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Introduction

Latin for “pen” and the sense has extended to ‘tlag in which

something is written or done”. Among the mass med@vspapers
especially rely on a uniform style, a single setwdés of usage. Examples
of newspaper style are whether “-our” or “-or” emgé should be used,
whether capitals are used for nouns that are regrlgl proper nouns, or
even the standard abbreviations for stockmarketpemies. Broadcast
media rely less on such rules, since theirs is ldss formal spoken
language, although style is important to the Alistna Broadcasting
Corporation.

The purpose of a style book is uniformity. “StyleSnees from the

This style book is a guide for the School of Jolisna and
Communication at the University of Queensland ardts newspaper, The
Queensland Independent. Students can expect teriiged for failure to
follow style in all work submitted for publicatioar assessment in this
school. Students should be aware that the stylewied in this school
might not be the style of other publications or aother university
departments or schools. There are significant wiffees between the
school’s print and broadcast styles. Students shoelprepared to adapt to
other styles as required.

Why seek uniformity? Why try to “pin down” as elusia commodity as
language? Style is a broad attempt to impose otdetandardise meaning,
just as the rules of spelling and grammar seekotamm a more detailed
level. Effective communication requires efficienbngprehension and
comprehension is maximised if everyone knows thestuThe “style” of
driving in Australia is the left-hand side and inrBpe on the right. This is
useful knowledge for drivers.

The specific order sought by style should not lmeitfint of as permanent.
Just as language steadily and inevitably evolvesheuld style if it is to



perform its principal function of aiding communiigat. This does not mean
that style ought to reflect transient, exotic cerdl” spoken usage, nor the
jargon of special interest. Style is conservatagjs a good dictionary: it is
a temporary consensus. Style may change for o#sons. One Sydney
newspaper’s style of using cyclones’ “given” namess reversed literally

overnight when the latest cyclone had the same ragnthe proprietor's

wife.

In the strict sense, style ought not be concernigld grammar, spelling
and correct usage — these are separate provinaesuth assumed to be
autonomous. However, the great and growing exposdéireesaders and
writers to conflicting modes (American English, refard English,
advertising, popular music) may obscure clear dé&fim of much usage and
style. That and the inadequate understanding @fuage structure among
many students make some broadening of scope istilesbook necessary.
This guide concentrates on the areas in which stadesually show
weakness and gives some explanation and exampleslgomemory. The
style guide should not be considered a substituta grammar reference or
dictionary. However, when grammar references otiaheries disagree
with the school’s style, the style will prevail.

Steve
Mcllwaine,
Journalism

Lecturer



Introduction to 2005 edition

Although it is almost 15 years since the first ieditof this style book was
written, it is testimony both to Steve Mcllwaindhoughts and the utility of
the project that year-on-year relatively little thie content has had to be
changed. Good writing — and good expression — amatter of politics (as
George Orwell [1946] pointed out) rather than fashi Changes in
newsroom practices have, if anything, diffused oasjbility for accuracy,
clarity and consistency. It is now more imperativat everyone involved in
all forms of communication takes the baton and does pass it on to
someone else. As a last resort, reporters uselddwe' it to the subs” to fix.
In 2005 there are fewer, if any, subs (and fewee taditors) to do the
fixing. In any event, reporters and writers sooartethat if they wish to
project a distinctive “voice”, even within the cards of a strict house style,
they need to be in command of their language.

A style book is merely one resource among manyoafse. The others

include

a

a
a
a

Examples of journalism, writing and reporting ire tmedia and

elsewhere

A good dictionary

A thesaurus

The spell check and thesaurus embedded in wordegsow

software (but be careful)

Instructive and amusing books on language, such as
Don Watson (2003)Death Sentence: The Decay of
Public LanguaggeAustralia: Knopf/Random House, and
Lynne Truss (2003fats, Shoots and Leaves: The Zero
Tolerance Approach to PunctuatiorLondon: Profile
Books.

The style guide oThe TimegqLondon) famously consisted until relatively
recently of a few brief notes and the instructibatt“on all other matters
consultThe Oxford Dictionary of English Usage



Style is not just about words, it also involveske@nd sound, as well as
ethos. Broadcasters strive to sound “natural”; mapers and magazines
are concerned with design. As a result, broadcastery use contractions
where others would not; and newspapers and magazinéer-punctuate
because a page littered with commas and semi-cébmhs messy. Some
news organisations publish their style guides am Itasis that they are
setting the ground rules for all forms of contengwgr communication
(MacDowell, 1992; News Limited, 2003; Waterhous€)02). Every
company and organisation communicating either iatéy or externally has
a house style, whether it is made explicit or gwever, journalism, PR,
business communications, etc. are essentiallyrdiftdooth from each other
and from academic writing. Although a journalistigproach can enliven an
essay, academic writing is not to be reduced tatstsingle sentence
paragraphs of declamatory statements, or repatdikmbered paragraphs
and bullet-points. On the other hand, a PowerPmiesentation to a class
will not be crammed with text in a 12pt serif typeé. As a communicator,
you will need to recognise and develop the faciiityexpress yourself in a
number of modes, and to use the School style apptely.

While these issues have largely remained constastt the years, some
of the processes are no longer the same. To ciienple example, word
processing which allows wysiwyg formatting (as ehtgical term — look it
up — should this be in italics or quote marks?) hegle some activities
redundant. The current edition of the style bodieots these. Otherwise,
the changes made for this edition are minimal. rAftié in every mode of
communication the objective is to be clear, aceyredncise and consistent.
In the School of Journalism and Communication yaiexpected to adhere
to the house style and in many cases this may bess@ssment criterion.
This is not done to stifle creativity and self-eagsion, but to facilitate both
within the specific context of professional comnuation. Where the guide
does not work as it should, let us know and we widke the necessary
changes. The style book is a dynamic resource wigtdngs to us all.

Michael Bromley



A

abbreviations

Abbreviations and acronyms are constructions forrfiech the initial

letters of groups of words. Familiar abbreviatiare RAAF, ACTU,

MIM, BHP, CJC. Some acronyms have become wordssd heclude

Anzac, Qantas, laser, radar, scuba, flak, gestdppi, Many others are
not written as words, although often pronounced@asis. These include
WRAN, ASIO, NATO, CSIRO, NASA, TAFE, EARC (Williamsl975:

141).

Most should be written in full at first referendellowed by the acronym
in brackets. Note that no full stops are includAgioid adopting (or
inventing) obscure acronyms. Use the full titlefiedt reference, then

generic terms such as “the association”, “the grawgthe committee”
in later references.

Aboriginal, Aborigine
Use “Aboriginal” as the adjective, “Aborigine(s)s dhe noun (note the
capital A). The names “Koori” and “Murri” may be et where
geographically appropriate and are often prefetrgdAborigines. The
term “Black” should be avoided: it is not a meairfihglescription and
may be considered offensive by many Aborigines.

Do not confuse Torres Strait Islanders with Abargg. Although the

two peoples often work together for political pusps, they do not have
the same heritages and cultures. “Indigenous pgbfuéth a lower case

“i") is a term that covers both peoples.

accents See alsdoreign words)
Many words in common use originally had accentégide which are no
longer used — cafe, cliche, facade, role. Whereusioig the accent could
cause confusion, it should be retained — the nesomé (NOT résumé)
as distinguished from the verb resume. Some wardgarases have not
been so Anglicised and retain their accents (wssh- Names with



accents should normally retain them — John le Carré

according to
Contains a hint of suspicion. Prefer “said”. Theemlative “according
to” may be useful in introductions, in which cabke fparagraph should
be in present tense. (Sedirect speech)

active voice
This is the form used wherever possible in newsingi Use the active
form:

The hammer hit the nail.
rather than the passive form:
The nail was hit by the hammer.

The word “by” is often an indication that passiv@oe has been used.

affect/effect
“Affect” is always a verb and can mean “have areeffon”, “pretend”,
or “pose as”. It should not be confused with “effec

Alcohol affects people’s ability to drive.
He affects ignorance.

“Effect” can be a noun or verb. As a noun, it meaasult produced” or
‘consequence™:

The effects of alcohol on driving ability can beawsured.
Bright colours give the effect of spaciousness.
As a verb, “effect” means “bring about” or “acconspl’:

The rubber dinghy was used to effect a rescue.
age
Seenumbers.

aggravate
This word means “make worse”. It should not be gitlee meaning of
“irritate”.



‘alot’
This monstrosity is supposed to mean “a lot” oldige amount”. There
may be some confusion with the related verb “aJlattiich means
“assign” or “distribute by lot”.

‘alright’
One of the great non-words, whose ubiquity may sagkggitimacy.
This is a confusion with such forms as “alreadydr(pare with “all
ready”), “although” and “always”. The only corrdiorm is still “all
right”.

Americanisms
Parts of American English are common in Austraaduse of the
amount of American literature Australia imports dhd influence of
American-based publishers and entertainment. éff jthis is not a bad
thing — many American words have been incorporaszfully into
Australian English (eg, teenager, babysitter, cotemuBut it does not
follow that Australians should exchange perfectpd words,
expressions and spellings that may have cultuihhéstorical relevance
for those that have little or none. Americanismbéaavoided include:

airplane, aluminum, baby carriage, broil, cookiapeér, dike,
elevator, eyeglasses, faucet, fender, fire depatirfie(for fitted),
flashlight, French fries, gasoline, gotten, graygund beef,
intermission, jewelry, math, mom, mortician, musiacnecktie,
oarlock, railroad, restroom, rowboat, sailboatesdalerk, sidewalk,
slingshot, spit (for spat), sulfur, windowshadenaghield.

Avoid such constructions as “2am Friday” (on Friddyote also that
spelling rules differ. Semur/or endings.

among/between

Logic dictates that “between” must refer to twoestt§ only: “Between
you and me”. The preposition “among” refers to ¢hoe more objects:
“It was divided among the 200 survivors”. It is ssimes awkward,
however, to apply this rule. Fowler (1965: 57) gitke cases of “the
space among three points” and “a treaty among {hoaers”, in which
among is inappropriate and “between” should be uEake care not to
use prepositions loosely: “centre around”, foramste, is clearly an



impossibility; “at about” is a contradiction.

amongst, amidst, whilst
Avoid the decorative, old-fashioned “whilst”, “angst”, “amidst”,

“unbeknownst”, “albeit” etc. Use the simpler “wHil¢among”, “amid” .

anticipate
Does not mean only “expect”, but to do somethingxpectation. In any
case it is longer than “expect”.

