advice

ferencing

binding

memorandum

citation

contract brief
letter
c
e
e
e
g
li
n
n
g
y
it
r
cla
equity
deed
assessment t
ru t

lefamation

808.06634
COR
2017
C. B

J

"LexisNexis"
Butterworths

Effective Legal

riting

A Practical Guide
Second Edition

E ective Legal
riting
A Practical Guide
Second Edition

Nichola Corbett-Jarvis
PhD (Leicester), LLB(Hons) (Leicester), Barrister (England and Wales)
Lecturer, College of Business , Law & Governance
James Cook University, Queensland

Brendan Grigg
BEc, LLB(Hons) (Adel), BA(Hons)(Flin), MCompLaws
Senior Lecturer, School of Law
Flinders University, South Australia

LexisNexis Butterworths
Australia
2017

LexisNexis
AUSTRALIA

LexisNexis Butterworths
475-495 Victoria Avenue, Chatswood NSW 2067
On the internet at: www.lexisnexis.com.au

ARGENTINA
AUSTRIA
BRAZIL
CANADA
CHILE
CHINA
CZECH REPUBLIC
FRANCE
GERMAN Y
HONG KONG
HUNGARY

LexisNexis Argentina, BUENOS AIRES
LexisNexis Verlag ARD Orac GmbH

LexisNexis Canada, Markham, ONTARIO
LexisNexis Chile, SANTIAGO
LexisNexis China, BEIJING, SHANGHAI
Nakladatelstvi Orac sro, PRAGUE
LexisNexis SA, PARIS
LexisNexis Germany, FRANKFURT
LexisNexis Hong Kong, HmG KONG
HVG-Orac, BUDAPEST

INDIA

LexisNexis, NEW DELHI

ITALY

Dott A Giuffre Editore SpA, MILAN

JAPAN

LexisNexis Japan KK, TOKYO

KOREA
MALAY SIA
NEW ZEALAND
POLAND
SINGAPORE
SOUTH AFRICA
SWITZERLAND
TAIWAN
UNITED KINGDOM
USA

& Co KG, VIENNA

LexisNexis Latin America, SAO PAULO

LexisNexis, SEOUL
LexisNexis Malaysia Sdn Bhd, Petaling Jaya, SELANGOR
LexisNexis, WELLINGTON
Wydawnictwo Prawnicze LexisNexis, WARSAW
LexisNexis, SINGAPORE
LexisNexis Butterworths, DURBAN
Staempfti Verlag AG, BERNE
LexisNexis, TAIWAN
LexisNexis UK, LONDON, EDINBURGH
LexisNexis Group, New York, NEwYoRK
LexisNexis, Miamisburg, Omo

National
Author:

Corbett-Jarvis, Nichola.

Title:

Effective legal writing: a practical guide.

Edition:

2nd edition.

ISBN:

9780409343205 (pbk).

ISBN:

9780409343212 (ebk).

Notes:

Includes index.

Subjects:

Legal composition

Handbooks, manuals etc.

Law - Language -Handbooks, manuals, etc.
Legal documents - Interpretation and construction - Handbooks, manuals, etc.
Legal correspondence-Handbooks, manuals, etc.
Other Authors/Contributors:

Grigg, Brendan.

© 2017 Reed International Books Australia Pty Limited trading as LexisNexis.
First edition 2014.
This book is copyright. Except as permitted under the Copyright Act 1968 (Cth), no part of this publication may be
reproduced by any process, electronic or otherwise, without the specific written permission of the copyright owner.
Neither may information be stored electronically in any form whatsoever without such permission.
Inquiries should be addressed to the publishers.
Typeset in Arial, Bembo and Frutiger Roman.
Printed in China.
Visit LexisNexis Butterworths at www.lexisnexis.com.au

