WEEK 11
STYLE EXERCISES 3 – AVOIDING DISCRIMINATORY LANGUAGE

Begin these in class with guidance from your tutor. You can check some of the answers in the link underneath but will only be marked on those questions where no answers were given.
Non-discriminatory language is language that treats all people equally. It does not use any discriminatory words, remarks, or ideas. It is very important that the business writer communicate in a way that expresses equality and respect for all individuals. Discriminatory language can come between your message and your reader. Make sure your writing is free of sexist language and free of bias based on such factors as race, ethnicity, religion, age, sexual orientation, and disability.

Exercise 1. Fill in the blanks:

a. Use neutral job titles
Not: Chairman 

But: 

b. Avoid demeaning or stereotypical terms
Not: After the girls in the office receive an order, our office fills it within 24 hours. 

But: 

c. Avoid words and phrases that unnecessarily imply gender.
Not: Executives and their wives 

But:  

d. Omit information about group membership.
Not: Connie Green performed the job well for her age. 

But: 

e. If you do not know a reader's gender, use a nonsexist salutation.
Not: Dear Gentlemen OR Dear Sir 

But: 

f. Do not use masculine pronouns.
Not: Each student must provide his own lab jacket. 

But: 

Exercise 2:  Rewrite these sentences to avoid discriminatory language. The AGPS Style Manual has many excellent alternative expressions if you find this difficult.

1. The interview for the position of accountant should find the best man for the job.

2. He’s away so much he’s as bad a black fellow going walkabout.

3. Computers have improved man’s working life enormously.

4. The girls in the typing pool are very efficient.
5. A member of the Cabinet is a respected member of Parliament. He is granted certain privileges.

6. The foreman has responsibility for O.H. & S.

7. Sportsmanlike behavior was encouraged at the Commonwealth Games.

8. Salesgirls must provide excellent customer service at all times.
9. From the beginning of time, mankind used horses in one way or another.

10. Shannon was hoping a doctor would give his opinion.

11. Dan's grandmother lives by old wives' tales.

12. Jordan and the other girls from the office devoured the salmon sandwiches.
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