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User manual conventions

Template operations

Ribbons
The manual may refer to use of a feature on one of the Ribbon tabs or by means of a key
sequence.

To turn on Proof Mode from the “SI Drafting Tools” Ribbon

i1 =

1. Features: Functions, Proof Mode

Example of an instruction relating to a ribbon

The above example directs the user to the “Features” group on the “SI Drafting Tools”
Ribbon tab. The “Functions” button is selected, followed by “Proof Mode”.

However, if a reference is made to a Word ribbon, it will be phrased more specifically:

From the Table Tools Ribbon: Layout, Delete, Delete Table

Keyboard Shortcuts

Shortcut alternative
1. At+D

Example of a key sequence

The above example directs the user to hold the “Alt” key then press the “D” key.

Important notes
Within the text, items worthy of attention are emphasised by grey shading, for example

Note: Word will prompt you to save changes if you attempt to close an amended
document that has not been saved.
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Section 1. Setting up Word, Installing
template etc.
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Installing and Using the SI Template

Important Notes

1. This version of the template is designed for versions of Word that have
a ribbon interface. It will not work on Word versions earlier than 2010.
2. Older versions of the SI template must be removed before installing SI
Template version 9.
3. The installation procedure is described fully in a separate document.
Using the template
1. Start Word
REFEREMCES MAILINGS REVIEW VIEW 5I Drafting Tools
L. ..}
| ol | St et | o | &
¥ | =-E=-% | £ 4 Bl |assbond] aseboan
A- === = b - . TMormal = T MNe Spac..
T Paragraph P

Installation adds a new ribbon “SI Drafting Tools”

The new ribbon tab is permanently installed. All other ribbon tabs may be used for
standard word processing in non-legislation work.

2. Select the SI Drafting Tools Ribbon

D’ﬁ | Paragraphs = Lists
= = Headings Legal
& Divisions :Nl:urmal A
Documents Start Paragraph Styles
—

Far left end of the Ribbon has a Documents group

Note: content from documents created using older versions of the template must
be copy/pasted to a new document created with the new template.

Page 5
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D = e

L3

=

Create New Document

Open Existing Document

ln;' Save Current Document

This group has options to Create, Open or Save an SI document
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The version of Word used to create the original document does not matter.

AutoCorrect and AutoFormat

MS Word’s AutoCorrect options automatically change text or phrases as you type, which
is mostly good, but sometimes frustrating. Within instruments, certain Word default
settings will incorrectly change the format as you type, e.g.:

e Date ordinals automatically change to superscript, e.g. “21st March” to
“21% March”

e The initial letters of certain words change to capitals

e  When you try to type “(c)”, Word replaces the typed reference with “©”

Changing AutoCorrect options will change all MS Word documents, and not just SI
related documents. If you don’t want to change these default MS Word settings, you can
use Undo (Ctrl+Z) to undo Autocorrect and AutoFormat options.

When changing an option with a checkbox, e.g. “Capitalize first letter of sentences”, you
can simply turn this back on if needed by left-clicking the checkbox. If you delete a
“Replace ... with” option, such as the (c) for copyright symbols, you will need to re-enter
the option if needed again.

Open the Autocorrect dialogue
1. From the File Ribbon Options
2. Select Proofing
3. Select AutoCorrect Options

AutoCorrect English (United Kingdom) _? | =
| AutoFormat | Actions
AutoCorrect | Math AutaCorrect | AutoFormat As You Type < AutoFormat as You
Show AutoCorrect Options buttons Type
Correct TWo INitial CApitals Exceptions...
Capitalize first letter of sentences < Cap'tallse first letter
Capitalize first letter of table cells of sentences

|Z| Capitalize names of days
Correct accidental usage of cAPS LOCK key

E| Replace text as you type
Replace: With: (@) Plain text Formatted text

I = -

ie) |€ | Replace text as you
U] | & i type options

itm) ™

i E -

|I| Automatically use suggestions from the spelling checker

[ 0K ] [ Cancel
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The Autocorrect Dialogue

To avoid capitalising first letters of Uncheck “Capitalize first letters of
sentences sentences”

To prevent automatic copyright symbols | Select the row containing the copyright
symbol and click delete

The following settings are suggested on the AutoFormat tab

Replace

[¥] "straight quotes™ with "smart gquotes”

[ ordinals {1st) with superscript

[ Eractions {1/2) with fraction character (=)
[#] Hyphens () with dash (—)

[¥] *Bold* and _italic_ with real formatting

[¥] Internet and netwaork paths with hyperlinks

Selection from the AutoFormat tab

The Style Pane

To view paragraph style names on the left side of the screen when in Draft and Outline
views.

1. From the File Ribbon : Options
2. Select Advanced
3. Scroll down to Display and adjust “Style area pane width” to a suitable value

Display

Show this number of Recent Documents: 25 = 7

[l Quickly access this number of Recent Docurmnents: |4

-

Show this number of unpinned Recent Folders: |5 =

Show measurements in units of: CentimetersEl

Style area pane width in Draft and Outline views: 3.0 cm
L] N

Adjustment of the Style area pane width

Document Settings

Statutory Instruments will have variations largely determined by the region; whether it is
a UK SI, Scottish SI, Northern Ireland SR or Welsh SI. There will be other variations
which may follow a precedent set by a department for its documents. These are controlled
by the Settings Menu.

The settings may be:

e (lobal, applying default settings to all new documents created from this point
on
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e Local, relevant to actions from this point onwards in the current document
only.

-
T’

<.———Settings

symbols Me
Default

From the Settings icon, select either “Global” or “Current Document”

Ej Document Type

F:fi:l Regulations/Order

Hoo Numbering

L1 Lists

Options applicable to the “Global” and “Current Document” settings

The Document Type controls whether it is a UK SI, Scottish SI, Northern Ireland SI or
Welsh SI.

-

Set Document Type for New Documents |E_|

— Select Document Type -

' Statutory Instrument (Enalish)
™ Scottish Statutory Instrument
" pual Welsh and English Statutory Instrument

™ Morthern Ireland Statutory Rule

Set Cancel

The Default Document type Dialogue

These settings apply only to new documents created from this point onwards.
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P

Set Docurnent Type for Current Document =

Select Document Type

% Statutory Instrument (English)
" Scottish Statutory Instrument
O

" Morthern Ireland Statutory Rule

Set Cancel

The Current Document type Dialogue

The current document may be set to either UKSI, SSI or NISR. The current document
cannot be made a Welsh SI.

The template has features that insert default text. There are some phrases that might vary.
This is determined by the Regulations/Orders option.

>

=

Set Current Regulations/Orders Preference

— Select Option
" Order

" Regulations

Set Cancel I

The Regulations/Orders Preference dialogue
For example, the Coming into Force, Regulations with Date function will insert

e “for the purpose of article”, if set to “Order”
e “for the purpose of regulation”, if set to “Regulations”

Auto numbering in divisions (Part, Schedule, etc.) may be set to Arabic (standard
numbers) or Roman.
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=
Set Current Mumbering Preferences |_§3_|
— Parts
(™ Arabic (¥ Roman
— Subparts
" Arabic ¢ Roman
— Sections -
" Arabic ¢ Roman
— Subsections
" Arabic ¢ Roman
— Schedules -
 Arabic ¢ Roman
Set Cancel ‘

The Number Preferences dialogue

PARTI

PART 3

Hllustration of Roman vs. Arabic numbering

Note that a change to a setting would not affect current numbering until the “Update

LIH

Numbering” function is used (Features: Update Numbering).

Finally, there are options to the decoration applied to lists.

=
Set Current List Preferences |__S_S_|
” Emdash * Bullet
7 Letter ™ Mumber
— Sublist -
" Emdash & Bullet
Set Cancel

List decoration preference dialogue

This setting will not change any current list items: they need to be reinserted.
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Document Modes

The majority of drafting is carried out in “Normal” mode. There are two other modes that
may be of use when reviewing work:

e Proof Mode

e Draft Mode
Field codes are Word features that make some underlying property have a visual effect.
This might be in print only, on screen only, or both.

Testing of sight
1.—{(1) In Part 4, replac|
“4. The secretary

The “N2” part of the number and long quote marker are field codes

“Field code shading” must be enabled to see the grey shading on screen.

Enable Field Code Shading
1. From the File Ribbon : Options
2. Select Advanced
3. Scroll down to Show document content and set “Field shading” to “Always’

)

Show document content

[ Show background colors and images in Print
| Show text wrapped within the document wing
[ Show picture placeholders '

[#] Show drawings and text boxes on screen

[7] Show beokmarks

[] Show text boundaries

[ Show crop marks

[7] Show field codes instead of their values

Field shading: |Always El

| Use draft font in Draft and Outline views

Setting the Field shading option

Field code shading is an on-screen effect only. It will not appear in a printed copy. For
reviewing, if would be helpful to have the field codes shaded in the printed copy, turn on
“Proof Mode”

To turn on Proof Mode from the “SI Drafting Tools” Ribbon
i =

1. Features: Functions, Proof Mode

This printed effect must then be turned off; it cannot be used in published legislation.
Revert to “Normal” mode.
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To revert to Normal Mode from the “SI Drafting Tools” Ribbon

T —

fin 1=

1. Features: Functions, Return to Normal Mode

To turn on Draft Mode from the “SI Drafting Tools” Ribbon

=

fin i=

1. Features: Functions, Expand to Draft Mode

Draft mode makes a printed copy to be double-line spaced, allowing annotation.