Contents
Preface

Chapter 1
Chapter 2

xiii

1

Introduction
Grammar Matters: English Grammar

9

and the Law
Chapter 3

Plain English Writing and the Law

Chapter 4

Ethical Considerations and Referencing

57

77

Conventions
Chapter 5

Academic Legal Writing

1 01

Chapter 6

Profession-Orientated Writing

1 61

Chapter 7

Planning, Editing and Reflecting

255
281

Index

v

Detailed Table of Contents
Preface

Chapter 1

Chapter 2

xiii

1

Introduction
Why and when do we write?
'The grammatical and ordinary sense'
Professional and pragmatic considerations: the importance of written
communication for law students
Meeting the expectations of a graduate of the Bachelor of Laws
or the Juris Doctor
The contents of this book and how to use them
Conclusion

7

Grammar Matters: English Grammar and the Law

9

The historical roots of today's English
Why are these important?
Grammar and law: prescription or description?
Where does English come from?
English: spelling and styles
Australian English and style(s)
Grammar components
Keys to parts of a sentence
Nouns

9

Distinguishing a proper 1101mfro111 a com111011 1101111
Are collective nouns singular or plural?
Verbs

The importance of verbs in clauses a11d sentences

2
4
4
5

9
10
11
14
16
17
19
21
22
22
23
26
30

Active and passive voice

Verb 11omi11alisatio11s
Use of co111po11nd verbs: 'slzal/', 'will' and 'must'
I11fi11itive tJerbs
Punctuation
Introduction
The apostrophe: possession and contraction
The comma

lvfarking breaks ill a sentence
Before the introduction of a principal clause
vii

35
37
39
41
41
41
44
45
48

EFFECTIVE LEGAL WRITING: A PRACTICAL GUIDE
Separating lists of nouns

48

The 'Oxford' or the serial comma
The colon and the semicolon

The colon ( :)
The se111icolon (;)

51
54

Plain English Writing and the Law

57

What is the problem with the way lawyers communicate?
Why do lawyers use legalese?
What is plain English?
A moral imperative and a pragmatic choice: why legal
writing and communication needs to be clear
Techniques for plain English writing
Considering your reader, the context and the purpose for writing
Keep the style 'as simple as possible
but no simpler'
Use specialist terms only where there is no plain English
alternative and explain specialist terms if you must use them
Use short sentences where possible
Ways to achieve shorter sentences
Use active sentences
Comply with rules of grammar and punctuation
Use gender-neutral and non-discriminatory language

57

How to develop gender-neutral and 11011-discriminatory lang11a_r;e techniques
Think carefully about layout and presentation

Use relevant headings
Use d!fferent formatting tech11iq11es to give emphasis and weight
Use 11u111bered lists, tables and cf(raphs
Be consistent (and considerate) UJitlz font type and size
Incorporate tllhite space

58
60
61
63
63
64
64
68
69
70
70
71
71
72
73
73
73
74
74
74

And finally . . .

Chapter 4

51
52

Parallel structure

Chapter 3

50

Ethical Considerations and Referencing Conventions 7 7
Academic integrity
Plagiarism
Collusion
Cheating
Falsified or fabricated results
Other academic integrity issues
Academic integrity in legal writing
Admission to legal practice: the importance of academic integrity
in legal writing
Tips and traps in preparing written work

Pla1111i11g
Drafting

78
79
80
81
82
83
83

84
88
88
88

Referencing requirements
Familiarity with the referencing guide

viii

94
96

DETAILED TABLE OF CONTENTS

Chapter 5

Academic Legal Writing
Academic legal writing at law school
Types of 'academic legal writing' at law school
Problem questions
Identifying issues in the facts
Narrowing down the issues
Identifying a logical order for discussion of the issues
Gathering information in preparation for writing

T11e research process

1 02
1 04
1 06
1 07
1 09
110
113
114

Writing a problem question answer

The i11trod11ctio11
Diswssion <if the issues i11 the problem q11estio11
The co11c/11sio11
Re1Jie111, ref?ect a11d r�fi11e
Theoretical essay questions
Identifying issues in a theoretical essay question

Directions i11 the wordi11,r; <!f the q11estio11
Idrnt[fyi11g iss11es and s11b-iss11es i11 the question
Researching the issues
Writing a theoretical essay

1 16
117
117
1 26
127
1 29
130
1 30
133
136
1 38
1 38

The i11trod11ctio11
The body l!f the essay
The co11clusio11
Re1Jie11;, ref?cct a11d r�fi11e

139
1 46
1 47

Case notes
Why do law students prepare case notes?