‘anytime’, ‘anymore’, ‘anyday’
These should be two separate words.

apostrophe
The apostrophe is probably the most commonly abpeadtuation
mark. The apostrophe has the function of indicatwgership or
abbreviation. In itself, it hasothing to do with plurals.

We are all, unfortunately, familiar with “fish amthip’s”, “Winfield

25's”, the “1960’s” and many other examples of signwriter’s or
advertising artist’s lack of grammar. Note thaéatpts to signify plurals
with apostrophes are common in much popular liteeatHowever, it is
pointless and illogical to include apostrophesuohsexamples as
“BMW's”, “MP’s”, “VIP’s”, “the Roaring 20’s” and soon.

Use of the apostrophe to indicatenershipis simple: in singular nouns
an apostrophe is followed by “s”. In plural nouhatthave the plural “s”
ending, the apostrophe follows the “s”. For exanfpléen’s teeth”,

“five hens’ teeth”. Note that plural nouns, suclkpasple, children, men,
women, cattle, sheep, take the apostrophe, folldwyettie “s” —
“people’s, children’s, men’s”.

Time also can “own”, eg. “today’s paper”, “yesteydaheroes”, “last
year's crop”. ...

Peculiar “rules” have been invented in the distsast to deal with the
apparent problem of singular nouns that end in &ssf names that end
in “s”. This is a result of confusion with the raléor plurals and the
outcome includes such oddities as “ass'milk”, “tutress’ role”, “Goss’
government” or “Jones’ batting”. Even in 1973 Rdge (1973: 129)
finds this usage quaint. There is no logical reamudh therefore, no
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grammatical reason not to apply the same rulebrios all singular
nouns. The logical and accepted forms are “asdlg' nfiihe actress’s

role”, “Goss’s government”, “Jones’s batting”, j@st in spoken English
(Fowler, 1965: 511).

Plurals of names ending in “s” behave in the sarag as other plurals:
“the Joneses’ house”, “the Albert-Rosses’ gluttangimply construct
the plural (se@lurals) and add the apostrophe.

The apostrophe is often omitted from the names rmfamisations:
Australian Journalists Association, Queensland fieecCredit Union. It
may also be omitted in the names of some institsti@Brisbane Girls
Grammar School) but not others (Brisbane Boys’ Gnam. These
should always be checked.

Place names in Australia no longer carry apostrepBb® not use an
apostrophe in such place names as Slacks CreelwnBmlains, Dohles
Rocks, Flinders View, Moores Pocket, Queens Beach.

Contractions of verbs are signified by an apostrophe: I'll (llljyiwon’t
(will not), they're (they are), didn’t (did not),an’'t (cannot), let's (let
us), it's (it is) and so on. It is not normally mptristyle to use such
contractions unless in direct speech. Contractmneouns usually no
longer carry the apostrophe: phone, flu, plane, busyer.

Contractions must not be confused with possessieaguns that are
already possessive and require no apostrophe. d$gegsive pronouns
include his, hers, their, theirs, our, ours, yoyours and its. Do not
confuse the possessive pronoits™with the contractionit’'s”. An easy

way to remember is to note that the apostrophedstéor the missing

win

around/round
Use “around” as the preposition: “around the cdin&around here”.
Use “round” as the adjective, verb or noun: “a mulvzen”, “to round

”ow

the Horn”, “a round of meetings”.

attribution
Statements and comments must be attributed to éhsop who made
them. Facts must be attributed to their sourcegasthey are absolutely
a matter of common knowledge, for example, that éheth revolves
around the sun.

11



See als@omma, direct speechindirect speech
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BAC Blood alcohol(Seeper cent)

back yard, backyard
A “backyard” is as awkward as a “backverandah” tirentyard”.“Back
yard” is the adjective-noun form and “backyard”tie adjective. A
backyard mechanic works in the back yard. Many rotienbinations of

“back” can be happily fused, eg, backlog, backsidmckslide,
background.

believe
No journalist knows what is going on inside anotberson’s mind. So it
is impossible to report: “Mr Smith believes the rsmi of action was
correct.” The report should read: “Mr Smith saiddwieved the course
of action was correct.” That is, journalists repattat people say, not
what they believe people are thinking.

bigger/biggest
The “-er” ending in comparative adjectives is usden comparing two
things or qualities only. The “-est” ending reféosthree or more: “elder
brother”/“eldest brother”, “deeper blue”/*deepekids.

Bjelke-Petersen
Note the final “-en”, not “-on”.

both (Seeonly)
The positioning of “both” should be precise:

It is incorrect to write, “She was eating bothrfra plate and a
bowl”. It is either,

“She was eating both from a plate and from a bp@R (better)
“She was eating from both a plate and a bow!".

Think about what “both” applies to. This is evenrmthe case with

13



only.

brand names
Many former (and existing) brand names, such asmibg, perspex,
nylon, crimplene, pyrex, tarmac, corn flakes, bawand cellophane,
have been absorbed into the language and no laragey the capital.
But many others must be recognised as registeradbmames and the
capital retained. Indeed, newspapers will receiivedts of legal action
from owners of registered trade names if theirdradme is used as a
common noun. Such trade names include the famil@oke,
Breathalyser, Biro, Polaroid, Laundromat, Stubl{gsorts), Masonite,
Land-Rover, Jeep, LandCruiser, Vegemite, Weet-Bigpver, Xerox,
Mixmaster, Levi's. If in doubt, use the generic reas four-wheel-drive
vehicle for Land-Rover, for instance, or ball-pgien for Biro.

14



C

capitals
Use of capital initial letters is declining as wegit language moves away
from “officialese”. Overuse of capitals makes remdidifficult and is
poor design. However, where a capital forms pathefofficial name or
title, it should be retained —

The University of Queenslandhe AustralianThe Age

However,
the University of Western Sydney; therald Sun

No complete rule can be established on capitadisatbut some
observations are:

i) Organisations’ names used in full should be tdiged but not
capitalised when shortened:

The University of Queensland/the university, the nligration

Department/the department, the Liberal Party/théypshe Queensland
Teachers’ Union/the union, Brisbane City Counad/itouncil, CJC/the
commission.

i) Government terms should not be capitalised ssléhe word has
another meaning and is capitalised to show théat Heing used in its
governmental sense. Thus “federal government/paeid” and “state
government/parliament” are not capitalised, butd&eal Opposition”,

“the Coalition”, “state Cabinet”, “government Mimgs”, Act, Bill, and
Speaker are.

iii) Convention holds that titles of high publiegal or vice-regal office
are capitalised, so: “the Queen” (not “Queen Elght), “the Prime
Minister”, “the Treasurer”, “the Attorney-General“the Governor-
General”, “the Governor”, “the US President”. Noktmwever, that “the
princess” or “the duke” are lower case, as is tlmm-specific “the

queen”.
iv) Job titles are generally not capitalised tdidguish them from names

15



and organisations in what would otherwise be a Istngng of capitals.
For example: “Foxtel chief executive officer Johfo@s”. Likewise,
“state director”, “president”, “general manager”’damther positions
should not be capitalised even though it is buresiacpractice to do so.

v) Capitals should be used sparingly with animahes. Use common

names “sulphur-crested cockatoo”, “blue-tonguerdiza“black bream”,

" u

“cocker spaniel”, “fox terrier”, “green tree frog"plue whale”, etc, as

well as breed names “brahman”, “droughtmaster”, lland”, “brangus”,
“braford” etc.

Some common names, such as “Siberian tiger”, “Welstgi”, “Old-
English sheep dog”, “French poodle”, “lrish wolfhmli and
“Queensland blue”, that is, names that retain astieg, well-known
locality name, often retain their capitals, whil®@sh place-name breed
names have lost theirs. These include “afghan”alfar “chihuahua”,
“clydesdale”, “orpington”, “tamworth”, “berkshire”merino”, “jersey”,
“friesian”, “hereford”, “siamese”, “pekinese”, “ation”, “rottweiler”
and “weimeraner”. The differentiation is not clebut favour the lower-

case initial — “german shepherd” is now accepted.

vi) Genus and species names are written in italite first or generic
name is capitalised and the second, the speciee,riamot. Examples:
Homo sapiensAquila audaxMus musculug_utjanus argentimaculatus
If italics are not or cannot be used, words to tadicised should be
underlined by hand to bring them to the attentibthe subs.

vii) People’s nationalities and languages mustycarcapital initial.

Even though “arab” and “afghan” correctly identifige animals, the
people so described are Arabs and Afghans. Theckrspeak French,
Australians speak English, Jews may speak HebreMidatish, we say
Chinese speak Mandarin or Cantonese, Aztecs spakaatl.

viii) The names of games are in lower case whegicéd. So, “rugby
league”, “rugby union”, “badminton”, “indian wreBth”, “stableford

event”, but “Australian rules”, “American footballNote, however, the
names of governing bodies in sport, such as thérédliem Rugby Union,
the New South Wales Rugby League, are capitalised.

cappuccino
Not “capuchino” or “cuppa chino”, or any of the ethmarvellous

16



misspellings seen frequently on restaurant menus.

century
Use “21st century”, “9th century”.

chairman
Use “chair”, not “chairman” or “chairperson”.
Seesexism/gender

cliche (See alsdoreign words)
If an originally clever expression has been usedegth, if should be left
dead. Stereotyped expressions expose tired, umatag thinking.
Avoid “like the plague” the hundreds of expressisuosh as:
to heave a sigh of relief
conspicuous by his absence
the heartbreaking task of cleaning up
looking tanned and fit
tired but happy
to bite the bullet
to nip in the bud
few and far between
to wend one’s way
to pull no punches
from time immemorial
blessing in disguise
sadder but wiser
cool, calm and collected
to lift the lid on
storm of protest
political wilderness
political dynamite
legal minefield

17



rain failed to dampen spirits

andsoon...

Ugly stepsisters of the cliche are:

i) the faded simile — “works like a dog”, “cool ascucumber”,
“fit as a fiddle”, “bright as a button”;

ii) the inevitable adjective — “burning questiotiblissful

ignorance”, “gaping hole”, “raging floodwater”, “atk-infested

seas”, “brutal murder”, “horrific accident”;

iii) the extinct nickname — “the Emerald Isle”, &h.ucky
Country”, “Mother Nature”, “Jack Frost”, “Old Sol”;

iv) the needless foreign or Latin phrase — “sina gan”,

“persona non grata”, “de rigueur”, “en passant’cti@denfreude”,
“Weltanschauung”.

collide
Means the clash of two moving objects. It is natgible, for instance,
for a moving vehicle to “collide” with a tree.

colon
Seedash
The colon has the special function of preparingréaeler for what is to
come, to indicate that what follows the colon kegtes what has gone
before it. It can be summed up as a momentary pausssessment.
Murray-Smith (1990: 85) gives these examples:

And most marvellous of all: the astonishing silhibe® of
animals from the ends of the earth, falcons froenNlile,
greyhounds, green parrots, magnificent horses, lsainoen
the far south.