This printed effect must also then be turned off; it cannot be used in published legislation.
Revert to “Normal” mode.

It is possible to use Proof and Draft modes at the same time.

Word Styles

Word provides users with a feature called styles, to easily format and control the layout of
documents. Styles store font information — for example, the size, name and style (bold,
italic etc.) of a font — and they will also store control features, such as whether to split
paragraphs and headings over two pages, and what the spacing should be before and after
each paragraph.

In SI publishing, the Word style controls how the publishing process will produce the
instrument. Each SI template Word style has a meaning. The template functions will
apply the correct Word style for each feature.

In general editing, an understanding of how styles work is useful. If rectifying incorrect
use of template features because of feedback from the validation service, for example, it
is essential.

Paragraph Styles
Each paragraph of text in an SI will have one, and only one, paragraph style applied to it.
A paragraph style can be seen in the style pane when Draft view is selected (see p7).

Character Styles

These are a markup applied to selected text. Some character styles will change the
appearance of text in the document; others will not have a visual impact. All character
styles have a meaning and their use does have an effect in the publishing system. For
example:

e ‘Date’ in a signature block refers to a Made date. It has no visual impact
e ‘Ref’ in a “Schedule” refers to article number(s). It changes the font size

Applying styles directly

A drop-down box listing all styles may be used to either inspect the style at the cursor
location or to apply a style. An experienced user may apply a paragraph style or character
style directly. This is done from a drop-down list found in the Paragraph Styles group on
the SI Drafting tools ribbon tab.
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i-léF'aragraphs* 1"'i_—_Li5t:'
= Headings - Legal -

Divisions = Title -

Paragraph Styles

The style box shows the style at the cursor location to be ‘Title’.

The style shown at the cursor location will be the paragraph style unless a character style
has been applied.

The Word style pane only shows paragraph styles. It cannot show character styles or a
style within a table. The style box, however, will show the style at the cursor location.

Resetting a paragraph style
If paragraph properties are set by a style and this has been inadvertently altered, it may be
reset as follows:

1. Place the cursor in the paragraph, or select a range of paragraphs in their
entirety
2. Press Ctrl + Q

Resetting a Character style
To remove a character style, or any other directly applied formatting (like italic):

1. Select the text to be reset
2. Press Ctrl+ space
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Start ribbon tab

This contains all of the features that occur before the main body of the SI. If you are
familiar with legacy versions of the SI template, it is similar to the “St” toolbar.

)

-

Start
The “Start” ribbon tab

Under this tab, features are found in five groups.

=| A | Texct b
pproval Tesxts

=1 Preamble Textz *
Toc b

Features under the Start ribbon tab

Banner texts relate to:

e The Banner
e The Draft paragraph
e The Correction Headnote

Preliminary Texts are:
e The SI Number

e The Subject and Sub subject
e The Title

Approval Texts include:
e Made, Laid and Coming paragraphs

e The Approval paragraph
e The Resolution paragraph

Finally, the Preamble Text comprises:

e The Preamble paragraph
e The Royal Presence paragraphs

TOC contains the tools necessary to insert and delete the table of contents.
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Banner

The banner options you can select are dependent upon the document type setting. By
default, the document setting is set to Statutory Instrument (UK English). To see the
banner options for your region, ensure you have chosen the correct document type setting.

STATUTORY INSTRUMENTS

UK Banner

To insert a banner from the “SI Drafting Tools” Ribbon

1. Start: E Banner Texts, E Banner

2. Select the required option from the regional dialogue.

( = |

Banner

— Select Banner
" STATUTORY INSTRUMENTS

" DRAFT STATUTORY INSTRUMENTS

Cance

UKSI Banner Dialogue

Banner

- Select Banner
{~ STATUTORY RULES OF NORTHERM IRELAND

(" DRAFT STATUTORY RULES OF NORTHERN IRELAND

Cance

NISR Banner Dialogue
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Banner . - P :
— Select Banner
(™ SCOTTISH STATUTORY INSTRUMENTS
(" DRAFT SCOTTISH STATUTORY INSTRUMENTS
Cancel
SSI Banner Dialogue
Shortcut alternative
1. Alt+B

Draft

If required, draft text could be added above the banner; if the banner is already in place,
the template will automatically insert the draft text above it. The default Draft text can be
edited.

Draft Order laid before Parliament under section *** of the *** Act *** for approval by
resolution of each House of Parliament.

Default Draft Text
To insert Draft text from the “SI Drafting Tools” Ribbon

1. Start: % Banner Texts, B Draft

Shortcut alternative
1. Alt+D

Correction Headnote

When an Instrument needs to be issued after a change, correction text is placed before the
banner. The text may be edited.

This Statutory Instrument has been printed in substitution of the ST of the same number and is
being issued free of charge to all kmown recipients of that Statutory Instrument.

Default Correction Headnote text
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To insert a Correction Headnote from the “SI Drafting Tools” Ribbon

1. Start, E Banner Texts, *1 Correction Headnote

Number

When the instrument has been registered with TNA, they will provide an SI number. The
SI number is inserted directly below the banner. It will always be present and is a
mandatory field. Prior to registration, this number will be unknown, and so for drafting
purposes, the SI number field can be left blank.

If an advance number has been requested and approved by the SI Registrar then the
number must be inserted into the SI before submission for registration.

2020 No.

Number paragraph

To insert a Number from the “SI Drafting Tools” Ribbon

1. Start: Preliminary Texts, Number

2. Edit year, append number if appropriate

Shortcut alternative
1. Alt+N
2. Edit year, append number if appropriate

Mumber X

Enter SI Mumber
] 2020 No. |

oK Cancel

Number Dialogue

Subject

Documents may have more than one subject paragraph. Each subject may itself have sub
subject paragraphs. Subsequent use of the subject and sub subject functions will prompt
to either select existing paragraphs or insert a new one in the correct location.

ENVIRONMENTAL PROTECTION
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Example Subject paragraph
To insert a Subject from the “SI Drafting Tools” Ribbon

1. Start: Preliminary Texts, Subject

Shortcut alternative
1. Alt+S

Sub Subject

The Sub subject is optional. It will appear beneath a subject.

DESTRUCTIVE ANIMALS

Example Subsub paragraph

To insert a Sub Subject from the “SI Drafting Tools” Ribbon

1. Start: Preliminary Texts, Subsub

Title

Legislation has one title, which is unique. The title appears after subject(s) and sub
subject(s).

The Business Impact Target (Relevant Regulations) Regulations
2020

Example Title paragraph

To insert a Title from the “SI Drafting Tools” Ribbon

1. Start: Preliminary Texts, B Title

Shortcut alternative
1. At+T

Sift Date
This is an optional date for UK Statutory Instruments that if present must be the first of

the date paragraphs, inserted before the Made date. This feature will insert a Sift
paragraph, if one is not present, or allow the date to be added in an existing paragraph.
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The Date text may be left blank if not known. Date text may be incomplete, e.g. just
“2020” or “May 2020, but should not be invalid, e.g. “xx mmm 2020”.

Sift requirements satisfied R

Example of a Sift date paragraph in a UK Statutory Instrument

To insert a Sift Date from the “SI Drafting Tools” Ribbon

1. Start: Ll Approval Texts, L—=| sifted

Made Date

The Made date is the first of the date paragraphs if the Sift date is not present. This
feature will insert a Made paragraph, if one is not present, or allow the date to be added in
an existing paragraph.

The Date text may be left blank if not known. Date text may be incomplete, e.g. just
“2020” or “May 2020, but should not be invalid, e.g. “xx mmm 2020”.

Mads! == x = - ok

Example of Made date paragraph, where the date has not been entered

To insert a Made Date from the “SI Drafting Tools” Ribbon

1. Start: L Approval Texts, L1l made

Shortcut alternative

1. Alt+M
Enter Made Date P
Enter Date (e.g. 12th February 2017)
Insert Cancel
Made Date Dialogue
Laid Date

This feature will insert a Laid paragraph, if one is not present, or allow the date to be
added in an existing paragraph.

The Date text may be left blank if not known. Date text may be incomplete, e.g. just
“2020” or “May 20207, but should not be invalid, e.g. “xx mmm 2020”
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Laid before Parliament *kk

Example of Laid date paragraph, where the date has not been entered
To insert a Laid date from the “SI Drafting Tools” Ribbon

1. Start: LY Approval Texts, L] Laid, DF“E] Edit Date

Shortcut alternative
1. Alt+L

Enter Laid Date | = |

Enter Date (e.g. 12th February 2017)

Insert Cancel

Laid Date Dialogue

Laid Date Text
The laid date has the option to set Laid text to “Parliament” or “House of Commons”.