The 11se of case 11otes i11 acade111ic writi11g

1 48
1 48
1 49
1 50

Content of a case note

1Vfaki11g the most c?f a case 11ote
Citation a11d case details
Facts
Issues
Decision
Ratio/ Reaso11s
I111portm1t obiter
Detailed case 11otes
Case notes incorporated into assessment tasks

Chapter 6

1 01

Profession-Orientated Writing
Paperwork and running a file
Letters
Letters to dients

Step 1: Jde11t[fy the pwpose
Step 2: Jde11tify the issues
Step 3: Pla1111i11g the letter
Step 4: Drafting the letter
Step 5: Re1Jie11J, r�fi11e a11d edit the letter
Using email to co1111mmicate with a clic11t
ix

151
1 51
152
1 52
154
154
156
1 56
157

161
162
164
165
167
1 68
170
1 75
179
180

EFFECTIVE LEGAL WRITING: A PRACTICAL GUIDE
180

Example letter
Communication with lawyers, the courts, third parties
and other bodies

Step 1: Identify the purpose
Step 2: Identify the iss11es to be addressed
Step 3: Planning
Step 4: Draft the letter
Step 5: Reuieiv, edit a11d ref111e

184
186
188
189
193
1 97

Memorandums and file notes
The planning and preparation process

199

Idrntifyi1g
1 issues and s11b-iss11es
Conducting legal research
Planning the content of the memo

202

Writing a memo

201
202
202
204

Use qf authorities
Practical considerations
The co11clusio11
Formatting the memo
Revieu� r�fi11e and edit the memo
Outlines of argument
Structure and content of written submissions
General structure of an outline of argument

The headi1Z/?
Statement ef issues
Statement ef facts or chro110/ogy
Drafting the s11b111issio11s
Orders so11gltt
Sign-qff
Formatting written submissions

205
206
207
207
208
209
210
210
211
212
213
214
220
220
221

A note cf caution in relation to limitations 011 the 1111111ber (if pages
M��

n2

Review, refine and edit
Barristers' opinions
Identifying what the task requires

Identifying releuant sub-issues
The order for disrnssio11 of the issues
Legal research
Structure

223
224
225
227
228
228
230

The heading and sig11-qff
Ack11011Jledge your i11stmctio11s
Summary of the relevant facts or evidence
Discussion ef t/1e iss11es
Co11cl11sio11
Drafting the content

230
231
232
233
234
235

Allowing for altematiue outcomes
Prouiding objectiue ad1Jice
Refermce to aHthorities
Formatting the document

235
236
237
237

x

DETAILED TABLE OF CONTENTS

Page numbers a11d paragraphs 1111mbers
Fo11t, Jo11t size a11d li11e spaci11g
Citation of sources
Review, refine and edit
An introduction to drafting legal documents
Drafting according to the purpose, context and reader

Co11tracts
Affidavits
The 11sc of preccde11ts

237
238
238
239
240
241
242
243

Structure and format of the document

Idwtifyi11gthe foundational i11.for111atio11
Headi11g�1. s11b-headi1t�s, clauses and sub-clauses
D�finitio11s sections
Utilisinglists
Expression
Review, edit and refine

Chapter 7

237

243
244
245
246
249
251
252

Planning, Editing and Reflecting
Planning and preparing for assessments
Proper planning and preparation

Orga11isi11g your sC111estcr
Assess111e11t task deadlines

255
256
256
256
258

Planning and drafting the document

The plm111ing and preparation process
The drc!fti11g process
Prior to submission: review, refine and edit
Reviewing and refining your work
Editing your work

Checking.for gra111111atical, spelling and typo,�raphica/ errors
Checki11g for compliance tl'ith for111atti11gand rnb111issio11 req11ire111c11ts
The.final check
Feedback and reflection
Understanding the marker's feedback

