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Introduction
The Joseph Rowntree Foundation and Joseph Rowntree Housing Trust are a
powerful brand with a unique heritage. 

We need a strong, consistent voice to inspire lasting social change. You can 
help us achieve this by following this guide.

Primarily, our style is to write clearly, simply and concisely, and to be direct – 
you have very little time to get your message across to the reader.

Use language your readers will understand, and keep sentences and para-
graphs short. Be objective – base what you say on evidence, and remain 
politically independent. Avoid sensationalism or preaching language.

Writing and creating digital content

To write good content – especially digital content – you need to understand 
how website users behave when reading online. Attention spans are gen-
erally shorter when people are browsing or reading online, particularly on 
mobile devices. Web users read, on average, 20% of the words on any given 
page. Make sure your key points are relevant and easy for users to fi nd, read 
and understand.

The following guidance will help when writing for the web to support users 
to scan text and easily pick out relevant content:

• present important points within bulleted lists

• use descriptive subheadings

• keep paragraphs short

• highlight key points in bold, and

• put important information near the beginning of pages, sentences  
 and paragraphs.

 



How users read online - the F shape

Eye-tracking studies show that users scan web pages in an F shape. They 
scan text across the top of a page, then scan down until they see something 
relevant and then they read/scan across, then down the left again until they 
see more they are interested in. Users often scan headings as well, so you 
have a small window to catch their attention.

The graphic below shows ‘heat maps’ from user eye-tracking studies of 
three websites.  
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Copyright: F-shaped pattern for reading web content (Jakob Nielsen, 2006).  

The areas where users looked the most are coloured red; the yellow areas 
indicate fewer views; followed by the least-viewed blue areas. Grey areas did 
not attract any views. 

Note the image on the right – a Google search results page that indicates 
just how important the fi rst words of a document title are. By ensuring that 
the fi rst words of a title carry the key information, your work is more likely 
to be found in a search. 

Writing for task-focused users

Online audiences are task focused and time poor. They go to a website to 
fi nd an answer or information, and do not want to spend a lot of time 
trawling through pages of text to fi nd the information they are looking for.
Help users fi nd important information by presenting it at the top of a page, 
and make sure your pages are task focused. 
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Abbreviations, initials and acronyms 

Avoid using acronyms, initials and abbreviations whenever possible, including 
the abbreviations ‘eg’, ‘ie’ or ‘etc’. A surprisingly high proportion of people 
don’t understand them. It is preferable to spell out in full: ‘for example’.

If you need to use acronyms, initials and abbreviations:

• Do not use full stops in abbreviations such as i.e., e.g., et al. and etc. 

• Do not use full stops between initials in proper names such as WH  
 Smith.

• Use upper-case capital letters for abbreviations that are pronounced  
 as individual letters, such as UK or US. You do not need to add full  
 stops between letters.

• Use sentence case (capitalise fi rst letter only) for acronyms that are  
 pronounced as a word, such as Unicef or Nasa.

• Acronyms that have entered into everyday use such as laser, pdf and  
 atm do not require capital letters.

• You do not need to use full stops in measurement abbreviations, such  
 as mm or kg.

• Abbreviated units of measurement do not need a fi nal ‘s’ in the plural,  
 for example 50ml.

• Use acronyms for proper terms – for example DEFRA (which stands  
 for the Department for Education, Food and Rural Aff airs) – but not  
 for unoffi  cial terms such as V&CS (voluntary and community sector). 

• When you fi rst use an acronym (unless in a heading) that will be   
 repeated throughout a page or document, put it in brackets after the  
 full name, for example when referring to the Joseph Rowntree 
 Foundation (JRF).

• If the fi rst use is a heading, add the acronym after the fi rst use in 
 normal text.
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Brackets and other parentheses 

The purpose of parentheses (including brackets, commas and en rules) is 
to off er more information about a subject within a sentence. The sentence 
should be able to be read and understood without the parenthesised text.

Capital letters

Rules on capitalisation:

• Capitalise names of people and places (proper nouns).

• Capitalise job titles.

