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Foggy } ~
Palicies!! % How FOGGY are your policies and procedures???  Boumenou, Doset oot

1 (Based on the Flesch FOG index (FOG being Frequently Observed Gobbledegook’)

Just imagine the implications for your service users/residents and business if your
carefully written policies and procedures are actually written in a way that are too
difficult for your staff to fully interpret. If people can’t understand and interpret

them, then they can’t adhere to them — and non-adherence to Health & Safety, Safe
Moving & Handling and Fire policies are accidents just waiting to happen — never mind
Risk Assessing, employment contracts, training handouts and the like! Have a look at
the ‘readability’ level of your organisation’s documents by following the seven steps
given below — it sounds complicated, but take it step-by-step and it will fall into place!

1. Count out a 100-word passage from your policy or procedure: make sure that
it ends with a full stop, even if it means going slightly over or below the 100
words.

2. Divide the actual number of words, by the number of sentences in your
passage. This will give you the average sentence length.

3. Count up the affixes : the number of words with either a suffix or a prefix

4. Count up the number of personal references: proper names
(Julie/Fred/Poole/ Dorset/Homeservices Incorporated/Dorset Care Home,
etc), and personal pronouns .

5. Subtract the number of personal references (step 4) from the number of
affixes (step 3).

6. Divide the total from step 5 by two.

7. Add the average sentence length from step 2, to the total from step 6. This
will give you the ‘readability’ scale. Compare it with the table below.

If your ‘readability’ level is above 29 (maximum), you might want to consider
rewriting your policy or procedure! 17 is a good number to aim for.........

0-13 Very easy
13-20 Easy

20-29 Fairly easy
29-36 Standard
36-43 Fairly difficult
43-52 Difficult

52 & above | Unreadable

! See the other side of this page for a definition of ‘affix’, ‘prefix’ & ‘suffix’
2 See the other side of this page for a definition of ‘personal pronoun’
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Definitions:

X

AFFIX: Affixes are syllables or groups of letters that you can add to the beginning
(prefix)or end (suffix)of another word to change the meaning of the original word
(which is the ‘root’ word).

PREFIX: A group of letters, or syllables, that you add to the beginning of a word to
change the meaning; for instance: 'mis’ + fortune (‘root’ word) = misfortune. Every
prefix has a meaning, some examples of which are shown in the table below:

Prefix | Meaning
mis Means ‘wrong’ or ‘badly’
e.g. misspelled’ or ‘misspelt’ means ‘wrongly spelled’
sub Means ‘under’
e.g. 'subway’ means ‘a way under the ground’
pre Means ‘before in time’, ‘in front of’ or ‘superior’
e.g. prepacked means ‘packed before’
un Means ‘not’
e.g. unhurt’ means ‘not hurt’

SUFFIX: A suffix is a word ending — it is a group of letters or a word that you can
add to the end of a word to change or add to its’ meaning e.qg. ‘ing’, ‘ed’, ‘tion’ or
knockout, every one etc. In the table below are some examples of those most
commonly used: beware however, as the addition of a suffix can sometimes alter
the spelling of the root word!

Suffix | Example Suffix Example

ed walk + ed = walked ness happy + ness = happness

ing say + ing = saying al accident + al = accident al

er tall + er =tall er ary imagine + ary = imaginary

tion educate + tion = educa tion able accept + able = accept able

sion divide + sion = division ly love + ly = lovely (+ ness = loveliness!)
cian music + cian = mustian ment excite + ment = excite ment

fully hope + fully = hope fully ful help + ful = help ful

est large + est = larg est y ease +y = eayy

N.B. Some root words are able to have either/both a suffix or a prefix added — for
instance ‘comfort’. Prefix ‘dis’ =* discomfort’, or suffix 'able’ = ‘comfort  able’, or both a
suffix & prefix asin*  uncomfort able’.
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A PRONOUN is a word that replaces a proper noun (e.g a name — Dorset, Abide-a-while
Care Home, ICI, etc.) that has already been used in a sentence or paragraph.

PERSONAL PRONOUN: is a pronoun that represents a definite thing or being (e.g.
me, |, you, he, she, it, they, them, one). For the purpose of this exercise, please
also include possessive personal pronouns - which include ‘mine, yours, theirs, its’,
his, hers’, etc , (but which are in reality ‘possessive pronouns’).

With reference and thanks to the Collins English Dictionary, Flesch, www.leedstrinity.ac.uk & BBC Skillswise
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