On numerous occasions Mr Cupitt repeats the sasie ba
idea: “there is no longer any privileged point frarhich the

18



earth can be seen objectively and as it really is.”

Murray-Smith describes the colon as providing aspamore telling than
a semi-colon, but less final than a full point.

We had only one thing to fear: fear.

Note that the colon need not be followed by anahdapital. The colon
is also used in question—answer series that odtam m courts or local
government reporting. Note also the absence ofatjoot marks in this
usage:

Smith: You were there.

Jones: | was not.

Smith: | suggest that you were.

See alsdlirect speech

comma
A prime purpose of the comma is to separate clatresridge (1973:
253) gives this example:

And once | had discovered that there was no loaggrdoubt as to
whether a spark of life still lingered in him.

The adverbial clause “once | had discovered thatstrbe separated
from the rest of the sentence if meaning is tolbardnstantly

And once | had discovered that, there was no longer
any doubt as to whether a spark of life still lirgghin
him.
An example of the need for careful comma use théise
two sentences:
The Prime Minister said the Governor-General was a
drunk.
The Prime Minister, said the Governor-General, avas
drunk.
Use the comma to separate words repeated or ofilisspecies
— nouns, verbs, adjectives, adverbs, pronounsppitagns. For

19



example:

The dark, silent depths of the sea are very, viffigalt for me,
you or anyone else to explore.

Dogs, cats, mice and rats ran, climbed, jumpedweer, around
the crazily arranged collection.

But do not use commas before the conjunctions “Baotf “and” unless
not to use a comma could be at least temporaritjusing. For example:

His hat was black, and silver dollars formed itadha

Use of the comma in parentheses is often misuraEtsCommas are
used in this way only if what they separate fromtist of the sentence
may be removed without making the sentence unviable
These are correct:
The managing director, John Bull, said profits vabfalll.
A managing director, John Bull, said profits wotddl.
Smith Ltd’s managing director, John Bull, said profvould fall.
John Bull, managing director of Smith Ltd, saidffisowould fall.

These are correct without commas:
Managing director John Bull said profits would fall
Smith Ltd managing director John Bull said
profits would fall.

These are incorrect:

Managing director, John Bull, said profits
would fall.

Smith Ltd managing director, John Bull, said
profits would fall.

comment
It is not the news reporter’s function to descrébsituation or person as
“controversial”, “well-known” or “notorious”, for ristance, unless the
reporter is recording the view of some attributedrse. In any case, if
something is indeed controversial, well-known ortonious, public
awareness usually makes labouring the point unsapgs
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common sense, common-sense
Fusion has not occurred as in “commonplace” andnfoonwealth”.

“Common sense” is the noun. “Common-sense” is tlgectival
construction: “a common-sense decision”.

community
Avoid “the Aboriginal community”, “Jewish community “gay
community” when what is meant is simply “Aborigifies'Jews”,
“gays”. Use “community” when that is what is intemd (see

euphemisnj.
complement/compliment
Complement: that which makes perfect or whole, @inevo things that

go together, as in “He said heritage listing woadtmplement existing
protections”. Compliment: an expression of praise.

contractions
Contractions (“can’t”, “won't”, “haven’t”, etc) shdd NOT be used
outside quotes in print news writing. However, whemperson quoted
uses a contraction, as most people do in speedn thrite the
contraction. And contractions are more acceptablrdadcast reporting.

councillor/counsellor
Note that councillors serve on councils and coumelcounsel people
about their problems.

crisis
A point at which a decisive change for better orsgois imminent; a

turning point. The word should not be used loodelyany awkward,
dangerous or serious situation.
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dangling modifiers
Almost ubiquitous in broadcast media, dangling (@nattached)
modifiers are a pernicious blight on writing.

Fighting for her life, the horrifying attack left i a critical
condition in hospital.

Depressed and unhappy, his work began to suffer.

Still standing after 100 years, he plans to restioeebuilding to

its former glory.
These are examples of writers’ common failure aalty to examine
their writing to ensure that it makes sense. Ins¢ghexamples, the
modifier, the phrase that seeks to describe a peysahing, appears to
be modifying something else in the sentence. Alway® care to see
that modifiers and what they are modifying are dieassociated.

dash
Do not use a hyphen as a dash. Use an en-dashihe} is longer than
a hyphen and shorter than an em-dash. You cantffiaden-dash in
MSWord in <Insert>, <Symbols>. The en-dash takspace both before
and after.

TIP: YOU CAN SET UPMSWORD TO REPLACE THE KEYBOARD HYPHEN
AUTOMATICALLY WITH AN EN-DASH BY USING <ToOOLS>,
<AUTOCORRECT OPTIONS> AND <AUTOFORMAT>. CHECK THE BOX
THIS ALSO APPLIES TCELLIPSIS AND QUOTATION MARKS .

date (Seetime.)

decorations
Civilian and military decorations are used in idigimg a person only if
the decoration has some special relevance to thie report or feature.

direct speech

22



Quotes must not be altered from what the personaligtsaid. It is
important that direct speech be correctly punctliate that there is no
doubt as to who said what. Quote marks go outsidetpation unless
the quote is a partial quote beginning in mid-secee Note:

“This is the way the world ends,” he said.

He said: “This is the way the world ends.” (But althis form
of attribution)

He said this was “the way the world ends”.

Note that in a running quote, where a number cagraphs in quotation
marks are written in succession, the quotation mark not closed until
the final paragraph. Note also that the quotetitbated at the end of the
first sentence.

“I found evidence of large numbers of trivial crisn@ urban areas

that were largely unreported,” Ms Tucker said.

“More sinister was the serious violent crime in thieages, which

were regularly cited as the idealisation of théditianal way of

life.

“Fiji was being sold to tourists as ‘the way therldashould be’. I

found a horrendous amount of crime in the villages.
Running quotes must record what was actually satte order in which
it was said; they must not be a collection of @edtom throughout an
interview taken out of context and thrown togeti®.notstart a quote
without having introduced the speaker, ideallyniriradirect paragraph
immediately before the quote. An example of togfient thoughtless
quoting:

The Australian Rugby Union expressed concern akafiety after
plastic bottles were

thrown at the Australian sevens side in Wellingtast week.

“To suggest that a country who hosts more rugbyegaim a
year than any other in the world cannot run saféorld

Cup events is just childish and nonsense really, Ruigby
Union general manager Steve Tew said.
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The reader of such a quote has no idea that trekepquoted is not an
ARU spokesperson until the quote is complete. Eaeler has
understood the quote to be from someone elseésbéding read and has
a right to be intensely irritated to find the cotitassumed is wrong.

See alsattribution , comma, ellipsis.
disc/disk

Use “disk” to refer to a computer disk, but “digo’refer to other flat,
round objects.

disinterested
Means not involved, having no part of, so unbiagedipes not mean
uninterested.
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earlier, later
It is an unprofessional tautology to use “earlier™later” when each is
patently obvious. So an expression such as “Thp ahived earlier
today” clearly contains an unnecessary word ifwhiger means merely
that the action occurred before the report. Sittyilahe expression “A
verdict will be announced later this week” is edpdhtuous unless the
writer is comparing in time two or more incidents.

ellipsis
Ellipses are the devices used to signify omissionards in a
guoted passage. The device requires a space lzforafter
use: “The committee oversees health policy . d.ragulates
workplace safety.” See alslashto set up MSWord to
automatically set an ellipsis.

embarrass, harass
Note that the longer of the two words is the onehwivo “r’s.

enquiry (Seeinquiry .)

euphemism
The process of finding a “nicer” or apparently mpedatable alternative
word is constant in English and may be sometiméficuli to detect.
Conservative style should treat new, “nicer” wordth suspicion and
favour the existing usage: the US State Departnaemiding it would no
longer use “killing” in reports on human rights,idsat would use
“unlawful or arbitrary deprivation of life” (Menchg1987: 152). (Help!
Help! I'm being unlawfully or arbitrarily deprivedf life!) Similarly,
military jargon/euphemism used “collateral damagea’ the preferred
military way to describe killing in the Persian Gular. Prefer the
euphemism “undertaker” to the very euphemistic &asement
counsellor”. If a parrot or person is dead, useatfle not one of the
many euphemisms, such as “passed away”.
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every day, everyday
This is an example of two clear meanings. “Every’daeans “each
day”, while “everyday” means “ordinary”. Supermarkechains
advertising “everyday savings” are admitting theirsgs are pretty poor.

exhaustive
Comprehensive, thorough, using everything up; rbaasting.

exotic
Means foreign and, from elsewhere.

eyewitness
A witness can be assumed to have seen an evengventif the event
has only been heard, use “witness”, not “earwithess
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fewer/less

Use “fewer” when referring to numbers and “less’enireferring to
guantity: “Australia has fewer people than Indoaesid produces less oil.”
Use “more than” when referring to number and qugntather than “over”
or “in excess of”.

flaunt
To wave proudly or to show off. It has a totallyfelient meaning from
that of “flout”.

flout
To express contempt for something. It comes froenGlerman word for
“whistle” (cf “flute”), a way of expressing derigio

foreign words (and phrases)See alspaccentscliche andltalic)
Many words and phrases of foreign origin have keesorbed into
English and Anglicised (ambience, cafe, delicatesger diem). These
are treated as English words. Other words and pira® not considered
Anglicised, or are used directly from their oriditenguage. In such
cases, these words and phrases should be itali¢aeekample, the
intifada.

full stop, full point
The simplest of punctuation marks, the full pomtusually relegated to
sentence ending in most newspapers and this styleein the School of
Journalism and Communication. Its other main us&iseparate the
initials of people’s names, as in R.F.X. Connorténao space after
each).