• Use sentence case (capitalise only fi rst letter) for titles and headings,  
 except where the above apply.

• Capitalise the title of a specifi c initiative, policy or programme, rather  

 than something general.

Benefi ts and government programmes (e.g. Jobseeker’s Allowance) – 
‘Most would agree that benefi ts (general) play an important part in this. In 
particular, interviewees confi rmed that both Income Support and Housing 
Benefi t (specifi c)…’ 

Block capitals - Never use BLOCK CAPITALS. The brain fi nds them harder 
to read when used in this way (it has to spell them out rather than recognise 
the word) and online it looks like SHOUTING. 

Government/government – If you are referring to a specifi c government, 
such as the Coalition Government, use capital letters. If you write about 
‘government’ (rather than ‘the Government’), make it clear whether you 
mean a specifi c government or governments in general.

Job titles – Job titles should be lower case in general use and capitalised 
in specifc instances. For example: ‘Among government ministers (general), 
Housing Minister (specifi c) Jane Smith is unique.’ 

Living Wage, minimum wage and National Living Wage – We use 
lower case for the minimum wage, and upper case for both the National 
Living Wage (announced by the Chancellor in 2015) and the Living Wage 
set by the Living Wage Foundation. The National Living Wage can be 
abbreviated to NLW after its fi rst mention. 
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Offi  cial bodies – ‘York Housing Association (specifi c) is one of the housing 
associations (general) that …’ 

Regions – ‘Roads leading south (a direction, not a place) from the city 
centre are congested during the rush hour.’ ‘The population is concentrated 
in the north-east of the country (not a place name), not South East London 
(a specifi c region).’ 

Royalty – ‘The Queen of Spain (specifi c) shares with other kings and queens 
(general)…’ 

Specifi c religious institutions and buildings – ‘The Church of England 
(specifi c) owns many churches (general) in need of refurbishment.’ 

Titles and headings – Use sentence case (capitalise fi rst letter only) for 
titles and headings: an initial capital for the fi rst word and all subsequent 
proper nouns (names of people and places), e.g. ‘A brief biography of Byron’. 

‘The’ in the names of organisations and publications usually takes a lower 
case ‘t’: the Sunday Times, the Houses of Parliament, the National Health 
Service (or, more usually, the NHS), but use an initial capital letter for ‘The’ if 
it is part of the publication’s actual name, e.g. The Guardian, The Economist 
and The Independent. 

Colons and semicolons 

A colon is most often used to introduce a list of items, either in a sentence 
or a bullet list. It introduces further information on the subject of the 
sentence up to that point. 

A semicolon is either used within a sentence to indicate a pause, to show 
that the two sentences are connected but equal, or between longer items 
in a list within a paragraph. Examples of each type of use:

• John loves bullet points; Jane loves capital letters.

• John loved to include the following in his writing: capital letters; 
 acronyms and abbreviations; hyphens and en rules; and metaphors.

If in doubt, avoid semicolons. If you need advice, the content team will 
be happy to help.



8

Contractions 

Contractions – don’t, won’t, can’t – are fi ne to use in directly reported   
speech and in informal content, such as blogs and tweets, but 
should be avoided in more serious research content where they can   
appear frivolous. Avoid using ampersands (&) except in common acronyms/
names, such as B&Q or Marks & Spencer. 

Currencies

When the whole word is used it is lower case: euro, pound, sterling, dong, 
etc. Abbreviate dollars like this: $50 (US dollars); A$50 (Australian dollars); 
HK$50 (Hong Kong dollars).

1p, 2p, 50p, £1 (not £1.00), £6.50, £10, £100,000, £500,000 (not £0.5 
million), £1 million, etc.

Dates and time 

When using dates and times:

• Use this style for dates: 5 August 2007.

• There is never an apostrophe in dates, whether in full or abbreviated.  
 Refer to ‘the 1930s’ (not ‘the 1930’s’, ‘the ‘30s’, ‘the 30’s’ or ‘the  
Thirties’).