Index

262
262
263
264
264
266
266
268
270
271
272

281

xi

Preface

At a time where the professional opportumt1es for law graduates may no longer
bear the hallmarks of a traditional legal career, the ability to communicate in writing in
clear language to any audience is an important skill. Mastery of this skill is a significant
asset of a job-ready law graduate in the job market of the future.
Developing high level written communications skills, however, particularly in the
transition to tertiary studies and especially at law school, remains, for many, a difficult
process. This can be despite the concerted efforts of law schools to make the transition
as easy as possible. Like the first edition, the objective of this second edition of this
book is to support students to understand and to meet the expectations of their law
school in their written work and to improve students' written communication skills in
preparation for their future career.
Technological change means that student cohorts engage with their learning
at university in different ways, but the preparation of written assignrn�ents, whether
academic or profession-orientated, remains a constant feature of life at law school.
Equally, regardless of the content and the way in which student assignments are designed,
the rigours of academic integrity standards are ever present. In some instances, the rapid
advancements of technology and its integration into the learning and work environment
presents greater challenges for law students in relation to ensuring their work complies
with academic integrity requirements.
Legal writing remains one of the most common methods of assessing students'
knowledge and their ability to apply and analyse the law. The unique nature of the
written law assignment means, however, that many first year law students do not
understand how to demonstrate their level of knowledge and their analytical skills. The
purpose of this edition of the book is to articulate clearly to students what is expected
and how they should respond to these requirements.
In writing this second edition we have drawn strength from the feedback from
students, colleagues and other peers about the first edition. The chapters include further
examples and exercises that will assist students to develop key legal writing skills.
In this edition, one of the primary areas of focus is the grammatical errors we, our
colleagues and peers regularly observe in students' work. Further examples and exercises
highlight, explain and allow for the practical application of these common problems.
The requirements of academic integrity are still explained in detail in chapter four but,
in light of their importance for admission as a legal practitioner, they are also reinforced
in a variety of examples and exercises in chapters five and six. In response to feedback
from our peers and colleagues, case notes and opinion writing have been incorporated
•
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into the book to ensure that students can locate guidance on the most frequent forms
of written assessment at law school.
Like the first edition, this book sets out to clarify expectations about good writing to
law students in a way that is useful at any stage of their degree but is particularly helpful
for students new to law school. It also endeavours to illustrate various ways in which
students can deliver what is expected of them. It does so with the aid of complementary
online ancillary materials that present a range of practical exercises that are of assistance
in developing new skills for old problems. It also seeks to provide guidance in relation to
general study skills, such as time management and assisting students to understand and
respond to their tutor's feedback.
Again, we would like to thank Jocelyn Holmes, the Commissioning Editor of both
the first and this second edition, for her renewed commitment to a book of this kind,
and for her efforts to bring this book into being. We would also like to thank Ms Sue
Spinks, Senior Lecturer in Linguistics at Macquarie University, for her generous review
of Chapter 2 of this book and the insightful comments and suggestions she provided.
Nichola would like to thank Simon Corbett-Jarvis for his support and encouragement
throughout the writing process. She would also like to thank the members of the first
year teaching team at James Cook University for their enthusiasm, dedication and
collegiate approach towards teaching and supporting first year law students.
Brendan would like to thank his family, in particular Laura Grenfell, for their ongoing
support and encouragement in this project. He also extends his thanks to the team of
first year teachers at Flinders Law School for their support of this book.
We also thank our students whose progression from first year law students to
graduates continues to be the inspiration for this book and to our colleagues and peers
who provided insightful feedback for the preparation of this second edition.

Niclzola Corbett-Jarvis and Brendan Grigg
2016
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Chapter 1

Introduction
Purpose of this chapter
The purpose of this chapter is to introduce the book and to explain what each chapter
covers and how each chapter can be used. Chapter

1

also identifies considerations that

apply to written communications that generally do not apply to verbal communications.
It introduces some key rules or principles that the courts have developed to interpret
documents and legislation and also illustrates their importance to legal writing. This
chapter then explains how and why these considerations are relevant and useful to assist
law students in achieving the legal writing standards expected of a law graduate.