Full points are not used after contractions or abiations (Dr, Prof, Ms,
St, Ave, Co, Ltd, km, g, etc, the Rev) or betwede fnitials of
organisations, states or countries (RAAF, CSIR@,QISW, PNG, the
UK, the US), ships (HMAS Sydney, MV Gascoyne) oemlicals (DDT,
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2,4,5-T, PVC, TNT).
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gender

The word “gender” refers strictly to the grammaiticaem of nouns and
pronouns (his, her, its, she, he, it): it doesradr to the sex of nouns
and pronouns and is not interchangeable with “sig”’male or female
“gender” exists. “Female” and “male” are sexes, genders.

grievous
Not “grievious”.
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headlinese

Headlines in newspapers have a style imposed byirttiss of space.
The words used in headlines often only approximatsuggest a definite
meaning. This style should not be imported intoegahwriting. Do not
use the short words of headlines, such as “bidams, “split”, “shock”,
“hit”, “duck”, “loom”, “crisis”, “war”, “slay”, “hi ke”, “cut”, “leap”,
“raid”, “rap”, “axe” unless precisely these mearsngre intended.
“Slam”, for instance, should be confined usuallyatdgting about doors.
This does not contradict the “short v long” rulerginforces the rules of

precision and clarity.

healthy

Writers often refer to “healthy” foods, failing tacknowledge the fact
that most food is far from healthy -- it's dead.gio insists that the
correct alternatives are “health-giving” or “heatttomoting”.

here, our

Do not assume that these words mean the same tedder as to the
writer. Publications are meant to be broadcast,“fsgre” in, say,
Brisbane does not mean “here” in Toowoomba.

Writers make the mistake of generalising a heteregas readership,
insisting they have the same proprietary attiti@le NOT use “our Gulf

ships” or “our state-of-origin team” when what iamt is “Australia’s

Gulf ships” and “Queensland’s team”. Again, be #iiec

honour, hospital, hotel

Use of “an” as the indefinite article before “hétahd “hospital” is no
longer current, although it is used before “honpuHeir” and “hour”
and the adjectives “honest” and “honourable”.

hyphen

Be aware of hyphens in proper nounsGeurier-Mail, General Motors-
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Holden’s, Rolls-Royce, Mercedes-Benz, Harley-Daeigs Bjelke-

Petersen, Toulouse-Lautrec — but note their absenseich others as
Kingsford Smith, Alfa Romeo, Castlemaine Perkingjalfs Deakin,
Coles Fosseys. Check if in doubt. $aenes

Use hyphens in compound adjectives — “the red-Haieman”, “a
single-issue campaign”, “limited-over cricket”, “ail-fired furnace”, “a
hot-water system”. The hyphen eliminates the anibidatent in multi-
adjective constructions. In the last example, thphken makes it clear

that the water, not the system, is hot.

Some commonly used expressions require more tharhgphen — “a
multi-Style Book million-dollar project”, “the Gagah-to-Moscow
railway”, “a cat-and-mouse game”, “a black-and-whibw” — or more.
Although such constructions are usually best awhideyphens are
essential in those such as “the old hair-of-the-thag-bit-you remedy”.

Note that “adverbial” compounds ending in “ly” an®t hyphenated:
they do not have the potential ambiguity of commbadjectives. Do not
hyphenate such constructions as “wholly owned sligosi’, “fully

booked concert”, “fairly big business”, “cleverlydged run”. Remember
that some purely adjectival forms also end in “Igd be careful with

such constructions as “silly-looking arrangemetélly-car driver”.

Other adverbial compounds (those not ending in"f-tpke a hyphen
when part of the subject and no hyphen when patthefredicate as in
“a well-known reason” but “the reason is well kndwn

Compare “When she was a six-year-old” (“person”“girl” implied
noun) with “When she was six years old” (no noumlied). Hyphens
are not used in the second example because theocoh@adjective is
not potentially ambiguous.

Compare “three-headed monster”, “R-rated movie” xet-wing
aircraft” with “single-engine aircraft”, “12-bar bés”, “two-room
house”, “nine-hole course”. If the “-ed” ending ch@ removed to leave
a meaningful adjective, then remove it.

Where no hyphen is required refer to a dictionarglétermine whether
there should be one word or two, as in: landowhabysitter, taxpayer,
but child care.
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The hyphen is not required between most prefixes the word stem,
even if the same letter adjoins. So no hyphen ésl us such words as
antihistamine, predispose, reignite, postgraduatmter, coordinate. An
exception is “re-sign”, which has a different memnfrom “resign”, and
“multi”, which often fits awkwardly with stem words

DO NOT USE A HYPHEN FOR A DASH.
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imply (Seeinfer)
To mean or to insinuate, to suggest the truth ofetbing. This implies
that “imply” does not mean “infer”.

indirect speech
Ensure that you are consistent in the tense you‘8a@&” is the past
tense of the verb “to say”, as your interview ocedrsometime in the
past. When your source talks about something shiaappening at the
time of the interview, use the past tense:

Cr Soorleysaidthe new water metergerenot available.
When your source talks about something that hampkefore your
interview, use the past perfect tense:

Cr Soorley said the new water methesl not
beenavailable last year.

When your source talks about happening
in the future, use the conditional:

Cr Soorleysaidthe new water metergouldnot be installed until
next year.

But “according to” sentences are in the same tasghat chosen by the
speaker.

The new water meters will not be installed thisryaacording to
Cr Soorley.

Freckles are caused by eating carrots, accordingi¢mtific
studies.

Do not use “that” when attributing indirect speertiess the sentence
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will be ambiguous without it. Thus “She said shesw# not “She said
thatshe was ill”.

But the “that” is necessary in “She said yestettthay she was ill” to
distinguish

it from “She said that yesterday she was ill".

Seeattribution , said.

infamous
Means vile or shameful, not notorious, although ettrimg infamous
may also be notorious.

infer (Seeimply)
Means to deduce or conclude from. Students may frden this
definition that “infer” does not mean “imply”.

inquiry
Use this spelling, not “enquiry”.

into, in to Seeonto, on ta

intransitive verbs
Such verbs as “protest”, “go”, “laugh”, “vanishagpear”, “appeal” and

“die” are intransitive verbs because they cannettadirect object. It is
no more possible to “protest something” or “appsahething” than to
“laugh something”. These verbs need a prepositiorinfnitive. An
exception is “protest innocence”, which is a sefgaend unique usage.
In the cases of “protest” and “appeal”, the prefimsiis often “against”.
The verbs “prevent” and “stop” similarly requirgpeeposition — “from”
— when combined with an active object. It is ineatrto write “That
will prevent him coming here”. The correct alteimas are “That will
prevent him from coming here” or the gerundive fprifthat will
prevent his coming here”.

“Irish”

Those patrticipial continuous forms of verbs thateha Gaelic ring (“will
be holding”, “will be having”) should be avoided favour of the more
direct future tense (“will hold”, “will have”).

-ise/-ize endings

Although dictionaries have tended to favour “-izgidings to verbs, with
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“-ise” as an alternative, news style is to favotise” endings. Kahn
(1985: 306) points out that very few verbs takdy “-ize” endings. They
include “capsize”, “prize”, “seize” and “size”. Mgnhundreds more
verbs takeonly the “-ise” ending — “advertise”, “advise”, “apprise
“comprise”, “devise”, “disguise”, “exercise”, “impwise”, “promise”,
“poise”, “raise”, “revise”, “supervise”, “surprise™televise”. Using the
“-ise” ending is much less likely to be incorrethis usage extends to
noun construction with “-ation”, adjectives, and @en: “civilisation”,

“recognisable”.

To avoid the unacceptable use of —ize endingscaouset MSWord to
“Australian English” through <Tools>, <Spelling a@tammar> and
<Dictionary language>. The alternative is to malyuamend —ize
endings to —ise.

Use this pronoun with care to avoid confusion ofanminrg. Consider:
“He shot at the rat with his revolver and it exgdd Another dangerous
use of “it” is to use it or another pronoun eariiethe sentence than the
noun to which it refers: “lts style book is likelyo dominate the
discussion at the next meeting of the Journaliamdé&its’ Association of
the University of Queensland’s School of Journalisiend
Communication.”

italics (See als@ccents cliche andforeign words)

Titles of newspapers, magazines, films, radio atelitsion programs,
books, etc. are written in italicSlife Australian60 MinutesThe Media
Report All the President’s Men But NOT the names of businesses,
organisations, or sports clubs (Channel 7, Friefidse ABC, Brisbane
Lions). This applies to businesses, organisationsciubs with non-
English names (Agence France Presse, Al-Jazeaa).Aj

Words and phrases used directly from a languager ¢tlan English are
also italicized.

SeeReferencedor a more detailed guide on the use of italics.
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jargon

Jargon develops rapidly in specialised groups, gibb because it
improves communication within the group. This does mean anyone
outside the group will understand the jargon. Aveildat is obviously
jargon, including the jargon of journalism — altlgbu“journos” may

refer to “pars”, a “story”, a “byline”, the “leadgrthe “intro” and so on,
these terms may not be clearly understood by readkriess writing for
a specific audience, avoid pop argot, electronidtany “buzz” words

(jargon), political/leconomic cant, “arty-crafty” sturity and the
gobbledegook (more jargon) of much sociologicativgi.

judgment
Only one “e”.
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lady
Even if the wife of a knight or peer, a woman isvaman. “Lady” is
used only as an imperial title or part of a propame (eg, Lady Fairfax,
Methodist Ladies’ College). This applies equallysfmrts reporting: the
“ladies’ tee” is the “women’s tee”; the “ladies’ d¢la event” is the
“‘women’s..."

lead/led
“Lead” is the present tense of the verb “to legagnounced “leed”. It is
also a heavy metal, pronounced “led”. The pastetesfs“to lead” is
“led”, also pronounced “led".

lengthy
Use “long”.

less thanSeefewer/less
liaise
Note the extra “i". See also “Ukrainian”.

licence/licensgSeepractice/practise)

like

“He treats that student like a baby” is correct Hikeé” is used as a
preposition. “He treats that student like a mothmats a baby” is
incorrect — ‘“like” is used as a conjunction. Use ‘tike” is also
incorrect in “He went on talking like nothing hadgdpened”; “It looked
like he would never stop”; “Like the professor said.” Kahn (1985:
330) points out that, as a rule of thumb, if “likedn be replaced with
“as” (“in the way that"/“in the same way"), “as iir “as though”, then
“like” is incorrect. Use of “like” is correct onlwhen such replacement
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is impossible.

loan/lend
“Loan” is the noun, “lend” is the verb. The pashde of the verb is
“lent”. So a loan is what is lent, not “loaned”.e8&rbalised nouns
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measures
Scales of measurement are not part of what theguneaSo
temperatures cannot be hot or cold, only high w: Bimilarly, height
cannot be tall or short, or prices expensive oaph&/hat isneasured
may be tall or short, expensive or cheap.

media (Seeplurals.)