To change the Laid Date Text from the “SI Drafting Tools” Ribbon

1. Start; L Approval Texts, L] Laid, 2] commons

[ Laid Text L= J]
— Select Text
+ Parliament
" House of Commons
Ok, Cancel
\ y,

Laid Date Text Dialogue

Laid in Draft

This optional element may appear in place of a Laid element.
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Laid before Parliament in draft

Example of Laid Draft paragraph

To insert a Laid Draft paragraph from the “SI Drafting Tools” Ribbon

1. Start: L Approval Texts, L2l Laid in Draft
2. Select required option and click OK

(There is no Dialogue for SSIs)

r T )

Laid Draft | & |

— Select Text

™ Laid Before Parliament

™ Laid Before Commons

K Cancel

Laid Draft Dialogue (UKSI only)

Laid Draft ]

Select Text

" Laid Before Assembly

™ Laid Before Parliament

Cancel

Laid Draft Dialogue (NISR only)

Laid in Recess

If the publication takes place when Parliament is dissolved, the normal italic heading
‘Laid before Parliament’ should be replaced by ‘To be laid before Parliament” when it is
not necessary to specify a date. If the instrument will come into force before it can be laid
before the new Parliament this heading should be appear below the ‘Coming into force’
heading.
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To be laid before Parliament

Example of Laid in Recess paragraph

4

To insert a Laid in Recess paragraph from the “SI Drafting Tools
Ribbon

= LR|
Approval Texts, Laid in Recess

1. Start:

Coming into force

There are three Coming into Force options;

e The Coming into Force date is stated
e The Coming into Force date is specified in a regulation
e More than one Coming into Force date applies

The Date text may be left blank if not known.

Date text may be incomplete, e.g. just “2020” or “May 2020, but should not be invalid,
e.g. “xx mmm 2017”

Coming nto force - - X

Example of Coming into Force date paragraph, where the date has not been entered

To insert a Coming into Force paragraph from the “SI Drafting Tools”
Ribbon

1. Start: ApprovaITexts, Coming, Coming

%]

Enter Coming Date

Enter Date (e.q. 12th February 2017)

xkx

Insert Cancel

Coming into Force date Dialogue

The default text to reference a regulation may be edited, e.g. change “section” to
“regulation”.

Coming inio force in accordance with section ***
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Example of Coming into force specified in a paragraph

To insert a Coming in Accordance paragraph from the “SI Drafting
Tools” Ribbon

1. Start: ¥ Approval Texts, L Coming, Regulations

When more than one Coming into Force date is required, a second indented paragraph
style, called ‘ComingC’, is used.

Coming into force
Jor the purpose of article *** Hakek

The default text for multiple Coming into Force dates

The enter key will insert extra paragraphs after the first ‘ComingC’. The text may be
edited as required.

To insert multiple Coming into Force paragraphs from the “SI
Drafting Tools” Ribbon

1. Start: L2 Approval Texts, L Coming, Regulations with Date

Reorder Dates

This function reverses the sequence of a Laid and Coming paragraph. It would be used
when the instrument Comes into Force/Operation before it is Laid.

To reorder the Laid and Coming Date paragraphs from the “SI
Drafting Tools” Ribbon

Made Made £ & i £
Coming Coming into force
Laid Laid before Pariiament

Example of reordered Dates

1. Start: a Approval Texts, Reorder Dates

Note: the function will reorder dates in documents created with Drafting Tool
Version 9.1 and earlier. However, the spacing between the Coming and Laid
paragraphs will be incorrect. Please contact the SI Support team if guidance
regarding updating document styles is required.
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Approval

This is an optional element that is inserted before the Made date.

Approved by both Houses of Parliament

Example Approval paragraph

To insert an Approval paragraph from the “SI Drafting Tools” Ribbon

1. Start: L Approval Texts, Approval

2. Select required option and click OK

Approval L% |

— Select Text

" Approved by Commens
" Approved by Parliament

" Approved by Both Houses

Ok Cancel

Approval Dialogue

Resolution

If no preamble is present, there should be a resolution. The feature inserts default text at
the cursor location.

Resolution of the House of Commons, dated ***, passed in pursuance of the House of
Commons ***,

Default Resolution text

To insert a Resolution paragraph from the “SI Drafting Tools” Ribbon

1. Start: a Approval Texts, Resolution ED
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Preamble

One or more paragraphs that include the enacting text for the SI. The feature inserts
default text, including one footnote reference, at the cursor location. Subsequent ‘Pre’
paragraphs may be added by using the Enter key at the end of the paragraph.

The *** in exercise of the powers conferred by sections *** of the *** Act ***(a), makes the
following [Order/RegulationRules/'Scheme]:

Default UKSI and NISR Preamble text

The Scottish Ministers make the following Order in exercise of the powers conferred by section[s]
of the Act™®(a) [and all other powers enabling them to do so].

Default SSI Preamble text

To insert a Preamble the “SI Drafting Tools” Ribbon

FRE
1. Start: B Preamble Texts, Preamble |—

Royal Presence

The Royal Presence will, if needed, be included after the Coming into force date. The
default text is edited according to requirement. It may be two or three paragraphs.

At the Court at Buckingham Palace, the *** day of ***

Present,

The Queen’s Most Excellent Majesty in Council

Default Royal Presence text

To insert the Royal Presence paragraphs from the “SI Drafting Tools”
Ribbon

1. Start: B Preamble Texts, w Royal

Shortcut alternative
1. Alt+R
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Table of Contents (TOC)

A long instrument can include a table of Contents. The TOC will be built from the
divisions and headings that you have used in the instrument

A TOC may be inserted at any time during the drafting process, but should be deleted and
reinserted as the last task.

All instruments published on legislation.gov.uk have a TOC automatically inserted
irrespective of whether they appear in the document.

CONTENTS
PART 1
INTRODUCTION
1. Citation, commencement and effect
2. Interpretation
PART2

SOCIAL SECURITY BENEFITS AND PENSIONS

3. Rates or amounts of certain benefits under the Contributions and Benefits Act

4. Rates or amounts of certain pensions and allowances under the Contributions and
Benefits Act

Rates or amounts of certain benefits under the Pension Schemes Act

B. Dates on which sums specified for rates or amounts of benefit under the

Contributions and Benefits Act or the Pension Schemes Act are changed by this
Order

LM

Example of part of a TOC

To insert a TOC from the “SI Drafting Tools” Ribbon
Start: TOC, Insert Contents
There are two additional options:

e The TOC option “Insert contents with page numbers” may be used
e A third TOC option, “Delete Contents”, is also available. The cursor
must be in one of the TOC paragraphs for this to operate

To insert a TOC in a Schedule
A TOC may also be inserted at the start of a schedule.

Place the cursor on the Schedule Heading paragraph

2. Start: . TOC, - Insert Contents

Note: a TOC cannot be inserted into a Quoted Schedule by this means. See
“Quoted TOCs in Quoted Schedules”, p109
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Paragraph styles ribbon tab

All of the standard SI paragraphs have been grouped here.

(9] Paragraphs = "= Lists =
= Headings~  [#] Legal =

Divisions ~ linespace A

Paragraph Styles

The “Paragraph Styles” ribbon tab

This includes:

Numbered and unnumbered provision paragraphs
Heading paragraphs

The division paragraphs

Lists

Legal (Rules) numbering.

The ribbon tab also provides a drop-down list of styles, allowing experienced users to
apply or change paragraph styles directly.

1 Paragraphs = 5 Lists = ——] Ij _| E
& Headings =[] Legal - ' W E=
. Inset  Form Insert  Tal
Divisians ~ Schedule T Form Options=  Table Optig
Paragraj -

Royal bl

Schedule T

ScheduleHead 1

Schedules L

Section T

SectionHead il

Sig Add a

Sig_Date 4

Sig_signatory a

Sig_Signee a

Snapshot of the drop-down list of template styles

Numbered Provision Paragraphs

Auto numbered paragraphs are used for numbered provisions in an instrument. The

numbering must not be altered nor can a numbered paragraph be created by typing the
number.

The paragraphs are named “N17, “N2”, “N3”, “N4”, N5”.
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M 1. In the following regulation
N2 (1) In regulation 46

N3 (a) In paragraph (1A)

N4 (1) In paragraph (1B)
N5 (as) In Schedule 3

Depiction of the numbering and indent of the numbered paragraphs N1 to N5

There is also a set of combined number paragraphs, named “N1+2”, “N2+3”, “N3+4”,
“N4+5”,

N1+2 ; :
1.—{1) In the following regulation

N2 (2) In regulation 46

N2+3 | (3) (&) In paragraph (1A)

N3 (b) In paragraph (1B)

N3+4 {c) (i) In Schedule 3

N4 (i) In Schedule 4

N4+5 (i) (aa) InPart1l

N3 (bb) InPart?