Key concepts
The differences between written and verbal communication
The principles that courts use to interpret legal documents and legislation

CONCEPT

The importance for students undertaking the Bachelor of Laws and the Juris Doctor
of meeting the national Threshold Learning Outcome (TLO) standards, in particular
TLO 5: Communication
The benefits of revisiting the concepts covered in this book throughout a course of
legal study to refine legal writing techniques and improve assignment grades

Why and when do we write?
The answers to this question is worthwhile considering as you open a book on effective
legal writing, as you embark upon your studies at law school and as you progress through
your law studies and refine your legal writing.
Writing is a means of communication. So is speaking. The two are not mutually
exclusive, but written communication can be an efficient and effective substitute for
spoken communication in many instances. So, at the outset of this book it is, perhaps,
appropriate to ask, not so much why do we write, but when do we write? What are the
differences between written and spoken forms of communication and how should we
address these differences?
During many face-to-face conversations, the speaker and the listener benefit from
their proximity in a number of ways. Obviously, the listener is able to request the speaker
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to repeat or clarify something. 1 The speaker is able to ascertain whether his or her message
has been understood and adapt the approach if necessary. Body language, facial expressions
and subtleties in tone of voice can also facilitate (or obstruct) the flow of information.2
The beneficial aspects of this proximity between speaker and listener are entirely
absent when communication is in writing.A writer cannot simply moderate the tone or
volume of his or her voice to indicate that something is important.3 A writer must draw
on other techniques to achieve this effect. Similarly, a writer cannot rephrase something
if, at first, the reader did not understand it.Writing that has not been understood is not
effective conmmnication and is, ultimately, wasted.
Another difference between the spoken and the written word is that the latter is
permanent.4 This rather trite observation is nevertheless significant for legal writing given
the importance of the written word in law. Contracts and wills are both examples of legal
documents, the drafting of which is often scrutinised closely. In addition, documents are
often shown to persons other than the intended recipient. Letters are often viewed by
more than just those to whom they are addressed. Sometimes the audience or reader
will be individuals whom the writer did not anticipate. Emails, for example, are easily
forwarded to third parties without the knowledge or consent of the writer.
It is this unique background to writing, combined with the fact that the written
assignment is a primary form of assessment, which means that law students need to
focus on their writing. The first step in this process is to focus on the importance of the
written word in relation to the interpretation of legal documents and legislation.

'The grammatical and ordinary sense'
1.2

When documents such as contracts and wills are subjected to the scrutiny of the
courts, the courts apply a number of principles of construction in order to interpret
the meaning of a word, phrase or provision. In most cases, the courts are only able to
interpret the words as they appear on the page. Extrinsic or subsequent evidence as to
what the parties intended to achieve is usually inadmissible.5 This means that the focus
is on the words

as

11Jritten. There are a range of rules or principles that may be applied to

assist with the interpretation of contracts, wills and other legal documents. These rules
of interpretation are founded on the common law principles of statutory interpretation,
which the courts have developed and refined over the centuries. Even when a provision
in a statute is ambiguous or its interpretation is open to doubt, the courts must apply
the provision if it is relevant to the dispute between the parties. The courts must defer
to the will of Parliament, which means that a court cannot disregard a statute merely
because its meaning is unclear or it is badly drafted. Instead, the court must identify
what Parliament intended and apply that to its interpretation of the relevant legislative

2
3
4
5

Ross Hyams, Susan Campbell and Adrian Evans,
3'" ed, 2007) 55.
Ibid.
Ibid.
Ibid.
T his is called the 'parol evidence rule'.
2
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provision. As a consequence, a range of principles have developed over time to assist
with the interpretation of words and provisions in dispute.
The 'literal approach' , also known as the 'ordinary and grammatical meaning' and

1.3

the 'plain meaning rule' , is the starting point for interpreting any statute.6 In Project
Blue Sky Inc

v

Australian Broadcasting A11thority (1998) 194 CLR 355, 384, McHugh,

Gummow, Kirby and Hayne JJ reflected on the importance of the literal approach in
interpreting a statute:

[T]he duty of the court is to give the words of a statutory provision the meaning that
the legislature is taken to have intended them to have. Ordinarily, that meaning (the legal
meaning) will correspond with the grammatical meaning of the provision.
Application of the literal rule results in an initial determination of what the language
means in its 'ordinary and natural sense' .7 Its focus is therefore on the 'grammatical and
ordinar y' meaning of a word, phrase or provision through reference only to the wording
used, the grammatical arrangement of the words and the context in which they appear.
It should be noted that the purposive approach is now the dominant approach towards