Media is a plural noun (the singular is mediumthalgh it is now
common to treat media as a singular noun, do NO3odd he media
ARE ...

meter, metres
A meter is a device for measuring; a metre is idefilength.

meticulous
Should not be confused with “scrupulous” or simfagreful”. It has the

useful meaning of “too careful”, “slavishly precise

minuscule
A spelling to watch.

money Seenumbers.

more than Seefewer/less
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names

Names of people, places and things are of fundahémportance to
news writing. The correct names and the corredlisgeof names must
always be checked and rechecked. Even the most oomounding
name must not be assumed to be spelt the usual ceagider Smith,
Smyth and Smythe; Main St, Maine St and Mayne &tsér and Frazer;
Ffrench and French; Thompson, Thomson, Thomsenmphken and
Tomson; Johnson, Jonsson, Jonsen, Johnston anstdioén

Some cultures use names differently from the norBhalopean way.
Some Asian names, for instance, Chou En-lai, Mustiames, for

instance, Saddam Hussein, and Polynesian or Hwamgarames may
have the family name first. If honorifics are apmiate, Chou En-lai
should properly be referred to as Mr Chou and Sadé#ussein as
President Saddam. Many cultures do not share thepEan practice of a
married woman taking her husband’s family name;wfife retains her
family name. In some languages, such as Russiaimimutive name

may be used instead of the formal name. Always lcleazefully the

correct use of names.

non-sexist language
Avoid using gender-exclusive terms such as “firehase “firefighter”)
and “man-made” (“artificial”, “manufactured”).

nor
Use only after “neither”.

numbers, figures
Numbers from nought up to and including nine araallg spelt out.
Numbers including and above 10 are written in fegurThe exceptions
are in such constructions as “9am”, “January 2'¢";2'$3", “5 per
cent”, “Erik Bloodaxe, 6, of St Lucia, . . .” (busix-year-old Erik
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Bloodaxe”). Numbers that contain four numerals db llave a comma,
those with five numerals or more do. So “1993” tif,993". Millions
are written in figures and words: 2 million.

Do not start a sentence with figures: if the numibest occur at the start
of the sentence, spell it out.

Decimals require careful attention. Such expressam.5 are
meaningless and may be misleading if the decimialt @ not clearly
printed — the correct form is 0.5. The zero is img@at in writing decimal
currency figures — $1.05, $210.08, but $5, not 5-@nd time —
2.09pm, but 2pm, not 2.00pm.
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officialese

Reporters of government, especially local goverrremd the law must
avoid the bureaucratic language to which these nisgtions or their
servants cling. “Re your Correspondence of thé fifttimo” or the like
from someone’s “most Humble and Obedient Servafitl may be
found in bureaucratic writing, and everyone is fa&aniwith impenetrable
legal documents. Reduce the language to simpleidbnghd eliminate
the pomposities. Local government bodies thattlikeefer to themselves
grandly as “Council” should be reported as “therall.

only, nearly, almost
It is important to recognise that such a qualifyimgrd as “only”, as well
as similar qualifiers “nearly” and “almost” need e associated clearly
with the words they are to qualify.

“He only grows apples and pears” is understoodpiesh, since stress
can be placed on words to affect their contentwiiting, though, it is
not clear whether the grower grows only apples pears or if he only
grows them; that is, he does not sell them, eahtbedo anything but
grow them. In its present place, “only” appeargualify “grows”, rather
than “apples and pears”. The best way to ensute‘dndy” is correctly
placed is to insert it as close as possible touvbel it is to qualify.

onto, on to
Note the difference between “We walked on to the beidge” and “We
walked onto the next bridge”. The Oxford Englistciiinary gives “on
to” as the only correct form, but school styleasuse both terms, as in
the examples.

over (Seefewer/less)
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Paralympics
Not Para-Olympics. Participants include those whe garaplegic and
guadriplegic (note the “i").

part, portion
Do not use “portion” for “part”. A “portion” is aallotted share.

participles
Look carefully at how participles relate to nouMisplaced participles
usually require complete rewriting of a sentenceteNthe difficulties
with the following: “Standing 12 metres high, thend blows through
the tower's chimes”, “Being stolen, the police reed the money”,
“Walking to church, a dog bit Billy”.

per
This Latin preposition should be used very spayind®eplace “per
annum” with “a year”, “per person” with “a persowt “each”, “per
hour” with “an hour”, etc.

per capita
Do not use this Latin phrase for “each”, “a head™@person”: it means
none of these (Fowler, 1965: 428) and is an unisacg&laboration.

per cent
The style is to use “per cent”, not “percent” or™%ercentage” is one
word. Unless at the start of a sentence, percernsagjevays written as a
figure: 2 per cent, 34 per cent.

Do not use “per cent” in police reports of bloodadiol breath tests: the
readings are in mg of alcohol/200ml of blood. Mithms of alcohol

cannot be a percentage of millilitres of blood amyre than kilograms of
apples can be a percentage of litres of water. géisathave been
dismissed in which the police certificate tenderedourt included “per

cent”. If a reading is given as 0.08, then leawasithat.
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person
“Person” is usually the singular, “people” the @lumot “persons” as in
American usage.

personnel
Note the double “n”, as in personnel officer.

plurals
Plurals are generally formed by adding an “s” os"“é the singular
noun (donkeys, asses). But English has many othealgorms.

Many words that end in “y” change to “ies” in thiei@al (“babies”,
“gypsies”), except when they are proper nouns (tthe Germanys”,
“both Aunt Sallys”).

Many words ending in “f" or “fe” take “ves” in thplural
(“self"/*selves”, “life"/“lives”). Others simply t&e an “s”
(“belief'/“beliefs”, “roof’/“roofs”, “carafe”/“carafes”). Some have
optional “ves” or “s” plurals; in this case use ttietionary’s first option.

The “0” ending can vary randomly (“potatoes”, “toimas”, “broncos”,
“albinos”). Words that end in “i" can be trustedvalys to take only “s”

in the plural (“taxis”, “corgis”, “bikinis”).

The plurals of Greek-derived words that end in “ardy be formed with
“a” (“phenonemon’/“phenomena”, “criterion”/“criteal’) or simply with
an “s” (“protons”, “neutrons”, “skeletons”).

Remember that “the media are”, “the data are” dhd Strata are”; “the
phenomenon is” and “the criterion is”.

Plurals of Latin words ending in “us®, such as “cet and “ignoramus”,
are usually formed with the addition of “es”, ndt “cactuses”. Others,
such as “genus” and “opus” require the “era” endiggnera”, “opera”.
Greek words ending in “pus” (for “foot”), such gadtypus” and
“octopus”, no longer have the plural “podes” endamgl never had the
“i” ending. Plurals are formed with “es”.

The plural “-s” does not apply to metric contrangoWrite 20km (not
kms), 25km/h, 45¢g (not gms), 2.3kg, 25t, 30c, 250l¢d.
Although grammar texts may offer some rough rulehiomb for the
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many forms of plurals in English, students shoekth the plurals of
commonly used words and check with a dictionarymimedoubt.

practice/practise
“Practice” is the noun and “practise” the verb. Banty, “licence” is the
noun, “license” the verb; as is the case with “adViand “advise”.
Practices may be practised; licensees are licears@dhold licences.
American usage differs and is not consistent.

program
Use this spelling, rather than “programme”. FowlE965: 463) points
out that “program” was the regular spelling urti¢ t19th century and
that for consistency the spelling ought to confavitlh other words
derived from the Greek “gramma”, such as “telegrataihagram”,
“cryptogram”, “diagram”.

proved
This is the past tense of “prove”. The word “proveman obscure
Scottish legal term
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Queensland
Some common placenames present frequent diffisuldete: South-
East Queensland, Mt Coot-tha, Story Bridge, Indopiity and
Woolloongabba (but Wollongong in NSW). Type “Qudand”, not
“Qld”, not “QLD".

quite/rather
Unless used ironically (in quotes) the apparentifigis are a waste of
space.

guotation marks

Quotation marks have a number of functions. Theyused to:
i) define what exactly has been said or writteralgpurce (sedirect
speech;
i) define words used in a special way or to emsg®athe unusual sense
given to a word,;
i) define some titles;
iv) define familiar names.
Examples of (ii) are:

Bathers were warned to watch for “Noah’s arks”.

We ate some of the “stew” from the bucket.
In the first example, a special kind of languadgnming slang, is used.
In the second, the writer is suggesting ironictilgt what was eaten
could hardly be described as stew.

An example of (iii) is in identifying titles withititles:

Eckersley, R. (1986), “Science becomes newsistralian
Journalism Review8 (1 and 2).
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Names of books, magazines, journals, films, radibtalevision
programs/series and plays should be italicisedniBpsongs, short
stories, episodes and individual segments withitiorand TV programs,
and articles should be put within quotation maHa. example, “A
dangerous business” broadcasEaur Cornersin July 2004.

Use of (iv) is in such examples as Noel “Crushdeéal; Allan “Captain
Grumpy” Border, Arthur “Legs” Diamond, lan “MollykMeldrum.

Double quotation marks are used in all cases, éxasiole double
quotes, where single quotes are used:

“Bathers were warned to watch for "Noah’s arkshé said.

TIP:YOU CAN SET UPMSWORD TO PRODUCE SMART QUOTES RATHER
THAN 'STRAIGHT QUOTESBY FOLLOWING THE<AUTOFORMAT>
INSTRUCTIONS SEEDASH.

guotes(Seeattribution , direct speech indirect speech)
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refute
Means to disprove, not to dispute or disagree.

restive
Has a meaning close to “restless”, almost the dppos“restful”.

restaurateur
Not “restauranteur”. The word comes from the sama€&h construction
as “amateur”.
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said
In news reporting, the simple, unequivocal “saglaiways preferred in
attribution. Such words as “admitted”, “agreed”otcluded”,
“continued” and “commented” all have shades of ne@athat interfere
with objectivity in reporting. Use words other thaaid” only in
exceptional circumstances.

Use the form: “The country was going to the dofgs,dolonel said.” Do
NOT use the nursery-rhyme form “. . . said the neld

Seedirect speechindirect speech tenses
semi-colon

The semi-colon is used for clarity in a seriesejparates a series of
equal elements when the individual segments comtaiterial set off by
commas.

We decided to spend our money for fishing gear topeof-the-
range, two-speed, roller-bearing reel; 30kg nylaonofilament
line, probably about 1000m; hooks, sinkers, rings split shot;
and a selection of jigs, plugs, wobblers and spoons

A semi-colon must be used when joining two independlauses
without using “and” “or” or “but”.

Smith opened the window; her accomplice openeditioe.

A semi-colon must be used when a conjunctive agwmmonly
“however”, joins two independent clauses.