• Times should be written with ‘am’ and ‘pm’, and as 10am rather than  
 10 am or 10a.m.

• Use lower case ‘c’ for ‘century’, as in 21st century.

Emphasis

If you need to give a particular phrase, word or subject emphasis use bold. 
Use it sparingly or it loses its impact. 

Additionally:  

• italics are generally bad for accessibility, especially for reading online

• readers assume underlined words constitute a clickable link

• CAPITAL LETTERS looks like you are shouting.
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Figures, tables and boxes

People absorb information graphically, so present important facts in a graph 
or table if you can. In reports and other longer pieces of text, you can use 
boxes to draw attention to vital information. Here are a few basic rules:

• Please supply fi gures and graphics to the content team as separate  
 fi les, not embedded in Word fi les.

• Boxes, fi gures and tables should be cross-referenced in the text close  
 to where they appear, and should always be numbered consecutively,  
 e.g. 1, 2, 3 etc.  

• When you refer to boxes, fi gures and tables in your main text, use  
 this style: ‘There was a similar pattern between trainees and other  
 interviewees (see Table 3).’  

• All boxes, fi gures and tables should have captions that appear at the  
 top of the box, fi gure or table to explain the main point of the box,  
 fi gure or table.

• Captions should be written in sentence case and do not need a full  
 stop at the end, e.g. ‘Figure 3: Half of people in poverty live in a 
 working household’ .

• Notes on the content of boxes, fi gures or tables should be in plain  
 text immediately below them. 

• Please include the source of the information in boxes, fi gures, 
 graphics and tables. Sources should appear after notes (if used) and  
 should begin ‘Source:’. See the example below:
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Hyphens and en-rules

When to use hyphens:

• to join two or more words to form a single expression: ‘out-of-hours’

• to join two or more adjectives when they express a single idea, 
 e.g.‘in-work poverty’ is not the same as ‘in work poverty’. The fi rst  
 shows that the poverty we are talking about is experienced by people  
 in work. The second suggests someone is in something called 
 ‘work poverty’
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• to join a prefi x to a proper name: ‘pro-Darwin’

• to separate a prefi x from the main word to clarify meaning: re-cover/ 
 recover, re-sign/resign

• to separate two similar consonant or vowel sounds: co-operate,   
 Ross-shire

• to represent a common element in a list: ‘two-, three- or fourfold’. 

We follow the style below for these frequently used words: 

• email

• decision-makers

• online

• in-work poverty

• home-owners

• owner-occupiers

• policy-makers

• low-pay/no-pay cycle.
  
When to use en-rules:

• An en-rule is a long dash, and is diff erent to a hyphen. Use a spaced  
 en-rule (alt key + hyphen/underscore key) for parenthetical dashes  
 in the text, e.g. ‘She said – and it was quite clear – that we should  
 leave.’

• Use a closed-up en-rule for ranges of numbers, as an alternative to  
 the word ‘to’: ‘A group of 18–35 year olds’.



12

Italics

They should generally not be used at all, especially online (where they can be 
hard to read and off er poor accessibility). Use single quotation marks instead. 
Italics should not be used to emphasise words or phrases in the main text 
(use bold instead). 

Within print formats, italics: 

• should be used for publication or fi lm titles, and the names of JRF  
 research programmes, and

• may also be used for added or original emphasis in quotations and  
 direct speech.

Jargon 

Avoid jargon and specialist terms that most readers will not understand. 

If certain technical terms are central to your work, please ensure they are 
clearly explained the fi rst time you use them.

Try to avoid using new verbs that have been formed from nouns such as 
‘impacting on’ (use ‘aff ecting’ instead).

The Joseph Rowntree Foundation 

• Abbreviate to ‘JRF’, not ‘the JRF’.

• The Joseph Rowntree Housing Trust should be abbreviated to ‘JRHT’,  
 not ‘the Trust’ or ‘the JRHT’.

• Do not use ‘Rowntree’, ‘the Foundation’, or ‘the Rowntree            
 Foundation’, and never ‘the Rowntree Trust’.