1.4

the interpretation of statutes. The Commonwealth and state legislatures have prescribed
that a purposive approach must be adopted in construing statutes. 8 The purposive
approach involves adopting a reading of the statute that is consistent with the purpose
of the relevant Parliament in passing the legislation. The literal rule, however, is still
the starting point for interpretation of a word, phrase or provision. If Parliament has
succeeded in expressing its intent clearly in the statute, a literal reading of the statute will
lead to the same interpretation as the purposive approach.9
The literal approach is also applied to the interpretation of legal documents where the
courts only have the words as presented in the document as a whole to determine the
meaning of the word, phrase or provision in dispute. Thus, the grammatical and ordinary
sense of a word has a distinct legal significance and effect. When lawyers draft legal
documents, they must ensure that the content is clear and accords with the ordinary and
grammatical reading likely to be applied in its interpretation should it ever be subject
to judicial scrutiny. Further, when advising a client in relation to an existing document,
lawyers must be able to appreciate the significance of the ordinary and grammatical
meaning so that they can properly advise a client as to the range of interpretations that
may be placed on the content and, ultimately, what this will mean for the likelihood
of the client's case succeeding. It is therefore necessary for lawyers to focus keenly on
grammar and meaning in all forms of written communication.
6

7
8

Reid 11 Reid fl 979] 1 NZLR 572, 594 (Cooke J). See also Grey ll Pearso11 ( 1857) 10 ER 1216, 1234;
Peter Butt, i\llodem L�gal Drat
f i11,� (Cambridge University Press, 3c.J ed, 2013) 56; Catriona Cook et al,
L1yi11g Dow11 the Law (LexisNexis Butterworths, 9'h ed, 2015) 309- 1 1.
See A111alga111atcd Society of E11�, i11eers llAdelaidc Steamship Co Ltd ( 1920) 28 CLR 129, 161-2 (Higgins]).
See Acts llltcrpretatio11 Act 1901 (Cth) s 15AA; Legislation Act 2001 (ACT) s 139; bztcrpretatio11
Act 1987 (NS W ) s 33; I11tcrprctatio11 Act 1978 (NT) s 62A; Acts foterprctatio11 Act 1954 (Qld) s 14A;
Acts Intcrprctatio11 Act 1915 (SA) s 22; Acts I11terpretatio11 Act 1931 (Tas) s 8A; llltcrpretation qf Legislatio11
Act 1984 (Vic) s 35(a); Interpretatio11 Act 1984 (WA) s 18.
For further information, see Catriona Cook et al, Laying Down the Law (LexisNexis Butterworths,
9th ed, 2015) 308-26.
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Professional and pragmatic considerations:
the importance of written communication for
l aw students
1.6

The ability to communicate effectively in wntmg, in a variety of situations and to
a range of audiences, is a key skill that a lawyer must develop and master to ensure
professional success and recognition. In addition, there are several reasons why effective
writing is a skill that law students need to develop and implement while still at law school.
The obvious pragmatic advantage of effective writing skills at law school lies in the
ability for you to convey well your understanding of what you have learnt and your
ability to critique and apply the law in a range of different law school assignment contexts.
This is so whether your assessment task is theoretical, practical or your assignment is of
the type that authentically replicates the day-to-day work of a lawyer.
In addition, plain English writing techniques, which are a critical element of
effective writing, are useful in imposing discipline and structure on your writing and
are thus crucial components of the preparation and drafting of any assignment. Effort in
preparing and drafting your work, as well as in observing the conventions of academic
writing in editing, proofing and polishing your work, will be appreciated by the marker
and rewarded.
As this book demonstrates, a focus on clarity in your writing at law school demands a
consideration of the context of your writing, your purpose for writing and, importantly,
the reader for whom you write. Placing the reader and the reader's needs foremost
in your mind as you approach, plan, execute, edit and finalise a piece of writing will
ensure that you do not forget that law is about people. It is important not to lose sight
of this, despite the fact that studying law involves frequent reference to the decisions of
appellate courts, where the clients who initiated the litigation in the first instance have
often been relegated to an insignificant role.10

Meeting the expectations of a graduate of the
Bachelor of laws or the Juris Doctor
1. 7

The importance of communication to the legal profession is reflected in the standards
expected of Australian law graduates as set out in the so-called Threshold Learning
Outcomes (TLOs) .11 These standards were developed in 2010 for the Bachelor of Laws
and in 2012 for the Juris Doctor,12 with reference to national and international standards
for law graduates.