The board meets tomorrow; however, nothing wiltleeided.
They were ordered to return; nevertheless, thegeho stay
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Note that a comma must follow the conjunctive abver

sexism/gender
University of Queensland policy is to avoid sexisntanguage. Such
words as “spokesman” should be replaced by “spekesp”. Use
“chair”, not “chairman” or “chairperson”.

Do not use the archaic forms “she” and “her” whefemring to boats,
ships or aircraft. Nations are also sexless, aaghtbnoun is “it".
Similarly, though cyclones may have male or fenmames, their
pronoun is “it”.

English has no singular pronoun that includes letiders. Although the
generic form “their” is becoming accepted, avoid torm:

“Each student must be aware of their responsidliti
A better alternative is:
“Students must be aware of their responsibilities.”

However, when the common sex of a group of peaptdeiarly
understood, the correct pronoun gender should &e. us

Each student of this exclusive girls’ school muesilware of
her responsibilities.

SeeValuing Diversity: A Guide to Using Culturally-Indive Language
(University of Queensland, 2001).

short v long
Use a short, simple word rather than a longer waltthough longer
words have their place, avoid the temptation t& $eme” by using the
sonorous rather than the direct. A useful guide srefer Anglo-Saxon
to Latinate words (Williams, 1975: 150).

Some examples:

Long Short
accordingly...............ceevinerell SO
adjacentto.........ooeeivieiie i iininns next to
ameliorate.............cccoe i, improve
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approximately.............o.ooeeeennen about

ascertain.........ocoevii i, learn
assist(ance)........coceveeviiin e help
attempt.......coooi i try
COMMENCE......cceeeeererrrneeeeeeeeeeeennns gihestart
consequently...........oooiie i, o)
CONSIIUCE.......ooeii i, build
CONSUME....eiiiie it e e et een s drink, eat
CONVEISE...uiiit it ie e eeieeieeeaen, talk
deceased, expired...........ccceeeeeeee dead
discontinue.............coceeviiininn, stop
donate, contribute.................... give
endeavour............ooecuvivieieeeeeeeenn ry..t
EVINCE...uuiiiii i show
exceedingly.........ooocviiiiiiiiiiee e, rye
expedite.........oooiiiiiii e .Speed
extinguish..............ccns put out
facilitate...........ccoo v, help
heretofore.........cccoovviiiiiiiieecnne. before/until
now

incarcerate.........ocoevevnenineannns jail
inebriated..........cccccoviiine i drunk
INFOrML..ceiiiii e tell
INQUIFE...evvvieeieeeee e e e ask
lacerations, contusions..............c....... chisjses
luncheon.........cccooevviiiiiiiiiie e lunch
Manufacture .........cccceevviieeeeininnnd) kena
merchandise........ccccccveeevevieccnnnnnne, og®
necessitate............ccccvevveeennnnnnnJf0rce
orientate.........cccevveviiiiie e orient
POSSESSEd....coiiiiiiieiiiiiiiiiieeeen had/owned
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o] (oo =T=To R go..

PUIChase.......cccvvvvveeiiiiiiiiiinnnnd uy.b
remunerate...........cocccevvveveeeneenennenn, pay
FESIAE. ..o live
FESIdENCE.....evvvieiiiiiiie e ause
reSUSCItate......ccceeevivveeeeeiiiieeees evive
ShOrtlY oo, saon
situated. ..., (usually omit)
State.. i say
subsequently..........cccciiiiiiieniennnn. Hatkeen
sufficient.........cccoiiiii, naugh
terminate..........cccoeeiiiiiiiis den
therefore........cccccvvvvvvviiiiiiinnns Q..s
ULIlISE. e use
whole of ... Il..a
singular

All organisations are single entities and shouldrbated as singular. So,
“The government is . . ."”, “the group is”, “BHP has.”, “Castlemaine
Perkins Ltd brews . . .”, “White and Associatesiges . . .”, “Brisbane
City Council has decided . . .”
The singular number is extended to such constmets:
The architect, Smith, Jones and Brown Partners, . .
Bridge and Culvert Constructions, engineer forghgect, . . .
Arnott’s, maker of biscuits, has decided . . .
sometimes, some time, some times, sometime
These all have separate, distinct meanings andaodiieterchangeable:
“l go fishing sometimes.”
“I'll go fishing at some time.”
“Some times are better for fishing than others.”
“I'm a sometime (former) fisherman.”
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spelling

Use an English (not American) dictionary whenevaswe of spelling.

Where it gives you a choice of spellings, use ir& bption, unless this
style guide says otherwise. Note that spellchedkecesmputer software are
often based on American dictionaries, are unabtietect errant homonyms
(eg, there, they're, their) and are of limited wsedss.

Avoid the temptation to guess spelling: guessirayitably makes a writer
look stupid. Always check. Intuitive spelling abjlican be developed only
by reading, referring and remembering, althoughesaumtes are helpful.

Some words that cause frequent difficulties are:.

abattoir accommodate
adviser aficionado
Antarctic (A)arctic
asphalt athlete
barbecue berserk
bureaucratic burglar
calendar callus/callous
Caribbean cemetery
combated commitment
connoisseur consensus
dependent/dependant descendant
develop diphtheria
ecstasy eighth
eisteddfod environment
exaggerate exhilarate
exhort exorbitant
February gauge
haemorrhage hierarchy
immediately indispensable
jewellery loath/loathe
mackerel manoeuvre
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mathematics necessary
nickel nuclear
parallel(ed) papaw
phosphorus possess
prejudice privilege
propeller quite/quiet
reservoir restaurant
riesling separate
targeted tetanus
tragedy truly
undoubtedly vacuum
vegetable villain
weird

suicide

This noun should not be used as a verb. Use “cosungide”. A person
cannot “suicide” any more than a person can “hageitanother.
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tautology
Do not say the same thing twice in different wowrlsyasteful habit well
developed by some sports commentators. Some coraramples are

“repeat again”, “total stranger”, “new innovatioritiifferent

” o« LTS

alternative”, “general consensus”, “close proxifityuture prospects”,
“full potential”, “past history”, “essential preraiite”, “a new record”,
“8.30pm at night”, “2am in the morning”, “actualdia”, “the reason

why”, “the reason . . . is because . . .”

technical terms

Technical terms should be used without quotatiorkmar italics —

“Elevons are moveable control surfaces locatetherirailing
edge of an aircraft's wings. An elevon servessdu@e function as an
elevator and an aileron.”

This is not the case when the technical word anftisrdirectly taken

from another language, and has not been Anglidisegthich case, it is

italicized —Gemeinschafta sociological term), or it is so unfamiliar that

it is being cited (it is then put in quotation mswk “creative commons”).
tenses (see alsindirect speech)

Print journalism normally uses the past tenseeperts follow the

events, etc. described:

“The greatest cricket show on earth yesterday wdrtine hearts
... " (Courier-Mail).

This is not necessarily the case in broadcast gism, where the
reporting may coincide with the events. In thise;ase the present
tense:

“Crowds are gathering here for the greatest crisketv on earth
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However, the use of tenses should be accurate@thdte present and
future tense should be used where appropriatspiective of medium:

“Rupert Murdoch’s News Corporation is eyeing a $Ufilion
buy-out ... ” Financial Review

“Australian troops in Aceh will remain unarmed ..(Sydney
Morning Herald.

Pay particular attention not to mix tenses, paldidy in indirect speech.
Seeattribution that, which

These relative pronouns are not interchangeablevaitel's should not
imagine that “which” is the literary form of “thatUse “that” in so-
called restricted clauses.

The house that Jack built is still standing.
Use “which” (and commas) for unrestricted clauses.
The house, which Jack built, is still standing.

The first usage here is restricted to one partidutaise; the second is not
restricted. In the second example, the clause legtwee commas simply
adds extra information that is not essential tosétence.

For further explanation, see http://ccc.commnefg@dunmar/notorious/
that.htm.

the
In journalism the definite article is often omitté€&@rime Minister John
Howard"). This is a debatable practice as primeisten is not a title but
a role. However, there are two instances whereuhacceptable to omit
“the” —
where “the” forms part of the title or namEhg AustralianThe
University of Queensland), in which case it takespital letter;
where “the” confers uniqueness (the Queen [if ypdesire], the
Mufti of Jerusalem), in which case it does not taleapital “t".
time
Stories should be written with publication datesnimd. If an event
occurs on June 22 and the next edition of the papkRme 21 then write
“. .. will be held tomorrow (June 21).” Similartpext week”, “last
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month” or “on Tuesday” should be used and the dctate included in
brackets as confirmation. News style for time inaise: “11am on
November 2, 1911” is an example.

See alsmumbers.

tiresome
Means “tedious” or “boring”, not “tiring”.

titles, ranks

School style is to use Mr and Ms (not Mrs), as waslProfessor,
Associate Professor, Dr, Sir, Lady, Princess, Gdoiet Captain,

Colonel, etc. At second and subsequent referenodéssBor and

Associate Professor are both written as “Profes@ben “Prof” in
subsequent uses).

Give the person’s full name at first mention, ahneréafter their title and

surname: “Fred Smith . . . Mr Smith”. Similarly,rtfessor Fred Smith

... Professor Smith”, and “Dr Fred Smith ... Dr Smith”

Note that in the case of knights, the first name ot the surname is
used: “Sir Fred Smith . . . Sir Fred”.

Only Mr, Ms, Dr, Br, Sr and the Rev should be uasaontractions.
Note that “the Rev” requires a given name as injrfstance, “the Rev
Fred Smith”. Thereafter, the reference is “Mr Sritiot “Rev Smith”.
Roman Catholic priests are normally referred téraslthough some
have the title Monsignor. Some Anglican priestSgréo be referred to
as Fr and Anglican priests should be consulted tahaj as should
female priests about their preferred title. Bishspsuld be referred to
formally at first reference and thereafter as “Bigh . .”: “The Bishop of
Boolaroola, the Rt Rev Fred Smith” or “the Most Heed Smith” at
first mention, then “Bishop Smith”.

Titles in sport often look strange: “Mr Langer”, tNWiundine”, “Mr
Rafter”. To avoid this awkwardness, avoid honosifior all names
involved in sport, whether they are the names oftspcompetitors or
officials. Imperial titles and police or militargnks may occasionally
intrude on sports pages and are the exceptiotmsstouie.

Court reporting presents a dilemma that must balved fairly.
Although it may appear odd that a criminal showd&ferred to as “Mr”
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or “Ms”, many people who face charges in courtratcriminals, even
if found guilty. It is appropriate, then, to reterall people involved in
court proceedings in the normal way.