• The Joseph Rowntree Charitable Trust and the Joseph Rowntree  
 Reform Trust Ltd are sometimes confused with JRF and JRHT but  
 these organisations are completely separate bodies. 

• See the ‘About us’ section of JRF’s website for our standard 
 description of JRF.
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Lists

There are two main types of list; a numbered list and a bullet list:

• A numbered list should be used if the items are in a sequence or in  
 order of importance.

• A bullet list is a design device to make scanning the listed content 
 easier, especially on screen.

• There should be a line space before and after any lists.

• Ideally, there should be no more than six items in a list (but this is not  
 a strict rule) and no more than one sentence per bullet.

• Do not use sub-bullets.

There are two forms of bullet list; the run-on list and the list of sentences.

A run-on list

This is eff ectively a sentence that starts with the lead-in line and fi nishes at 
the end of the last item. 

This will have a lead-in line, followed by a colon, and a series of bullets with 
no starting capitalisation or semicolon at the end and a full stop at the end 
of the fi nal item, to fi nish the sentence. 

Each item will follow on logically and independently from the lead-in line.

For example, a simple list of items that: 

• is quick to scan

• is easy to digest with short sentences

• makes sense running on from the lead-in line

• ends in a full stop after the fi nal list item.
 
A list of sentences

This is a series of bullets on a given subject, but each element is a full, 
normal, self-contained sentence:
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• The list can be introduced either with a colon or a full stop.

• Ideally, there should only be a single sentence per bullet; connected  
 sentences can be bridged with a semicolon as the item should be 
 connected.

• Bullet points start with upper case letters.

• There is a full stop after each full sentence bullet point.

Notes
 
Use notes only when needed, as they can divert reader attention and are 
diffi  cult to follow online. It is much more useful to the reader to clearly 
explain what you mean as part of the body copy of a page or document. 
If you must use notes:

• use endnotes rather than footnotes, and present these in a 
 numbered list at the end of your report/paper

• refer to all notes in the text and number them consecutively

• note indicator numbers should be placed outside the full stop at the  
 end of the sentence: ‘and other researchers in this fi eld recorded 
 similar responses.3 We also saw that…’

• if the note refers to part of the sentence only, the note indicator can  
 go in the middle of the sentence: ‘other recent publications3 do not  
 mention this observation’.

Numbers 

Spell out numbers in text up to and including nine. But be consistent:   
use ‘eleven to thirteen’ rather than ‘eleven to 13’. Use numerals from   
10 to 999,999. Numbers above one million are better spelled out.   
For example: 25 million people.

Spell out fi rst to ninth. After that use 10th etc.

Never start a sentence with a fi gure: spell out the number instead   
(‘Thirty-four hula-hoops found in researcher’s fi ling cupboard’). 
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Spell out common fractions, such as one-half, but use a % sign for   
percentages, ie 50%. Don’t use ‘percent’ or ‘per cent’.

Round up fi gures under ten to the nearest whole unit unless there is a 
very clear need to be precise (e.g. 8 per cent rather than 7.7 per cent). 

Present ranges of numbers in the shortest form possible: 123–7,   
1860–5. But retain ‘tens’ in 18–19, 1914–18. 

Use fi gures for ages (12 years old), measurements (12 light years, 
10 millimetres, 2 hectares), all percentages and abbreviations (such as 
kg, km). 
  

Oxford comma 

The Oxford comma is the last comma before the fi nal ‘and’ in a list. 
Straight forward lists (he ate ham, eggs and chips) do not need one, but 
sometimes it can help the reader (he ate cereal, kippers, bacon, eggs, toast 
and marmalade, and tea). 

Sometimes it is essential.

Compare:
 
“I dedicate this book to my parents, Martin Amis, and JK Rowling”

with 

“I dedicate this book to my parents, Martin Amis and JK Rowling”.

Our general style guidance would be that Oxford commas should only be 
used where there would be ambiguity within the sentence without it.