Depiction of the combined numbered paragraphs used in conjunction with standard
numbered paragraphs.

The numbered paragraphs create a hierarchy in the document:

e “NS5” paragraphs are sub paragraphs of “N4”

e “N4” paragraphs are sub paragraphs of “N3”
and so on.

It is permissible to skip a level, for example using “N3” as sub paragraphs of “N1”.
Consideration should be given to the subsequent meaning and how this could be
misinterpreted by the user.

To insert a Numbered paragraph from the “SI Drafting Tools” Ribbon

1. Paragraph Styles: 1]— Paragraphs
2. Select the option where the icon matches the format of the numbered
paragraph

Shortcut alternatives
1. Alt+1 for “N1”
2. Alt+ 2 for “N2”
3. Alt+ 3 for “N3”
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Unnumbered Provision Paragraphs

Unnumbered paragraphs can be regarded as continuation text for a numbered paragraph.

There are a set of unnumbered paragraphs called “T1”, T2”, “T3”, “T4” and “T5”. The
number after “T” should match the number of the “N” paragraph that it follows.

(2) I—
(a) the former employer fell within category E; and

(b} inconseguence of any amalgamation, merger or other arrangement the institution becomes part of another (the “successor
establishment”) and ceases to have a separate governing body

the governing body of the successor establishment becomes the compensating authority.

Example of a “T2” paragraph continuing an “N2” paragraph

In the above example, “the governing body...” is the continuation/conclusion of reg (2).
The regulations (a) and (b) are sub paragraphs of reg (2).

Note that in a combined numbered paragraph, the number of the “T” paragraph style
name needs to match the second of the two numbers in the combined “N” paragraph style
name. A “T2” would be the correct unnumbered paragraph to continue an “N1+2”
numbered paragraph, for example:

H1 = . .
Changes-to-notifications?

57.—{(1)"Where the-Secretary-of -State-determines-that-a-notifisd-body—1
(a}—+no-longer-meets-a-notified-bodv-requirement, -or'y

M1
N3
N3
E the-Secretary-of-State-must-restrict, -suspend-or -withdraw-the-body” s-status-as-a-notified-body-under regulation-51.9
N2

(b)—»1s-fatling-to-fulfil-any-of 1ts-obligations-under -these -Regulations, -other-than -conditions-set-in-accordance-wit|

(2) Where-the- Secretary-of- State-determines-that-a-notified-body-no-longer-meets-a-condition- set-in-accordance v
bodys-status-as-a-notified-bodv-under regulation-51.9

Example of a “T2” paragraph continuing a combined “NI1+N2” paragraph

If the number of a “T” paragraph style name is one more than the number of the “N”
paragraph style name, then those “T” paragraph would be considered sub paragraphs of
the “N” paragraph, rather than continuation paragraphs.

i {a)—»Numbered paragraph
i Unnumbered-paragraph®
i Unnmumbered paragraphf

These “T” paragraphs are continuation paragraphs because the number of the “T”
style name is the same as the number of the “N” style name.

e (a)»MNumbered-paragraph
T4 Unnumbered-paragraph’
e Unnumbered-paragraph']

These “T” paragraphs are sub paragraphs because the number of the “T” style name
is greater than the number of the “N” style name.

Note: the number on the “T” paragraph cannot be less than the number on the
“N” paragraph
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e (a)»Numbered-paragraph
T2 Unnumbered -paragraphf
i Unnumbered-parasraph’

These “T2” paragraphs are not related to the “N3” paragraph that precedes them.

To insert an Unnumbered paragraph from the “SI Drafting Tools”
Ribbon

1. Paragraph Styles: ll Paragraphs
2. Select the option where the icon matches the required “T” paragraph.

Shortcut alternatives
1. Alt +Shift + 1 for “T1”
2. Alt +Shift + 2 for “T2”
3. Alt +Shift + 3 for “T3”

There are three other unnumbered paragraphs.

The “T1 indent” paragraph is an indented “T1”. It is a visual effect, sometimes found in
Explanatory Notes.

EXPLANATORY NOTE
{This note is noi part of the Order)

Part 4 of the Immigration Act 2014 (c. 22) establishes a scheme (“the scheme™) whereby
proposed marriages or civil partnerships, where one party is not an exempt person, or both parties

Example of a “T1 indent” paragraph in an Explanatory Note

To insert a T1 Indent paragraph from the “SI Drafting Tools” Ribbon
T I
1. Paragraph Styles: LE] Paragraphs, =—— T1 Indent

The second is the Definition Paragraph (DP).

These are usually characterized by a phrase in quote marks followed by a phrase
beginning “means”.

Interpretation
2.—{(1) In these Regulations—
#1971 Act” means the Immigration Act 1971,

1977 Act” means the Marriage (Scotland) Act 1977,
“2003 Order” means the Marriage (Northern Ireland) Order 2003,

Example of a set of Definition Paragraphs

Note that a Definition Paragraph has the same level in a hierarchy as a “T2”. Complex
definitions should therefore use “N3” or “T3” sub paragraphs.
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“notice” in relation to a notice submitted or (as the case may be) given by a party of their

intention to marry or of their proposed civil parmership, means—

(2) in relation to a proposed marriage under the law of Scotland, notice submitted under
section 3(1) of the 1977 Act;

(b} in relation to a proposed civil partnership under the law of Scotland, notice submitted
under saction 88 of the 2004 Act;

Example of a complex definition with “N3” sub paragraphs

To insert a Definition Paragraph from the “SI Drafting Tools” Ribbon

1. Paragraph Styles: L8] Paragraphs,

Definition Paragraph

Shortcut alternative
1. Alt+Shift+0

The final unnumbered paragraph is the “linespace”. These are for blank paragraphs. In
general, extra spacing before and after paragraphs is not required. It may increase clarity
around Royal Presence paragraphs, signature block or images for example.

To apply the feature from the “SI Drafting Tools” Ribbon

1
1. Paragraph Styles: L] Paragraphs, Linespace

Headings

A heading is used to introduce one or more consecutive provisions. The heading
paragraphs are “H1”, “H2” and “H3”.

Select the heading where the number in the heading name matches the number in the
paragraph name.

The “H1” paragraph is the most common of the three headings. The text of this heading is
used by the TOC functionality.

Citation, commencement and extent

1.—{1) These Regulations may be cited as the Sham Marriage and Civil Partnership ({Scotland
and Northern Ireland) (Administrative) Regulations 2015,

Example of an HI heading preceding an N1+2 paragraph

To insert a Heading from the “SI Drafting Tools” Ribbon
+

1. Paragraph Styles: Headings
2. Select the option where the icon matches the required “H” paragraph.

Shortcut alternatives
1. Alt+Fl1 for “H1”
2. Alt+ F2 for “H2”
3. Alt+ F3 for “H3”
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Lists

Lists are sometimes found in Explanatory Notes.

EXPLANATORY NOTE
{This nofe is not part of the Order)

changes to registration documents online or by telephone.

Regulation 3 with regulation 12 amends regulation 3 of the 2002 Regulations—
— 1o insert a definition of “keeper of a fleet™; and

those Regulations.

These Regulations further amend the Road Vehicles (Registration and Licensing) Regulations
2002 (*the 2002 Regulations™ (5.1. 2002/2742) to make provision for notification of certain

— fp incorporate the definition of “vehicle trader™ as previously defined by reference to and
in regulation 20(6) of the 2002 Regulations so that that definition can be applied across

Example of (dashed) list items in an Explanatory Note

Lists may also be used in the main body of the document or tables.

There are some restrictions on lists following Division headings as there is no provision
for the structure in the Crown Legislation Schema. Contact SI Support if further guidance
is required.

There are four list formats: dashed, bulleted, lettered and numbered. The format (the
“decoration’) must not be altered.

There are two formats of sub list: dashed and bulleted.
There is a continuation paragraph for lists and sublists.
List format is controlled within “Settings” on the SI Drafting Tools Ribbon.

To insert Lists from the “SI Drafting Tools” Ribbon

§ —

B

1. Paragraph Styles: L_""| Lists
2. Select the option where the icon matches the required list paragraph.

Tip: it may be easier to type all text in paragraphs of style TI, select all
paragraphs to be in the list, and then apply the appropriate List feature

Legal numbering (Rules)

The template makes provision for alternative paragraph numbering (Rules). These were
introduced to reflect the styling of the Insolvency Rules 1986 (SI 1986 No. 1925).
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CHAPTER 1
PRELIMINARY

Scope of this Part: interpretation

1.1.—(1) The Rules in this Part apply where, pursuant to Part I of the Act, it is intended to make,
and there is made, a proposal to a company and its creditors for a voluntary arrangement, that is to
say, a composition in satisfaction of its debts or a scheme of arrangement of its affairs.