Police should be given their full title at firsfeeence, and thereafter an
abbreviated title: “Senior Constable Brown . . n &®nst Brown”,
“Sergeant Hobbs . . . Sgt Hobbs”. Note that palargks refer to rank,
not division of activity. So Detective Sergeant M&'Leary is “Sgt
O’Leary” at second mention, not “Det O’Leary”. Slarly, Detective
Inspector Jones becomes Insp Jones.

Titles should normally be as brief as possible hiumnorifics as “the
Hon”, “the Right Hon", “His Highness”, “His Exceltey”, “the
Worshipful”, “His Grace” are not used.

Seedecorations

try to
Not “try and”.
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U

under water, underwater
“Underwater” is the adjective. An underwater filmmade under water.

‘underway’
This should be two words.

unique
Has an absolute meaning and has no degrees. Ad¢hmpt be “rather
unique”, “very unique” or “quite unique”, although can be “almost

unique” or “nearly unique”. Other absolute adjeetivinclude “absolute”,

“complete”, “contemporary”, “entire”, ‘“essential”, “extreme”,

“supreme”, “total”.

University of Queensland
Do not refer to The University of Queensland as&pséand University
as this could lead to confusion with Queensland/ehsity of
Technology. The “The” before the University of Quskand is
capitalized because this is the university’s progane. When referring
to it as “the university”, do not capitalise “unreéy”. Seecapitals.
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V

VErsus

This Latin preposition is used often in sports cdpynust be used only

as a preposition, never as a verb. Do not writauit®&&ydney will versus
Balmain”.

verbal nouns
Although many nouns have usefully become verbso{yshk “to shop”,
“ship” — “to ship”) and others are sidling in toethvritten language (“to
lunch”, “to video”), writers should not assume theocess is universal

and automatic. It is not yet possible in Austrabaget away with “to
impact”, “to audience” or “to road”.
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wasteful words
An important part of clear writing, especially newsting, is economy
of words. Writers should rigorously check for flgtdxpressions and
usually prefer the concise forms. (See alsort v long.)
Some commonly used wasteful expressions and thefienped

forms are:

a large proportion of ...........eoeciiiiiiin many, most
asaresult ........ccooovviiiiini e, because
atabout ..........oo e, at OR about (not
both)

at the presenttime..........ccccoeveeeers e now

at this pointin time ..........ccccccccooinie. now

black ban...........oooii e ban

(o= 14 V2K 11 | S do
callahalt........ccoeeveiiiiiiiii s stop
constructed of .......ccccoeevviiiiiiiiiiii e made of
consult with ..o consult
continue to remain...........ccoeeeeivvvvinnne stay
exceeding speed limit..............ccoees speeding
filled to capacity .........cccceeveeeiniiiiieene full

gain entrance t0..........cccuveeeviieeesssieens enter
gale-force wind .........cccocviieeree e gale
inadvance of..........ccccciiiiiiiiiniieen, before

in attendance at...........occceeeeiiiiers o at

inclement weather conditions ................ badhther
in conjunction with.............ccccc.oooi and/or
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in consequence of ........cccccvviiieeeeeii o bhecause

INOrder t0.......uueeeeiieeiiei e to

in the course of .......cccceiiiiiiiiiiiiieees in/during/while
in the early hours of Tuesday morning ...early cieSday
in the majority of instances................... ostly

in the vicinity of.......cccoee i, near

in view of the fact that....................... since

is of the opinion ... believes

made an approach to................c...... approached
made good their escape ..........ccc.eeeee capsd

meet With.......ccccoeii e meet

on account of the fact that .................. eciuse
ontheincrease..........ccooecviiiieennnnnld ncreéasing
place under arrest.......ccccceeeeeviiciinnnnn. arrest
preparatory to.........ccccveveeeeeeeeeiniinns before

o] 1] g (o TSP before

render assiStanCe ..........ccccceeeiiiiiiieead help

SIt dOWN....ooiiiiii e sit

situated at.......cccceeevviieiiei at

speed up/stand up/wake up ............coe... dpnd/wake
succeeded in defeating.................coees edefd, beat
sustained iNjUres .........cccccoeveviivininen was hurt

12 noon/12 midnight............ccccvvvnnnee. noon/midnight
take strike action..........cccceeviiiiericenes strike

VISIt With ... visit

WaS 8 WItNESS 10 ..vvvvveeiiiiieeeiiieee e saw

was suffering from...........cccooiiiiiinnees had

wearing apparel ..........cccccvevieieeeeenee clothes

with the exception of ...........cc.ocoiiiead except

Western Australia
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Not “West Australia”. “Western Australian”, not “VgeAustralian”.

where
Avoid misuse of the word “where” when “at whichin“which”, “during
which” or “with which” is intended, as in: “The mi@g where it was
discussed”.
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Information for students
submitting copy to
The Independent Monthly

In broad terms conventional news stories will besidered for publication
on the following criteria: (a) traditional news uabk and (b) adherence to
the demands of news and house style including:racguinverted pyramid
structure; most appropriate lead; correct formtwftaution; correct tense,
voice, punctuation, spelling and grammar; logi@lelopment; adherence
to style requirements established for this jousmalprogram; and
adherence to the demands of the law and professtirieal behaviour
(See the School’'s Handbook).

The preceding requirements are NOT listed in adgoof importance. All
are important and failure to meet any one of ttevaltould see your story
spiked. Students sometimes have a view that tolatiea letter in
someone’s hame is not a serious transgression. Svighy is wrong. A
mistake of exactly that kind cost a local newspapgreat deal of money in
a recent defamation action. An otherwise perfestijten story in which a
person’s name is incorrectly spelled is a dangetiing.

Material written outside the demands of conventio®avs style (the
inverted pyramid) will also be considered. But tleenands of accuracy and
attention to detail apply. One wrong word, whiclulcbbe fixed in a trice,
could render a story mortally wounded.

Stories must be genuine. Fake or manufactured stas or quotes will be
treated as cheating and dealt with accordingly. Stlents must adhere to
the professional and ethical demands spelled out the School
handbook and style guide.

Reporting on the activities of family members atabe associates is not
acceptable. Apart from anything else, they preaeariear conflict of
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interest. Journalism should not only be done, dusthbe seen to be done.
There is always the possibility transgressionsatenid up on “Media
Watch”.

Students should be aware that all stories publigh#te School's
newspaper carry bylines (your nam&)story invented just to meet a
deadline could appear in the paper with the aushmaime on it. That could
have serious personal ramifications.

Details of sources used, including contact details,to be provided at the
head of each story and must be completed in fuli/thing that the editor
should know about the story or the sources used beuset out at the head
of the story

Students should experience what it is like to reparmatters beyond the
familiar and outside the limits of one’s normal dorhzone. The faint-
hearted and those terrified of telephones, or \wigt be encountered at the
other end of them, or of people in general, havevercome their shyness.
In general the message is, those taking part stlygmildut and about as
much as possible.

Rewritten press release stories are not accepfatdss releases are to be
regarded as signposts only. Any such source mhstdalld be indicated as
a source at the head of any story submitted.

Stories submitted must comply with layout requiesits established for the
paper. We have hundreds of stories to copy ane jgast if you do not take
the trouble to get these details right, your staay be passed over.

Stories should be submitted as attachmenitsdiependent@ug.edu.alhe
subject line of the message should be the nam&lg) you have given
your story in no more than four words, and your sage should read: Story
(followed by the slug) attached. Your first nam#édwed by your second
name (as shown on the mySlI-net database). Do rgtfto attach the
story. It happens.

The story attached should be set out as a Wordndexuas follows:

A4 page/s headed with the following:
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Slug (story name);

Version; (the first, or second, or third, etc., youhave submitted. We
need to know the latest);

Student’s name;

Current phone numbers (that will reach you); and enail address (that
will reach you);

Date story written (in other words, when it was curent);

Word count (go to Tools, select Word Count);

Double spaced;

Single sentence pars;

A sans serif font (i.e Century Gothic; Arial etc.)

11 point

At the head of each story students should provideedails of the sources
used and where they can be contacted.

Students must also provide a declaration at the enof each story:This
story is my own work and complies with the demasetsout in the student
handbook. Your name.

Please note the following.

Attribution: Organisation, position, name: as in Toowong Commercial
Bank chief executive Clarice Spofmp commas)except where the
combination is too long or confusing as inThe Pacific regional manager
of Oceania Fast Food and Slow Service Inc, Cla8peng{(with

commas).

Next usageMs Spongdrop the first name)
Honorifics do not carry a full stop (ie Mr Ms Dr)

Professors are alway#rofessofnot Mr or Ms or Dr) for the first usage.
Thereafter Prof

Quotes:“Now is the time for all good men and women to caméhe aid

of the party,” Ms Spong said.
Punctuation inside quotes.
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NOT

“Now is the time for all good men and women to cam¢he aid
of the party”, Ms Spong said.

NOR

“Is this a good time for all good meamd women to come to the aid
of the party,” Ms Spong asked?

“Now is the time for all good men and women to caimehe aid
of the party,” said Ms Spong.
Running quotes:

“Now is the time for all good men and women teneoto the aid
of the party,” Ms Spong said.

“We need to win this election.
“A mammoth effort will be required from all memats,” she said.
Partial Quotes:

Ms Spong said a “mammoth effort”uleb be needed from all
members.

A quote within a quote takes single inverted commas

“He looked very angry and said ‘linot fooling, believe me’, and
| did believe him,” Mr Bloggs said.

Once the word“said” (which is past tense) appears in an indirect speech
sentence,_all related verbs must correspondhey must be past
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tense verbs.
Thus, DO NOT write:

Ms Spong said a "mammoth effort" will be requirgdm all
members. “Will”is incorrect.

Instead be sure to write:

Ms Spong said a "mammoth effort" woube required from all
members.

And, for example:
"The time has come," the walrus sdidirect speech)
The walrus said the time has corfiedirect speech. WRONG!)

The walrus said the time had comélndirect speech.
CORRECT)

PLEASE DO NOT MAKE THE MISTAKE OUTLINED ABOVE.
THAT IS, DO NOT USE PRESENT TENSE VERBS AFTER “SAID”
IN INDIRECT SPEECH PARS.
WE HAVE TO CHANGE YOUR COPY IF IT IS WRONG, AND WE
HAVE MUCH BETTER THINGS TO DO.
Active Voice:

The cat sat on the mat.
NOT Passive Voice:

The mat was sat on by the cat.