Plain English

JRF aspires to the standards set by the Plain English Campaign to ensure 
that public information is clear and concise. When writing a document or 
web content for JRF, keep the reader in mind and ensure the information is 
as clear and accessible as possible. 
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Plural and singular 

Although strictly plural, ‘data’ should be treated as a single noun, 
e.g. ‘The data shows that...’

Companies and organisations are treated as singular, e.g. ‘JRF has   
published…’, rather than ‘JRF have published…’

If you are writing about a person but cannot or do not want to 
indicate their gender, use ‘their’ instead of ‘his’ or ‘her’, e.g. ‘Each child   
was asked whether their parents read with them at home.’ When 
possible, use a plural noun: ‘All the children were asked whether their   
parents read to them at home.’ 

We say ‘people’, not ‘persons’, and ‘men/women’ rather than 
‘males/females’.
  

Quotations and quote marks

Use single inverted commas (‘ ’) for non-extracted, quoted material. 

Speech, and quotations within quotations, take double inverted 
commas (“ ”). Use single inverted commas for introducing awkward or   
unusual terminology, but please do not overuse these. 

Quotations should always be attributed, even if you need to do so   
broadly (e.g. mother, social worker) to preserve someone’s anonymity. 

Attributions should appear on a new line under the quote, left aligned, 
no parenthesis/brackets.

Extract quotations of more than 40 words in the following style:

“I am a barber … There are six of us who work in our shop, mainly Greek 
Cypriots and North Africans … My clients are from all communities you can 
imagine living in London, including regular Serbian clients … There, I have an 
obligation to accept and respect everyone…” 
Kosovar Albanian man, in his 50s. 



Dialogue within quotations retains its own inverted commas. 

Use square brackets ([ ]) to mark any author’s interjections or linking   
material.

Use three points for ellipses, with a space on either side, to indicate   
omissions. If a sentence in a quotation is left hanging, close it as follows: “I 
wanted to do that, but …”. 

Please standardise reported speech rather than trying to replicate   
individual speech patterns/dialect. We want to ensure the meaning   
is clear to as many readers as possible. Swearing or derogatory 
language is acceptable in relevant direct quotes. 

Do not include punctuation inside the inverted commas unless that   
punctuation is part of the quote.

References 

References within web content

Where you are creating content to appear online, for example in blogs or on 
a publication page, please include hyperlinks to other related content.

References within research reports and summaries 

Please use the author–date (or Harvard) system: 

• the author and the year of publication are cited in the text, as 
 follows: ‘other research (Brown, 2004) suggests’ (note: comma 
 between author and date) 

• if the author’s name forms part of the sentence: ‘other 
 research by Brown (2004) suggests…’ 

• the full reference then appears in a list of references at the end of  
 the document, so if there are two or more publications by the same 
 author in the same year, use a, b, c after the date: ‘(Brown, 2004a)’. 

• If there are two authors with the same surname, use their initials: 
 ‘(A Brown, 2004)’. 

17
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References to multi-author works may take the form: ‘(Brown et al,   
2004)’ with full details of all authors appearing in the list of 
references. 

Personal communications and other unpublished works (such as 
theses) may be referred to via a full reference in the text: ‘(AB Jones,   
personal communication)’. 

The list of references at the end of the text – after any notes –    
should be alphabetically arranged. Works by a single author are 
listed before works written with others. If the author has written   
more than one publication with multiple authors, these should be   
arranged alphabetically by the second author: 

• Author, AB (2007) ‘Title of paper’, Title of Journal, Vol. 111, No. 11,  
 pp. 11–22 

 Example: Innes, M (2004) ‘Signal crimes and signal disorder’, British 
 Journal of Sociology, 55(3), pp. 335–55

• Author, AB and Another, CD (eds) (2001) Title of book. Place of 
 publication: Publisher 

 Example: Jamieson, J, McIvor, G and Murray, C (1999) Understanding  
 off ending among young people. Edinburgh: HMSO

References to digital publications

Please supply links to any online publications. The style for digital references 
is the same as above, with these exceptions:

• instead of the place of publication, end the reference with ‘Available  
 at:’ followed by a link to the material

