimes, so it should be “who”

In this example: “Blair was attacked for criticising Hague, whom he despised” — “whom” is correct because he despised “him” But in “Blair criticised Hague, who he thought was wrong” — “who” is correct, because it is “he” not “him” who is considered wrong.

Writing: Aim for simplicity, interest, information, tightness and clarity. Lead with the original, unexpected, provocative or even disturbing. Write everything the reader needs to know to make the story intelligible. Omit whatever the reader already knows so you don’t waste space with unnecessary definition or explanations.

www: In a sentence, world wide web.

For other references, see The Times style guide http://www.timesonline.co.uk/tol/tools_and_services/specials/style_guide/, The Guardian style guide http://www.guardian.co.uk/styleguide, and The Economist style guide http://www.economist.com/research/styleGuide/