Except in exceptional circumstances

Numbers: 0to 9 are spelled out;10and above are written in figures
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Thus:
But:

Money:
words

Per cent

Its/it's

Time:

Date

Numbers belowl0000have no comma

3000 head of cattle

40,000 horsemen

Sums of money are given as figurasot written out in

$27,190NOT twenty-seven thousand dollars

per cenlOT %

Do NOT use American spellings of words in whichhte
“s” appears as &z" (Change your word processing
package to Australian English or amend your copy

before submitting it).

“Its” is a possessive pronoun indicating something
belonging to“it” and does not have an apostrophe ... in
the same way that'hers” (that which belongs to*her”)
does not have an apostrophe. That which belongs to
"him" is "his" and it does not take an apostrophe either.

“It's” is a contraction of the two words'it is” and the
apostrophe indicates a letter has been omitted ... ihe
same way that the apostrophe ifican’t” indicates
missing letters

10amNOT 10.00 am

Monday,September 11, 200NOT 11 September 2001
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During the 1950¢0T During the 1950’'s

More than More than 12,000 people attended the rli@T Over
12,000 people attended the rally

En dash Use aren dash{—) NOT a hypher(-) to indicate a pause.
In Word, select Insert from the menu at the top othe
screen, select Symbol, select the en dash and iriser
into your copy. The hyphen is used only as a hyphen

Reporters must also keep in mind that there are hudreds of student
reporters in Brisbane chasing stories. The capacitgf Ministers, and
state and city council agencies to respond to stuateinquiries is, quite
reasonably, very limited. On the other hand, we haw a responsibility to
give people an opportunity to respond to matters tht are raised in our
stories. You could be disappointed if you are relyig on a response from
the Premier as the basis of your story. Please bealistic and pursue
realistic goals. If you have a story that needs tgo to the Premier,
discuss with the editor.
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Referencing

referenced (as suggested earlier). The school dapted the

following method as its referencing style. Notettpanctuation
and the position of punctuation marks are an ingsarpart of the style.
This method is an adaptation of the MLA style. Buyhave problems
referencing an unusual item, check in #ieA Handbook for Writers of
Research Papeysn the library. Please ensure that all your mieing in
essays done for the School of Journalism and Corwation follows this
style, and be aware that referencing styles vamnyfschool to school.

You should ensure that your academic work is metily

Parenthetical Documentation

School style is to use parenthetical documentatitirer than footnotes:

Bowman (1988: 206) states that the newspaper’srigtop “gives it its
political orientation”.

Material that is quoted verbatim must be acknowdelgy the use of
guotation marks. An extract of three lines or mghieuld be indented (left).

According to Bowman:

The proprietor decides where in the market he wangstch the
paper: whether its chief appeal is to the more athacor less
educated, or to particular age or social groupsgides it its
political orientation. (1988: 206)

Note: such extracts do not take quotation marks.

Except in those cases where you quote directly,r yessay will
accurately summarise or paraphrase the material hae read (with
appropriate acknowledgment):

It has been said (Bowman, 1988: 206) that a praprigives a
newspaper its political orientation.

or

Decisions made by a proprietor give a newspapegalisical orientation
(Bowman 1988: 206).
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Where there are two or three authors, give allrtearnames in the
documentation. Thus:

There arefive filters in the propaganda model (Herman and Chomsky,
1988: 13).

Where there are more than three authors, givehait surnames on the
first mention, and thereafter give the surnameheffirst, followed by “et
al.”. Thus:

The values of the dominant ideology are considestdral and universal
(O’Sullivan et al., 1983: 103).

Where there is no author for an item, use the, tittaf the whole title is
too long and clumsy, use a shortened version dfitiee
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List of Works Consulted or Bibliography

This listing should be at the end of the essaytistaon a new page. It is
recommended that students use a hanging indenatdomtheir listings, as
in the following examples, as this highlights autticnames and clearly
distinguishes the items in the list. The listingoskl be arranged
alphabetically by the author’s surname, or, whaeze is no author for an
item, by the title of the work. Do not alphabetisethe words “a” or “the”
where they are the first word of a title — alphadeetthen by the second
word.

The basic order in which to arrange the informat@ammtained in a
reference is as follows:
author’s surname and initials
year of publication (in brackets)
title of a part of the book
title of the book
name of the editor, translator, or compiler
edition used
number of the volume used
number of the issue used
. name of the series
10. place of publication
11. name of publisher
12. page numbers

©CoNoRA~WNE

The title of a book should be italicised, and calged as it appears on the
titte page. Here are some examples of situationsaye likely to come
across:
Book by a single author
Bowman, D. (1988)The Captive PresfRkingwood: Penguin.
An anthology or compilation

Henningham, J.P., ed. (199stitutions in Australian Societyt
Lucia: Department of Journalism, The Universityfeensland.
Two or more books by the same person

Henningham, J.P. (1988)poking at Television NewMelbourne:
Longman Cheshire.

Henningham, J.P. ed. (199stitutions in Australian Societyt
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Lucia: Department of Journalism, The Universityafeensland.

Two or more books by the same author and publishenh the same year

Add a letter to the year inside brackets, for eglam
(1991a)
(1991b)

A book by more than one person
Siebert, F., T. Peterson and W. Schramm (19=®@)r Theories of
the PressUrbana: University of Illinois Press.

Do not use “et al.” in a bibliography; give alktauthors’ names.

An anonymous book

The Macquarie Dictionary1987), 2nd rev. ed. Macquarie
University, NSW: The Macquarie Library.
A work in an anthology

Whitton, E. (1991), “Journalism and the Trade ofHority.” in
Institutions in Australian Society Ed. J.P. Henningham. St Lucia:
Department of Journalism, The University of Queandl 276—296.

Cross references

When citing a number of essays from one bookyeefe the book
completely in each instance.

Moeller, S.D. (2004) “A moral imagination: the ni&d response
to the war on terrorism”. IReporting War: Journalism in Wartimgds S.
Allan B. Zelizer. London: Routledge. 59-76.

Reese, S.D. (2004) “Militarized journalism: framidissent in the Gulf
Wars”. InReporting War: Journalism in Wartim&ds S. Allan and B.
Zelizer. London: Routledge. 247-65.

Editions
Sellers, L. (1985)The Simple Subs Badknd ed. Oxford:
Pergamon.

Periodical article

The title of an article should be enclosed in i@ commas and
should not be capitalised apart from an initialisdpFor periodicals whose
pagination is not continuous throughout a volumerbstarts with each
issue, the format is as follows.
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Anderson, D.C. and W.W. Sharrock (1979), “Biading news:
technical issues in "media studiesSdciology3 (3): 367—-385.
(Note: the order here is journal nanmwyme number, issue number
in brackets.)
For periodicals whose pagination is continuousublmut a volume there is
no need to give the issue number.

Newspaper article
Chester, R. (1992), “Burns calls ministerial megtbn Aurukun
crime.” The Courier-Maill6 January, home ed.: 5.

(Note that this includes the edition of the nevgsyawhere
possible. Articles and their placements can varynfedition to edition.)

Letter to the editor
Tedford, K. (1992), “Sign of the times.” Lettdhe Courier-Mail
16 January, home ed.: 8.

Editorial

The Courier-Mail(1992), “What about savings, Mr Keating?”
Editorial. The Courier-Mail16 January, home ed:8.
Television and radio programs

Information follows this order: title of episodié &ny, in inverted
commas); year (in brackets, after the first piefcieformation); program
title (italicised); title of series (if any — alsalicised);
name of station; city; broadcast date.

“Media and the Unions” (1977lour Corners ABC TV Brisbane.
11 June.

Morning Crew(1992), B105-FM. Brisbane. 11 February.

Films and videos
Information follows this order: title, year, typ& material (eg
videocassette), director, producer, writer, peniens, distributor, size and

length of film.

Gallipoli (1981), Dir. Peter Weir. Prod. Roberigstood and
Patricia Lovell. Screenplay David Williamson. Witel Gibson and Mark
Lee. Associated R & R Films. 110 min.

“Media and the Unions” (1977), VideocasseReur Corners
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ABC TV 11 June. 50 min. Black and white.

Your own interviews

O’Connell, June (1992), Personal interview. 15 Eaby.
O’Gorman, John (1991), Telephone interview. 30 &ober.
World Wide Web referencing:

Information should include the author’'s name, yafgsublication, title of
the page, internet address and the date you vigigesite.

ABC Radio NationalThe Media Repoi1998) “Does the media
understand the law and the constitution.”
<http://lwww.abc.net.au/rn/talks/8.30/mediarpt/m&st980507.htm>. 7
May.[Accessed 26 April 1999].

Online Journal:

Name. (Year). “Title of articleName of Journal
(Online),Volume(Number) .
<http://www.routledge.com/routledge/journal/mc.htrpAccessed day
month year]

e.g.

Gilroy, P. (1998). “Race ends her&thnic and Racial Studies
(Online), 21(5). <http://journals.routledge.cons/etmI> [Accessed 2
September 1998]

FTP Site:

Name. (year). “Title”. <ftp://........ (as for jonals)>. Day month.
[Accessed day month year]

Listserv Messages:

Green, K. <kgreen@mailbox.uq.edu.au>. “REPLY: Catap
assisted reporting.”In JOURNET-

L. <journet-l@American.edu>. 18 October 1995.

Usenet Group Messages:

Zanotto, J. (1995) <j.zanotto@mailbox.uq.edu.dihe
Berlusconi factor” In soc.culture.italian>. 3 Oc&wb

E-Mail:

Zanotto, J. (1999) <j.zanotto@mailbox.uqg.edu.d@apy
deadlines”. E-mail message The Queensland Independent
<tgi@mailbox.uqg.edu.au>. 27 July.

Missing information
When information about an item is unavailable,ftiwing
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abbreviations should be inserted in the referémpdace of that
information:

unknown place of publication —n.p.
unknown publisher — n.p.
unknown date of publication — n.d.
unknown pagination — n. pag.

Students must make every reasonable effort toififtdmation
before use of these abbreviations  will be accédptdthey are not to be
used to avoid gathering the information.

Block Quotes

Where exact quotes longer than three lines amd, tisey should be
indented on the left side, without quotation mag] with the same line-
spacing as the main text, for example:

Many modern students seem to have skimped ingiruict grammar.
That may bdine andftting for most young people, but it is nowhere
near good enough for the Bright Young Things whugirasto a career
in journalism. (Jervis, 1985: 12)

Note that in this case the parenthetical docuntientézs outside of
any sentence and is not followed by a full stomcRIquotes are usually
introduced by a colon at the end of the precedarggraph.
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