• please include the date you last accessed the link

• if the material you are referencing has a long link, use bit.ly to shorten  
 it: https://bitly.com/
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 Example: Author, AB. 2007. Title. Title of publication [Online] 6. 
 Available at: http://www.nutritionj.com/content/pdf/1475-2891-
 6-1.pdf [Accessed: 27 February 2007]

References to web pages 

When referring to a web page that is not an electronic publication, please 
include the following information:

• Author or editor (if available). Year (if available). Title. Place: Publisher  
 (if available). Available at: web address of document [Accessed: day  
 Month year]

Example: Lane, C. et al. 2003. The future of professionalised work: UK and 
Germany compared [Online]. London: Anglo-German Foundation for the 
Study of Industrial Society. Available at: http://www.agf.org.uk/pubs/pd-
fs/1232web.pdf [Accessed: 10 May 2007]

Search engine optimisation

Search engine optimisation (SEO) is a process of increasing traffi  c to a 
website by ensuring that content displays prominently in online search 
engines such as Google. You can improve the SEO of your content by 
using short, relevant subheadings to guide readers, and by using keywords – 
words that are commonly searched for in relation to your subject – in sub-
headings, in your main title, bullet points, and in the main text. Read more 
about this in the introduction. For more information, please contact the 
digital team. 

Spacing

Use a single line space between paragraphs, before a new heading or 
subheading, and before and after a bullet list. 

Spellings 

We use British English in all JRF content. If in doubt, the Oxford 
Dictionaries website provides a variety of useful tools. 
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Tense  

In most cases, the past historic tense is the right one to use, e.g. ‘Working 
mothers felt they were juggling home and work responsibilities’, not: 
‘Working mothers feel they are juggling home and work responsibilities’. 

Terminology

Referring to acts, bills, white papers, green papers and legal cases 

The title of Acts of Parliament should appear in plain text (not 
italic) with no comma between the title and the year, as follows: 
‘the Finance Act 2006’. 

Use italic for the titles of bills (proposed new laws), white papers    
(parliamentary papers laying out government policy) and green papers   
(consultation documents). All main words should have an initial 
capital letter. Businesses and non-parliamentary bodies frequently 
issue white and green papers of their own and these should be 
treated in the same way. 

The names of parties in legal cases should be in italic, with the v. 
between in plain text and with a full stop. The year of the case 
appears in plain text and in brackets: e.g. ‘Marks v. Spencer (2007)’.

Referring to the ‘Bedroom Tax’

JRF is politically independent and use offi  cial language for policies or 
benefi ts, rather than colloquial versions. For this reason, when referring to 
the ‘Bedroom Tax’, we use ‘Under-occupation penalty’. To acknowledge that 
‘Bedroom Tax’ is widely used, we say ‘The under-occupation penalty, often 
referred to as the Bedroom Tax or spare room subsidy…’

Referring to Britain, Great Britain and the United Kingdom (UK)

Be clear which of these you are referring to. 

• Britain is a geographical term describing the island containing 
 England, Wales and Scotland.

• Great Britain is the political unit that encompasses these countries. 
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• The United Kingdom is a political unit that includes these countries  
 and Northern Ireland (but not the Isle of Man and the Channel Isles).

• The British Isles is a geographical term that includes the United 
 Kingdom, Ireland and the surrounding islands.

Referring to the Living Wage

The ‘Living Wage’ is used to refer to the voluntary hourly rate set 
independently and updated annually. It is calculated according to the basic 
cost of living in the UK. The current Living Wage is £8.25 an hour, and 
applies to staff  over the age of 18. The current London Living Wage is £9.40 
an hour. Employers choose to pay the Living Wage on a voluntary basis.

The ‘National Living Wage’ was introduced in April 2016 and is a 
compulsory minimum wage for all staff  over 25 years of age. The current 
National Living Wage is £7.20 per hour. There is no separate rate for people 
working in London.