(2) In this Part—

(a) Chapter 2 applies, where the proposal for a voluntary arrangement is made by the
directors of the company, and neither is the company in liquidation, nor is an
administration order (under Part IT of the Act) in force in relation to it;

(b) Chapter 3 appliss where the company is in liquidation or an administration order is in
force, and the proposal is made by the liquidator or (as the case may be) the
administrator, he in either case being the nominee for the purposes of the proposal;

(3) In Chapters 3, 4 and 3, the liquidator or the administrator is referred to as “the responsible
insolvency practitioner™.

CHAPTER 2
PROPOSAL BY DIRECTORS

Preparation of proposal

1.2. The directors shall prepare for the intended nominee a proposal on which (with or without
amendments to be made under Rule 1.3 below) to make his report to the court under section 2.
Contents of proposal

1.3.—(1) The directors' proposal shall provide a short explanation why, in their opinion, a
voluntary arrangement under Part I of the Act is desirable, and give reasons why the company's
creditors may be expected to concur with such an arrangement.

Extract from S.1. 1986 No. 1925, showing legal numbering
There are four options:
1.1. First number in sequence
2.1.—{1) First number in sequence combined with N2
2.2. Subsequent numbers in sequence
2.3.—{(1) Subsequent numbers in sequence combined with N2

To insert Legal numbered paragraphs from the “SI Drafting Tools”
Ribbon

=

1. Paragraph Styles, Legal
2. Select the option where the icon matches the required legal paragraph

Legal numbering uses a special paragraph type called “N1 Legal”.
The custom numbering uses hidden text, which may or may not be visible on screen.
This is not printed.
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M1leqal
Mlegal
Mileqgal

M llegal

1.1. First number in sequence
2.1.—{(1) First number in sequence combined with N2
2.2, Subsequent numbers in sequence

2.3.—(1) Subsequent numbers in sequence combined with N2

N2 paragraphs may follow N1legal in the same way that they would an N1.

With Hidden Text view enabled

With Hidden Text view disabled

Milegal
M1legal

Milegal
M2

Milegal

L.1. The rales it this patt
1.2. The directors shall prepare

211y The directors” proposal
(2} The following proposals

2.2 {1y With thiz report

M1leqgal
M1legal

M1leqgal
M2

M1leqgal

1.1. The rules in this part
1.2. The directors shall prepare

21.—1) The directors’ proposal
(2 The following proposals

2.2 1 With thiz report

How the same paragraphs would appear on screen in Normal view

Enable viewing Hidden Text

1. From the File Ribbon : Options
2. Select Options
3. Select Display
4. Within Always show these formatting marks on the screen choose Hidden text
Always show these formatting marks on the screen
[ Tab characters -
[] Spaces
[ Paragraph marks T
[¥] Hidden text abe
[7] Optional hyphens B
[¥] Object anchors 4
[ Show all formatting marks
The Hidden Text option
Parts and Sub parts

An SI, or Schedule to an SI, may be structured by using Parts.
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(15), 22(1) and (5). 38, 409 and 428(3) of the Financial Services and Markets Act 2000(h).

PART 1

Introductory Provisions

Citation and commencement

The Treasury make this Order in exercise of the powers conferred on them by section 2(2) of, and
paragraph 1A of Schedule 2 to, the European Communities Act 1972(g) and sections 21(9) and

The first Part in the body of an SI goes between the preamble and first heading

Amendments to legislation

PART 1

Amendments to primary legislation

The Financial Services and Markets Act 2000

SCHEDULE 1 Aticle 3

The first Part in a Schedule goes between the Schedule/Schedule Heading and the
first heading

To insert a Part from the “SI Drafting Tools” Ribbon
1. Place the cursor at the insertion point
2. Paragraph Styles: Divisions, Part

Shortcut alternative

1. Alt+P
A Part is usually, but not always, followed by a Part heading. Use of the Enter key with
the cursor at the end of the Part paragraph inserts the appropriate blank paragraph under
“Part”.

To insert a Part Heading from the “SI Drafting Tools” Ribbon
1. Place the cursor in a blank paragraph beneath the “Part”
2. Paragraph Styles: Divisions, Headings, Part Head

Occasionally, Parts may have a reference to a clause elsewhere in the document.

PART 4 Regulation 6

Part with a reference

To insert a Part with a reference from the “SI Drafting Tools” Ribbon
1. Place the cursor at the insertion point
2. Paragraph Styles: Divisions, With Refs, Part

Parts may be divided into sub parts, or Chapters.
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PART 2

Tenants’ energy efficiency improvements
CHAPTER 1

Interpretation of Part 2

Example of a Part divided into sub parts

To insert a Chapter (sub part) from the “SI Drafting Tools” Ribbon
1. Place the cursor at the insertion point
2. Paragraph Styles: Divisions, Sub Part
In a similar manner to Parts, a Sub Part may have a Sub Part Heading or may have a
reference.

To insert a Sub Part (Chapter) Heading from the “SI Drafting Tools”
Ribbon

1. Place the cursor in a blank paragraph beneath the “Chapter”

2. Paragraph Styles: Divisions, Headings, Sub Part Head

To insert a Sub Part (Chapter) with a reference from the “SI Drafting
Tools” Ribbon

1. Place the cursor at the insertion point

2. Paragraph Styles: Divisions, With Refs, Sub Part

Section and Sub Section

Parts and sub parts may be further sub divided using sections and sub sections.

PART 2

Activities

CHAPTER 1
Energy activities
SECTION 1.1

Combustion activities

Example of a Part and Chapter sub divided using Sections
To insert a Section from the “SI Drafting Tools” Ribbon
1. Paragraph Styles: Division, Section.

A Section is usually, but not always, followed by a Section heading. Use of the Enter key
with the cursor at the end of the Part paragraph inserts the appropriate blank paragraph
under “Part”.
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To insert a Section Heading from the “SI Drafting Tools” Ribbon
1. Place the cursor in a blank paragraph beneath the “Section”
2. Paragraph Styles: Divisions, Headings, Section Head

As an alternative to Sub Parts and Sections, Parts may be divided up using section
headings only.

PART 2
THE INTERNATIONAL INTEREST

Recognition and application

Example of a Part divided up using a Section Heading

Finally, Sections may be partitioned into Sub Sections. This is the smallest partition
found in secondary legislation.

Where Parts are divided up using Section Headings only, these may be sub divided using
Sub Section Headings.

Sub Section and Sub Section head functions can also be found on Paragraph Styles:
Divisions. If references are required, there are also options on Paragraph Styles: with Refs.

Schedules

A Schedule is a feature in secondary legislation comprising a logical collection of
appendix-like matter. One or more Schedules may appear following the signature block to
the main instrument.

A reference note at the head of a Schedule (for example the words “Article 3’) shows the
clause in the main body which introduces the Schedule.

SCHEDULE 1 Article 3

Amendments to legislation

Sample Schedule and heading

To insert a Schedule from the “SI Drafting Tools” Ribbon

1. Paragraph Styles: Divisions, Schedule.
A Schedule is usually, but not always, followed by a Schedule heading. Use of the Enter
key after inserting a Schedule applies the appropriate blank paragraph under “Schedule”.

To insert a Schedule Heading from the “SI Drafting Tools” Ribbon
1. Place the cursor in a blank paragraph beneath the “Schedule”
2. Paragraph Styles: Divisions, Headings, Schedule Head.

Note: a Schedule cannot have more than one Schedule Head paragraph.
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If there are many schedules, a “Schedules” heading may be used between the signature
block and the first schedule.

SCHEDULES

SCHEDULE 1 Article 3

A “Schedules” heading may appear before the first Schedule

To insert a Schedules Heading from the “SI Drafting Tools” Ribbon
1. Place the cursor in a blank paragraph before the first “Schedule”
2. Paragraph Styles: Divisions, Scheds

Split Refs

Sometimes, the reference to a Schedule, or other division, is long and does not fit neatly
into the paragraph. This template feature can be used to split the reference to flow onto a
new line in a more controlled manner.

SCHEDULE 5 Regulstions 13(2), 15(3), 20(4), 21{2)
and 25¢3)

Envircnmental permits

Example of a long Schedule reference

To apply the feature from the “SI Drafting Tools” Ribbon
1. Place the cursor at an appropriate point.
2. Paragraph Styles: Divisions, With Refs, Split Refs

SCHEDULE 3 Regulations 13(2y, 15(3),
20(4), 21(2) and 23(3)

Environmental permits

Example with split applied at “20(4)”

This may require trial and error to determine the best split point.

Forms

A “form” is a term used to describe non-legislative content that appears in an instrument.
When published, a form is converted to an image. Examples where forms may be used
include

e Printed forms that may be filled in
e Notices
e Treaty documents.
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Certificate C
I certify that;

I’The applicant™ posted the notice required by regulation 6(1)(b) of the above Regulations on the
land which is the subject of the accompanying application.

It was, however, left in position for less than 7 days during the 21 day period preceding the
application.

