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INTERDEPARTMENTAL WORKING GROUP –
MANDATE

Develop guidelines and resources on inclusive writing

for the federal government and any other interested 

organizations, in consultation with federal, provincial 

and territorial institutions.

Publish these guidelines and resources on the 

Language Portal of Canada, a website managed and 

maintained by Public Services and Procurement 

Canada’s Translation Bureau
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GUIDELINES FOR INCLUSIVE WRITING
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BACKGROUND AND PRINCIPLES

Use what works best

Respect people’s wishes

Be consistent

Write clearly and effectively

Make choices that are respectful of diversity



UNCLASSIFIED - NON CLASSIFIÉ



UNCLASSIFIED - NON CLASSIFIÉ

GENDER-INCLUSIVE WRITING IN ENGLISH

PRONOUNS
GENDER-SPECIFIC 

NOUNS

COURTESY 

TITLES

he and she chairman, 

waitress
Mr., Mrs., Ms.

English does have some gender-specific elements:



UNCLASSIFIED - NON CLASSIFIÉ

GENDER - INCLUSIVE 
WRITING TECHNIQUES

Use the singular “they”

“Everyone should bring their access card.”

instead of

“Everyone should bring his or her access card.”

Reformulations

“A band chief must submit a governance improvement 

plan for band council review.”

instead of

“A band chief must submit his or her governance 

improvement plan for band council review.”

Pluralize the noun

“Supervisors must give feedback to their 

employees monthly.”

instead of 

“ The supervisor must give feedback 

to her employees monthly.”

Use the singular “they”

“Everyone should bring their access card.”

instead of

“Everyone should bring his or her access card.”

Use an article

“A band chief must submit a governance improvement 

plan for band council review.”

instead of

“A band chief must submit his or her governance 

improvement plan for band council review.”

Pluralize the noun

“Supervisors must give feedback to their employees 

monthly.”

instead of 

“ The supervisor must give feedback 

to her employees monthly.”
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Address the 
reader directly

Use the pronoun “who”

Use the imperative

Repeat the noun

Use the passive voice

Omit the pronoun

GENDER - INCLUSIVE 
WRITING TECHNIQUES
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When you know an individual is non-binary, it’s important to follow their 

lead with regard to the following:

GUIDELINES - Writing to or about a non-binary individual

Courtesy titles

• if you don’t know 

their title, omit it

• they may use a 

gender-inclusive title 

such as Mx.

Also, be careful to use 

gender-inclusive nouns 

(chair, parental leave, 

sibling).

Pronouns

• singular they 

• neopronoun 

(e.g. ze, zie, hir, 

hirs, hirself)
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TRANSLATING IEL

neopronoun iel

If possible, find out what pronouns the individual uses in English.

When the English pronoun is unknown, the safest approach is 
singular “they.”
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INCLUSIONARY: A COLLECTION OF GENDER-INCLUSIVE 
SOLUTIONS
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Use the techniques for inclusive writing to 
create gender-inclusive sentences.

When an employee works on a holiday, 

he or she shall be paid time and one 

half for all hours worked.

For the purpose of this clause, family is 

defined as the spouse, children, 

grandchildren, parents, father-in-law, 

mother-in-law, brother, sister, stepbrother, 

stepsister or grandparents of the employee.

YOUR TURN
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When an employee works on a holiday, he or she shall 

be paid time and one half for all hours worked.

When employees work on a holiday, they shall be paid time and one half for 

all hours worked.

When an employee works on a holiday, they shall be paid time and one half 

for all hours worked.

An employee who works on a holiday shall be paid time and one half for all 

hours worked.

YOUR TURN- ANSWERS
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For the purpose of this clause, family is defined as the spouse, children, 

grandchildren, parents, father-in-law, mother-in-law, brother, sister, 

stepbrother, stepsister or grandparents of the employee.

For the purpose of this clause, family is defined as the spouse, children, 

grandchildren, parents, parents-in-law, siblings, stepsiblings or 

grandparents of the employee.

YOUR TURN- ANSWERS
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Don't hesitate to contact us! 

noslangues.ourlanguages@tpsgc-pwgsc.gc.ca

mailto:noslangues.ourlanguages@tpsgc-pwgsc.gc.ca

