




participants believed this document to be clear and well written, and the other half believed the 

draft to be boring and jargon laden. 

From all of the responses I received from the participants and my literature review 

on effective communication (with Forester's four criteria as my basis), I developed guidelines 



visual, but the relevance of the visual which helps legitimise it. For example, why does this 

visual exist and why is it important?) This use of captions includes labels and legends on 

items such as maps. Also, the use of other media assists message retention and enhances 

learning through the use of more than one sense (for example, touch and sight). 

• Guideline Number Four - Timing: In reference to the slide show, if some slides have more 

text on them for viewers to read, then the length of time for viewing the slide should be 

proportionately longer. This entails that a planner learns and know the particular software 

he/she is using. In this case, knowledge of Microsoft Power Point and the options this 

software offers is important to understand in developing a thorough and clear presentation. 

This guideline also applies to manually shown overhead transparencies, photographs, etc. 

• Guideline Number Five - Language: Written materials should use simplified language. 

Although the audience one targets can determine how much technical jargon can be used, 

the use of technical jargon generally decreases the likelihood of a reader fully 

comprehending the information provided. If in doubt, simple language should be used. If 

the document is one which is legal in nature, such as a zoning �b�y�~�l�a�w�,� then a definitions 

section should be included and this section should be comprehensive. A reader should not 

have to refer to otner materials, such as a dictionary, to understand the terms used in a 

document he/she is reading. 

• Guideline Number Six - Structure: For written lengthy documents, a detailed table of 

contents and index will enable readers to follow the material more easily. This assists in the 

comprehension of the document and can efficiently direct a reader to relevant sections of it. 

• Guideline Number Seven - Complementarity: Ensure that all materials are 

complementary. If one material does not explain, for example, a viewplane and its 

importance to a zoning by-law, then another material should. This assists in the 

comprehension of what a viewplane i!s and shows the relevance of a viewplane, which are 
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much jargon may be used in materials. Also, determining a target audience will assist in the 

relevance factor of Forester's legitimacy criterion. 
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