This happened because it was removed/obscured/defaced* before 7 days had elapsed.
This was not my/fthe applicant’s* fault or intention.

IThe applicant™ took the following steps to protect and replace the notice:

(Give description of steps taken). ...

SIETEd i

"Onbehalf of ccimnasas

* delete where inappropriate

Example of a form

A form may be inserted as an image (of a form) or by using the SI Template forms
functionality. There is no distinction, as far as Word is concerned, between a data table
and a form table.

Note: Only when a table contains exclusively the three specified Form paragraph
styles is the publishing system able to identify this as a Form, rather than a Table.

The three specified paragraph styles are:

e FormHeading

e FormSubHeading

e FormText.
Unlike all other SI template styles, paragraphs using these styles may have their font size
and paragraph formatting altered.

The forms functionality allows a specimen form table to be inserted. The text may then be
altered to suit.

An experienced user might create a standard table and apply the forms paragraph styles
directly.

Tip: use three blank ‘linespace’-styled paragraphs and insert the form table on
the middle one
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To insert a default form from the “SI Drafting Tools” Ribbon

1. Forms: Insert Form

-

Insert Form

(=]

— Form Preview

% Standard ™ Fully Quoted ™ Ending Quote

Insert

Form ***
tar the left or right-hamd coluvms in anp way. Yow showld delete this text. You may use this cell
taxt in
Form Title
of form here
e this vow a5 the bottom row of the form table. You should delete this text. You may wse this ¢
text in
— Layout

Cancel

[ Insert as Landscape

Dialogue to insert a default from

2. Leave the “Standard” option selected and choose “insert”

the confent is correct prior to submission.

Form ***

LUsers should be aware that although forms inseried corvectly into the 51 template will pass
validation, the content is not checked and as such it is the responsibility of the user fo ensure that

Chverwrite this text using only the form sivles provided within the femplate, but changes made fo
the presentation of the stvles will not be raported as a validation ervor

Form Title

Put text of form here

Default form text

The example form may be created by deleting all but one row and editing text
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== Headings - Legalv [£] Standard Tesxts -

[91] Paragraphs - = Lists - D F D C [fn] Functions - 1Y Fix- ; Q |:] |:] = ?

. Insert  Form Insert  Table R Long ”
Divisions ~ FormText v Form Options+  Table Options = 'rl.EObJECtE' Quotes =
—
Paragraph Styles Forms Tables Features Symbols  Morthern Ireland | Wales | Settings Help

Certificate C

I certify that: \

1/The applicant* posted the notice required by regulation 6(1)(b) of the above Regulations on the
land which is the subject of the accompanying application.

It was. however, left in position for less than 7 days during the 21 day period preceding the
application.

This happened because it was removed/obscured/defaced* before 7 days had elapsed.

This was not my/the applicant’s* fault or intention.

I/The applicant* took the following steps to protect and replaced the notice:

*delete where appropriate

Form text in a single table cell. Note that text in the form uses the paragraph style
‘FormText’. Formatting may be applied to give the form the required visual effect

There are two options for “quoted forms”. This inserts extra cells and formatting with the
long quote markers in place. There are two options.

A Fully quoted form is for when the form is the only item in a Long Quoted section. This
has both Long Quote Quotation markers placed in separate columns to the left and right.

T

O Form **+0 |

Dio-not-alter-the-left-or nght-hand columns -m-any-way.-You-should -delete-this text. - You-may use-thiz -cell-

to-put-your-own textm. O

o Form Titleo B

b Put text-of form-herex iad

b Please leave this-row-as-the: bottom row-of the form tzhle.-You-should delets this text Vou may usethis- |

i cell-to-put-your-own-textm = m;
:

= .

Default text in a “‘fully quoted” form. Note the two additional columns: do not delete
these

An Ending quote form is used when the form is the last item in a Long Quoted section.

This has the closing Long Quote Quotation marker placed in a separate column to the
right.
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T

Form ***{iz iy
i Dio-not-alter-the-left-or right-hand columns -m-any way. - You-should-delete-this text. - You-may use-this-cell- | |

i to-put-your-own-text-m O !
o : [ by
| Form Titleo =
o Put-text-of -form -hersx o i
| :
pad Flease-leave- this-row-as-the-bottom row-of the-form table. - You-should -delete-this text. - You -may usethis- | iy
E cell-to-put-your-own-text-in = i
Ll

Default text in an “ending quote” form. Do not delete the additional columns

As with images, a Form Table is not allowed to break across a page. A larger form may
need to be split up into a sequence of forms, each less than one page in size. Follow and
precede each form with a ‘linespace’ paragraph. Apply the page break function (Features
group | Objects | Break) to one of the ‘linespace’ paragraphs.

In common with standard tables, a Form table may not extend into the left and right print
margins.

Note that “objects” that have other formatting or underlying content cannot appear in a
form table. This would include

Footnotes

Cross references

Automatic numbering

Other SI template paragraph styles

A form table may contain images.

Note: to give the effect of footnotes, use a row at the bottom of the form. The FAQ
“How to insert footnotes in forms” elaborates.

Form characters
A range of check boxes has been provided for use in forms. These are as follows:

Small Large
Check Box [l
Elfcﬂlgeg . 4
i
Check v >4
Cross X X

Form table characters
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Form table tools on the “SI Drafting Tools” Ribbon

=

1. Forms:

Form Options

3 | &
o T Standard Texts =
Ferm Irvsert Table 2
Options= Table Options = bjects -
' Feature
AG Heading
An Subheading
Aa Tewt

Aa Large objects D Checkbox

Ag Small objects » Checkbox Checked
IE Checkbox Crossed
J Check
x Lross

[— Jp— Functions = l' Fo

Form table options: FormHeading, FormSubheading, FormText paragraph styles,

Landscape forms

form characters.

Forms may be inserted in the same manner as landscape tables. See “Insert a Landscape

Section/Table”.

Use the “Insert as landscape” option when inserting the form.

Insert Form

%

— Farm Preview

tert in

of form here

text in

Form ***

tar the laft or right-hemd colurans in aoy way. You showld delate this et You way wse this call

Form Title

mee this row as the battor row of the form table. Fou showld delete this fextd. You may use this ¢

— Layout
¥ Standard e

Fully Quated " Ending Quote

Insert Cancel

[ Insert as Landscape
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Tables

Tables are used for presenting data in a structured manner. The template has functions to:

insert tables

change the format and structure of paragraphs in the cells,

insert table footnotes

insert preceding paragraphs to capture information about the table

There are three types of paragraphs that may optionally precede a table, in this order:

e Table Number: an identification
e Table Caption: a heading
e Table Top Text: information about the table

The permitted combinations are
e A Table Number

e A Table Caption
e A Table Number followed by a Table Caption

“Table Top Text” can only be used to follow one of the above options; it cannot appear
by itself.

Table 1

Seed of other species

Category  of Al other  Other cereal All plant Wild oats or Wild radish

seed sampled  plant species  species species other darnel corin cockls,
{including thawn cereals sterile brome
species oF colich

specified  in
columms 3 to

6)

Basic seed 1 0 1 0 o
1 2 1 1 0 1
c2 4 3 2 ] 1

1 Only in respect of wild radish and corn cockle.

Example of a table

To insert the example table using the “SI Drafting Tools” Ribbon

1. Tables: " Insert Table
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i

Inzert Tabkle

— Table Preview
¥ Incude Table Mumber

[ Indude Table Caption
Table 1

_i_i_i [ Indude Text Above Table

_;_;_! Mumber of Rows [ 5

o j
Mumber of Columns | 3
Mumber of Foolnotes | O

[ Insert as Landscape

Insert

Cancel

2. Select “Include Table Caption”
3. Set “Number of Rows” to 4, “Number of Columns” to 6, Number of Footnotes

to 1.

o

1

Insert Table | B2 |

— Table Preview
[ Incude Table Mumber :

Table 1 [V Indude Table Caption
Table caption I

S N R O O T [ Indude Text Above Table

RN S I N :! Mumnber of Rows | 4
*Table footnotes will be inserted Mumber of Columns | 5
Mumber of Footnotes | £

[” Insert as Landscape

Insert

Cancel

4. Click “Insert”
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Table 1

Put table caption here

Column
hender

3 Type text here for footnote 1

5. Enter the table and footnote text.

Table 1
= Seed of other species

Category  of | All other | Other cereal | All plant | Wild oats or ! Wild radish

seed sampled | plant species | species species other | darnel corn cockls,
{including than cereals sterile brome
species or couch
specified in
columns 3 fo
i

- Basic seed 1 0 1 0 0

Cl s 1 1 0 1

c2 4 3 2 0 1

0 Only in respect of wild radish and corn cockle.

6. Place the cursor to the right of the zero in the cell for Basic Seed/Wild radish

7. Tables:

Al

Table Options,

=2g|

Table Footnote Ref

-

Insert Table Footnote Reference |

Enter Reference Mumber I

Cancel

23 |

'

8. Enter “1” and click “Insert”.
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Table Options

Retrospectively adding Table heading paragraphs

To retrospectively add Table Number, Caption, or Table Top Text paragraphs, Table
Option functions may be used. If the table is quoted, ensure that the LQ or NLQ mode is
turned on first.