Referring to groups of people

It’s important to be accurate and as specifi c as possible when referring to 
groups of people. Accepted language frequently changes, and can vary 
between diff erent groups and individuals, or depending on context. Once 
you have established which group you are speaking to and/or about, use 
‘people’, ‘interviewees’ or participants’ etc. to avoid repetition. 
 



Use Do not use 
People in/experiencing poverty

people on low incomes (if talking specifi cally 
about their income)

making ends meet, hardship, struggling, getting 
by, deprived, disadvantaged

people receiving benefi ts (as appropriate)

poverty-free UK, prosperity, solving poverty,     
poverty reduction, tackling or fi ghting poverty

the poor – describing a group of 
people as ‘the xxxx’ implies they are 
some ‘other’ type of people. It’s a 
label, and it could be taken to mean 
the people themselves are inferior

needy, the most vulnerable, poor 
people 

people dependent on benefi ts 

eradicating poverty – makes poverty 
sound like a disease.

lifting people out of poverty – this 
is seen as patronising, because it 
suggests people can’t do anything 
themselves and need to be ‘lifted’ by 
someone else.

people with dementia, or living with dementia

read further                                                      
guidance on writing about dementia.

dementia suff erer, suff ering from 
dementia, demented, senile

homeless people the homeless 
disabled people the disabled 
non-disabled people able-bodied people 
people with learning disabilities

(some groups prefer ‘people with learning       

diffi  culties’)

learning disabled people, except 
where phrase is used in titles of   
other works, government pro-
grammes etc. 

older people 

sometimes people aged 85 and over are referred 
to as ‘very old’, ‘much older’ or ‘oldest old’ 
people, but we prefer ‘people aged over 85’

elderly people 

the old

old people

care staff  or care practitioners (paid staff ) carer (unless applying to ‘informal’ or 
unpaid carers) 
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Use Do not use 
 For ethnicity, use the Offi  ce for National Statistics’ categories 
and be as specifi c as possible.

For a more general reference, use people from ethnic minority 
groups or communities. 

Some examples:

‘Black Caribbean’ and ‘Black African’ rather than just ‘Black’. 
Where a broad term such as ‘Black African’ can be replaced by 
more specifi c descriptions (e.g. Somali, Ghanaian, Nigerian) use 
the more specifi c terms. 

Pakistani, Indian and Bangladeshi groups; if it has not been   
possible to use more detailed categories use ‘South Asian 
groups’. Do not use the term ‘Asian’ as this risks confl ating 
people from South Asia with those from other parts of Asia 
such as Korean, Vietnamese and Japanese people. 

When discussing White groups use the appropriate ONS 
categories if possible. White British, White Scottish, White 
English, White Welsh, White Northern Irish, White Irish may 
also be referred to collectively as ‘the White majority’ where 
appropriate.

Gypsy and Traveller groups (Roma is not included in the ONS 
categories but should be referred to alongside but as distinct 
from Gypsy and Traveller groups where this is relevant to the 
research).

Other White groups; with more detailed descriptors where 
possible. 

Gypsy and Traveller groups and Other White groups may 
also be referred to collectively as ‘White minorities’ or ‘White      
minority groups’.

Where it has not been possible to break down the White 
category into more meaningful groups use ‘all white groups’ 
or ‘the combined white group’. 

ethnic minorities/ 
minority ethnics, 
BME

deaf or ‘people with hearing loss’ if someone has lost their 
hearing

Deaf (unless being 
used to defi ne a 
cultural identity, as a 
linguistic minority); 
the deaf

blind

people with visual impairments

Blind; the blind

partially blind
people with mental health problems mentally ill 
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That or which?
The word ‘that’ defi nes and the word ‘which’ informs by providing additional 
information.

For example:

“This is the house that Jack built; but this house, which John built, is falling down.” 

Use ‘which’ or ‘who’ – always preceded by a comma – when what follows is merely 
more information about the fi rst; for example ‘The report, which goes into great 
detail about… ’ or ‘The press offi  cer, who was very helpful…’.



Contact us 
For more information, please contact the content team in the 
communications department at info@jrf.org.uk 

www.jrf.org.uk 

 www.jrht.org.uk