10
11

12

Sharon Wesley, Good Practice Guide (Bachelor <?f Lml's): Co1111111111ication (Threshold Leaming 011tcolllc 5)
(Australian Learning and Teaching Council, 20 1 1) 14.
Sally Kift, Mark Israel and Rachel Field, Leamin.� and Teaching Acade111ic Standards PnUect: Bachelor
of Lall's Leami11,r; and Tcachin/,; Acade111ic Standards State111ent Dcce111ber 2010 (Australian Learning and
Teaching Council, 20 10).
Council ofAustralian Law D eans ,J11ris DoctorTl1reslwld Leamiite 011tcol/les (March 2012) <http://www.
cald.asn.au/ media/uploads/JD%20TLOs%20(March%2020 12)%20Andrew%20Kenyon1 .pdf>.
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TLO 5, devoted to communication and collaboration, is common to both the TLOs
for the Bachelor of Laws and the Juris Doctor. It provides that graduates of each course
will be able to:
(a) communicate in ways that are effective, appropriate and persuasive for legal
and non-legal audiences; and
(b) collaborate effectively.
This book facilitates students' achievement of the communication standards set out in

1.8

TLO 5. It does so in a number of ways.
First, it expressly embeds the teaching of writing skills within the context of the
discipline of law. Plain English writing techniques, grammar rules and exercises, and
the examples for academic and professional legal writing, are all set in a legal context in
order to illustrate that the writing task is as important as the content of the law.13 While
this book is suited to a variety of legal writing courses,14 it is also relevant to substantive
law courses both compulsory and elective, regardless of their sequence in the degree.
Second, this book acknowledges that students build literacy skills 'over time' .15
It speaks primarily to students in their first years at law school but functions as a guide
to any writing task in subsequent years. It is also particularly relevant to later year and
practical legal training students undertaking assignments that authentically replicate
the work of a legal practitioner. This particular component of this book facilitates the
transition from law school to the workplace.
Third, this book's focus on feedback and, in particular, on assisting students to
understand and inter pret it will help develop active revision and editing skills1r' and
will encourage the development of reflective learning through review of written work
combined with the identification and implementation of suitable action to ensure
continued improvement. This section of the book also assists the transition to legal
practice in that many legal practitioners continue to enhance their skills through
reflection on their own abilities and the abilities of those around them with a view to
improving their own performance in future.

The contents of this book and how to use them
There are three principal uses for this book:
1.

It is a guide to plain English writing techniques, key grammar points and rules
of punctuation, the use of which are crucial to clear and effective legal writing.

2.

It is a guide to writing the main types of law school assignments: you will
find a relevant guide to the planning, preparation, editing and finalising of
many of the legal writing assignments students face at law school in the
relevant sections of Chapters 5, 6 and 7.

13
14
15

16

Wesley, above n 9, 13.
Your university may refer to these as 'subjects', 'modules', 'topics' or something similar.
Wesley, above n 9, 14.
Ibid.
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EFFECTIVE LEGAL WRITING: A PRACTICAL GUIDE
3.

It is designed to

further

your understanding of the importance

of

acknowledging the work of others in your assignments. A student's application
for admission as a lawyer may be denied where he or she was found guilty of
academic misconduct by breaching the requirements of academic integrity.
Ensuring your work complies with the relevant academic integrity policy of
your university or law school will enable you to avoid these problems.

Chapter 2 provides a guide to successful grammar use in clear legal writing, focusing
on areas of grammar that present the greatest challenges to law students. It does so by
introducing some key historical events in the development of English that explain why
English grammar is the way it is. It considers, for example, the Norman Conquest of
England in 1066 and the vast legal vocabulary that even today illustrates its lasting effects.
This chapter provides a number of exercises for students to practise these rules and a
number of case studies that illustrate why they matter in law.