MAILINGS REVIEW VIE

D fn| Functions =

! W) Standard Texts *
Table
Options ~

T

o |

Objects -

i —
IS - Table Number

| [—
I\ Table Caption

R
| Table Top Text

Functions to insert the three table heading paragraphs

Alternatively, type the text on ‘T1’ paragraphs

T Table 19

T Seed-of-other species?
Category-of™ All- pither- plani-i Of
Seed-sampleds speciest 5ps

Text to precede a table

Then, with the cursor placed in each paragraph in turn, select the appropriate paragraph
style from the drop-down list.
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FILE HOME IMSERT DESIGM PAGE LAYOUT REFEREMCES A
= /ﬁ 1| Paragraphs* = Lists= |'—— |:\ === E
Bl o
= - ¥ Headings ~ =1 egal : o ' I ;
. Insett  Form Insert  Ta
Divisions > TableCaption = fy Options = | Table Opt
Documents  Start Paragraf TS T [«
T
Table; 15
o ik ® TableCaption T
) Seed-of -other
Category-off| | TableFoot T
| Seed sampled
a TableF ootBef a
L% ® TableNumber |
linespace €
TableText b |
® | TableTopText T

The three styles (or their LO/NLQ equivalents) may be applied.

Retrospectively adding Table Footnote paragraphs
1. Ifthe table is quoted, ensure that the LQ or NLQ mode is turned on first.
2. Place the cursor in a ‘linespace’ paragraph immediately beneath the table (or
existing footnotes), or at an insertion point at the end of an existing footnote

t C2a P da i3
linespace T
lirscrsrs L il

Inserting the first table footnote paragraph

_
..... I [ Table Footnote

3. Table Options: " | Table Footnote
4. Enter the footnote number into the dialogue

Inserting a Cross Reference to a Table Footnote
1. The Table Footnote to be referenced must exist.
2. Place the cursor where the cross reference is to be inserted

_
s B [ Table Footnote Ref

3. Table Options: [°*®*" | Table Footnote Ref
4. Enter the footnote number into the dialogue

Note: if more than one footnote is to be inserted, there must be unformatted text
between them

Column-header
Basic seed Vo

Page 51 25th April 2024



After inserting footnote (1), press Ctri+space, then type a comma and/or space before

adding another footnote

Straddle Header
A straddle header indicates a sub heading within a table that applies to the rows that
follow.
3743 B0.13
Zambia 0.04, uptoa 0.06, up o a
maximum of maximum of
38.29 57.43
Branches with foliage
Phoenix up to 100 kg Costa Rica 16.75 2513
each additional | Costa Rica 1.66, up 1o a 249, uptoa
100 kg or part maximum of maximum of
thereof 134.02 201.03

“Branches with foliage” acts as a sub heading to rows that follow.

The properties of a Straddle Header are that it is formatted bold and is merged across all
columns. To apply a straddle header

1. Place the cursor in the cell containing the heading
se8 fu—
e b

2. Table Options: [““*" | straddle Header

Straddle Header
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Section 3. SI drafting special features
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Update, Restart, Continue Numbering

Many template features use fields to implement numbering. This includes

e Automatic numbering of the “N2” part of “N1+2” regulations
e Automatic numbering of Schedules and Parts

e Cross references
Word may not refresh the underlying values of these numbers after some editing
operations, including deleting, inserting, copy/pasting of paragraphs. Update numbering
makes Word refresh all number codes.

To Update Numbering from the “SI Drafting Tools” Ribbon
fin LN

1. Features: Functions, Update numbering

Shortcut alternative

1. F9
Word’s default behaviour is to continue a number sequence unless some action forces it
to change. The first “N1” number in a Schedule will continue from the previous
occurrence of an “N1”.

It is a requirement that all numbering in a Schedule restarts at 1.

SCHEDULE Article 7(4)
Matters to be considered in the welfare assessment

8. The eligible person’s emotional state, day to day activities, personal safety, influences on the
eligible person and the eligible person’s personal identity.

First paragraph in this Schedule is 8 because previous NI was 7

In complex definition paragraphs, an N3 sub paragraph will also continue the number
sequence.

“electronic transmission” means
(2) by means of an electronic cq
(b} by other means but while in
“footpath”™ and “footway™ have t}
“statutory undertaker™ means—
¢) any person who is a statutory

d) anv public communications
Act;

“street” includes part of a street;

The sub paragraphs in the “statutory undertaker” definition continue the N3
sequence
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To Restart Numbering from the “SI Drafting Tools” Ribbon
1. Place the cursor in the paragraph to be restarted.

Fi RH

2. Features: Functions, Restart Numbering

Important! Do not use Word functions, e.g. right-click menus, to restart
numbering.

It is unlikely that there will be a need to make a number sequence continue unless it was
restarted in error.

To Continue Numbering from the “SI Drafting Tools” Ribbon
1. Place the cursor in the paragraph where the number sequence is to continue.

Fi H

2. Features: Functions, Continue Numbering

Signature

The signature block describes the authority for making an SI. This will generally include

Name of a minister or representative
Name of a government department
Authority for making the SI

Date of making

Address

Legal Seal

There are regional variations. Furthermore, some items are optional and some may be
omitted in Draft instruments. The signature block function will insert the signature text
according to the regional setting.

The signature block will appear after the main body of the document, before any
schedules. If there are no schedules, it goes before the Explanatory Note.

A signature block may also appear at the end of schedules, before the Explanatory Note.

|
Signed by the Authority of the Secretary of State for Health

Jane Ellison
Parliamentary Under Secretary of State
1st May 2020 Department of Health

Example of a UKSI signature
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Sealed with the Official Seal of the Department of JTustice on 1st May 2020

David Ford
Minister of Justice

Example of an NISR signature

Maureen Watt
Authorised to sign by the Scottish Ministers
St Andrew’s House,
Edinburgh
st May 2020

Example of an SSI signature

To insert a default signature from the “SI Drafting Tools” Ribbon

1. Features: @ Standard Texts, @ Insert Signature

Top Tip: do not change the default signature block text until you have something
to replace it with.

Each item of text in a signature block is marked with a character style. This has specific
functionality in the publishing system. Changes need to be made with care.

To overtype text that appears on the left:

1. Put the cursor to the right of the text
2. Use the home key or left arrow to select the text to be changed
3. Overtype the selected text

To overtype text that appears tabbed to the right:

1. Put the cursor to the left of the text
2. Use the end key or right arrow to select the text to be changed
3. Overtype the selected text

More than one department may sign an instrument: use two signature blocks.

A signature block with multiple signees and departments can be created by use of the
signature block function, but it is recommended that inexperienced users consider the
autosig function instead.
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Edward Troup
Simon Bowles
Two of the Commissioners for Her Majesty's Revenue and Customs
9th February 2015

The Lord Chancellor and the Scottish Ministers concur in the making ofthese Regulations as indicated in the preamble.
Signed by the authority of the Lord Chancellor
Shailesh Vara
Parliamentary Under Secretary of State
Ministry of Justice

9th February 2015
Paul Wheelhouse
Authorised to sign by the Scottish Ministers

5th February 2015

A complex signature block where the autosig function would be advised.

Auto Signature

A complex signature can be created by:

o Editing text inserted by repeated application of the signature block function
e Format text using tabs and character styles
e Use of the autosig tool

Edward Troup
Simon Bowles
Two of the Commissioners for Her Majesty's Revenue and Customs
9th February 2015

The Lord Chancellor and the Scottish Ministers concur in the making of these Regulations as indicated in the preamble.

Signed by the authority of the Lord Chancellor

Shailesh Vara
Parliamentary Under Secretary of State
Ministry of Justice

9th February 2015
Paul Wheelhouse
Authorised to sign by the Scottish Ministers

5th February 2015

A complex signature block where the autosig function would be advised.

Since the permutation of signature block texts is infinite, the tool might apply rules in a
manner that does match the required text.

Here are two different attempts to insert this signature block. The second attempt gives
the required result.

Use Auto Sig tool on from the “SI Drafting Tools” Ribbon to create the
example signature block: first attempt.