Chapter 3 builds on this by presenting plain English writing concepts and techniques
that law students can use and add to their repertoire of writing skills. It explains why
legal writing has traditionally been characterised by its verbosity and complexity. It also
introduces plain English writing techniques that can enhance the clarity and readability
of legal writing, including your writing at law school.

Chapter 4 considers the ethical dimensions of legal writing at law school and,
in particular, the obligations upon law students to conduct themselves ethically and
professionally at all times during their tertiary education. This chapter explains the
rationale behind university academic integrity policies that require students to present
work that is their own and that properly acknowledges the use of others' words and
ideas. A failure to do so may affect a student's application for admission as a lawyer after
graduation, as this chapter's analysis of the development of Australian case law shows.
It therefore provides a series of steps and tips that you can use to ensure that your writing
complies with your university's academic integrity requirements.

Chapter 5 is designed to guide students through the two most common types
of written assignments at law school: the problem question and theoretical essay. Its
primary purpose is to help students understand, and respond to, the issues and directions
presented in these t wo types of question. This chapter tackles problem questions and
theoretical essays separately, providing extensive guidance on planning and preparing,
drafting and refining work in accordance with the precise parameters of the task; it is
intended to make explicit the expectations of law students' written work.

Chapter 6, like Chapter 5, concentrates on guiding students through particular
types of legal writing assignments, but the writing tasks featured in this chapter are
profession-orientated. Such 'authentic' tasks are used relatively frequently at law
schools to give students an exciting practice-orientated context for their written work.
Authentic legal writing assignments typically include letters, outlines of arguments,
memos and barristers' opinions. The planning, preparation and drafting process for
each of these unique type of documents are considered in this chapter. It does this so
that students are able to ensure that their work responds appropriately to the nuances
of each particular type of task. In addition, this chapter provides an introduction to
drafting legal documents.
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Chapter 7 is focused on enhancing several skills that are necessa1y for the successful
study of law. It considers the importance of organisation for law students and legal
practitioners alike and provides guidance on planning work both over the course of
a semester and in relation to specific assessment tasks. This chapter also discusses the
importance of carefully reviewing, refining and editing work. A central focus of this
chapter is equipping students to make the most of feedback. Without proper reflection
and identification of areas of work requiring attention or action, students are unlikely to
see progress between assessment items. To assist students in understanding feedback and
becoming reflective learners, this chapter sets out some of the comments that markers
of law assignments most commonly give. It then goes on to discuss what steps students
should take in response to such feedback to ensure that their work and, ultimately,
their grades improve.

Conclusion
This book, as a whole, is designed to ensure that you are adequately prepared for the vast
range of written assignments you may face at law school and issues of academic integrity
that may arise while writing, and to help you focus on your expression, grammar and
use of plain English. This book is not designed, however, to be read cover to cover on
just one occasion. Its structure enables you to identify discrete chapters, or sections
within chapters, that may assist you with a particular written assignment, allowing you
to revisit relevant sections. For example, you can re-read the section on 'theoretical
essays' in Chapter 5 each time you are presented with a task of that nature.You can at
any time look up the grammar or punctuation rules contained in Chapter 2 and the
plain English techniques discussed in Chapter 3 to assist you with drafting any written
assignment.You can also refresh your understanding of academic integrity issues at any
time by looking at Chapter 4. When you receive feedback on your written work, you
can refer to Chapter 7 and consider how to review, understand and act on that feedback
to produce improvement in your work in the future. Using this book in this manner
enables you to respond to areas of identified need quickly and effectively.
There is no doubt that legal writing is a skill that develops over time. Improvement
occurs through a constant process of reflection, observation of the written work of
others and the identification of areas requiring improvement. That being said, there are
a number of fundamental principles that can be applied to enhance that development
process. It is the intention of this book to make those principles explicit to law students.
Used as a whole or through reference to applicable chapters or sections within chapters,
this book provides a suitable foundation upon which students can refine and further
their legal writing skills.
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