1. Features: @ Standard Texts, @ Auto Signature

2. Enter the first two Signatories, Job Title and Date
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Insert Signature

Signatory Text
— Signatory Group
Signatories
Edward Troup
Simon Bowles
Address
Job Tite
irnisioners for Her Majesty's Revenue and Customs
Date Department
ath February 2015 I
— — | Add
Insert Close

3. Click “Add”

4. Add the Signatory Text, Signatory, Job Title and Department. The previous
Date text remains

=

Insert Signature

Signatory Text

g

regulations as indicated in the preamble.
Signed by the authority of the Lard Chancellor

Le Lo |

— Signatory Group
Signatories
Shaiesh Vara
Address
Job Title
| Parliamentary Under Secretary of State
Date Department
Sth February 2015 | Ministry of Justice
£ I = | add
Insert I Close |

5. Click “Add”
6. Erase the Signatory Text
7. Add the final Signatory and Job Title. Edit the date
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-

Insert Signature | 2 |
Signatory Text
regulations as indicated in the preamble, :_I
Signed by the authority of the Lord Chancellor ;I
— Signatory Group
Signatories
Paul Wheelhouse
_Address
Job Title
I Autharised to sign by the Scottish Ministers
Date Department
Sth February 2015 I
£— | =3 | Add |
Insert | Close |

8. Click “Insert”

The Lord Chancallor and the Scottish blinisters conour in the makdng of these regulations az
indicated in the preamble.
Bimnad by the authority of the Lord Chancellor
Edfward Troup
Simon Bowles
Two of the Corumizzioners for Her Majesn’s Fevenue and Customs
Shatlesh Fara
Parliarnentary Under Secratary of State
Winizry of Justice
FPawl Wheelhpuse
5th February 2015 Authorized to sizn by the Scottizh DMinisters

First attempt at the auto signature

In this instance, the required signature block needs to be created as three consecutive
signature blocks.

Use Auto Sig tool on from the “SI Drafting Tools” Ribbon to create the
example signature block: second attempt.

1. Features: @ Standard Texts, @ Auto Signature

2. Enter the first two Signatories, Job Title and Date
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=
Insert Signature |__§§_|
Signatory Text
— Signatory Group -
Signatories
Edward Troup
Simon Bowles
Address
Job Tite
1mi5ioners for Her Majesty's Revenue and Customs
Date Department
ath February 2015 1
Add
Insert Close |

[98)

Click “Insert”, then “Close”.
4. Press Ctrl+space to reset the character formatting, then the Enter key to start a

new paragraph.
5. Features: Standard Texts, @ Auto Signature
6. Enter the two Signatory Paragraphs, the next Signee, Job Title, Department
and Date.
Insert Signature |E|
Signatory Text
Regulations as indicated in the preamble. _Aj
Signed by the autherity of the Lord Chancellor. L]
— Signatory Group -
Signatories
Shadesh vara
Address
Job Title

1 Parliamentary Under Secretary of State

Date Department
Sth February 2015 1 Ministry of Justice

- - Add
Insert | Close J

7. Click “Insert”, then “Close”.
8. Press Ctrl+space to reset the character formatting, then the Enter key to start a
new paragraph.

9. Features: @ Standard Texts, @ Auto Signature

10. Enter the final Signee, Job Title and Date.
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Insert Signature | =5 |

Signatory Text

— Signatory Group

Signatories

Paul Wheelhouse

Address

Job Title
] Autharised to sign by the Scottish Ministers

Date Department
J Sth February 2015 ]

= |IE= add
Insert | Close I

11. Click “Insert”, then “Close”.
12. Press Ctrl+space to reset the character formatting, then the Enter key to start a
new paragraph.

Edward Troup

Simon Bowles

9th Febmary 2015 Two of the Commissioners for Her Majesty's Revenue and Customs

Fegulations as indicated in the preamble.

Signed by the authority of the Lord Chancellor.

~hailesh Vara

Parliamentary Under Secretary of State

Oth February 2015 Ministry of Justice

Paul Wheelhouse

Oth February 2015 Aupthorised to sign by the Scottish Ministers

Second attempt at the auto signature

Legal Seal

Optional placeholder for a Seal in the signature block. Common in NISRs, occasionally
found in UKSIs.

Sealed with the Official Seal of the Department of JTustice on 1st May 2020

David Ford
Minister of Justice

The Seal is positioned beneath the signatory text
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To apply the feature from the “SI Drafting Tools” Ribbon
1. Place the cursor at the seal insertion point

2. Features: @ Standard Texts, @ Seal

3. Select from Text, Standard Image or Large Image

{L.5)

)

The text Seal and two image Seals

Explanatory Note

The Explanatory Note is usually the last part of an SI, unless there is an Earlier Orders
section, and is mandatory. This feature inserts the two heading paragraphs for the
Explanatory Note.

EXPLANATORY NOTE
(Thiz nate is not part of the Ordar)

Explanatory Note heading paragraphs

»

To insert the Explanatory Note headings from the “SI Drafting Tools
Ribbon

1. Features: @ Standard Texts, @ Explanatory Note

Shortcut alternative

1. Alt+X
The content that follows the headings usually comprises T1, or T1 indent, paragraphs. It
may include other features, for example:

Lists

H1 headings
Tables

“N” paragraphs
Images
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Earlier Orders

This would be the final part of an SI and is optional. The feature inserts the two heading
paragraphs and the table, which may be edited.

NOTE AS TO EARLIER COMMENCEMENT ORDER
(This note is not part of the Order)

Provision Date of Commencement | S.I No.

Earlier Orders table and heading paragraphs

To insert the Earlier Orders table and heading from the “SI Drafting
Tools” Ribbon

1. Features Group | Standard Texts |Earlier
In the third column, the SI number should be correctly cited and not just listed as year and
number. For example:

e S.1.2015/440
e S.S.1.2015/200
e S.R.2014/300

Page break

A common Word processing task is to force a paragraph to start on a new page by using a
manual page break. This would be applied from the Insert ribbon or the Ctrl+Enter key
sequence. This action introduces a page break character into the document.

Warning: This action should not be taken in an SI as it is intended for office-
printed Word documents, rather than the electronic publishing system used by
secondary legislation. It introduces a physical character in the document, which
can cause unpredictable side effects.

The SI Template page break function changes the property of a paragraph so that the
paragraph will start a new page in the PDF of the print copy.

To apply the Page Break feature from the “SI Drafting Tools” Ribbon
1. Place the cursor in the paragraph to become the start of the new PDF page.

3 [~ [~

[ Objects, l_k' Page Break, Apply

2. Features:

To remove the Page Break feature from the “SI Drafting Tools”
Ribbon
1. Place the cursor in the paragraph where the page break feature has been
applied
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LY
Page Break, E™ Remove

)

2. Features: Objects,

Text Break

Word uses a pagination tool to decide when to wrap a paragraph onto a new line. This is a
visual effect, applying to printed products only. There is no concept of a line in electronic
legislation, since how a paragraph is rendered depends on the output device.

The text break feature changes the type of space character between selected groups of
adjacent words in a paragraph.

The consequence is the paragraph will be paginated in a different way. Word will regard
the selected text as if it were a single longer word. It then needs to wrap the “long word”
to the next line in order to fit.

The Environmental Permitting (England and Wales) Fegulations
2007

Example of a Title before Text Break is used to control the word wrap

The Environmental Permitting (England and Wales)
Regulations 2007

Example of a Title with Text Break applied to “Regulations 2007 *

To apply the Text break feature from the “SI Drafting Tools” Ribbon
1. Select the words* to be joined using the Text Break feature

= =

Objects, Text Break

2. Features:

Footnotes

Any reference in a statutory instrument to an Act, another instrument, legislation of the
European Union or a Command Paper should have a footnote giving respectively the year
and chapter number, year and serial number, Official Journal reference, or Command
Paper number.

In the SI document, footnotes are lettered (a), (b) and so on, starting at (a) on each page.
The exception is in Welsh legislation, where footnote references are numeric. (When
published online, where there is no concept of pages, footnotes are rendered numerically
at the end of each chunk).
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The Treasury makes the following Order in exercise of the powers conferred by sections 42(3),
42{4) and 42(5) of the Scotland Act Eﬂlll{a_}.

Citation and interpretation
1.—{1) This Order may be cited as the Devolution of Landfill Tax (Consequential, Transitional
and Saving Provisions) Order 2015,
(2} In this Order—
“FA 19967 means the Finance Act I%@
“LFTR 1996" means the Landfill Tax Regulations 199%

Example showing references to three footnotes

(@) 2012c.11

by 1996 c8

(€)  S11996/1527; regulation 33 has been amended by SI 1999/3270, SSI 2000/323, 81 2003/46, S1 2003/603, S12003/2313, SI
2006/1054, S1 2007/1898, 51 2007/3538, S1 2009/180, S1 2010/675, 51 2012/360 and S1 2013/658; regulation 36 has been
amended by ST 19992370 there are other amendments to S1 1996/1527 but they are not relevant to this Order.

Corresponding footnotes for previous example

To insert a footnote from the “SI Drafting Tools” Ribbon
1. Place the cursor where the footnote cross reference is to appear

The Treasury makes the following Order in exercise of the powers conferred by sections 42(3),
42(4) and 42(5) of the Scotland Act 2012

[ - .
2. Features: N Obijects, Footnote

G

3. Type the footnote text affer the tab.

Shortcut alternative

5. Ctrl+Alt+F
Note: If pasting the footnote text from elsewhere, paste it into Notepad first to
ensure formatting is removed.

Word is a general purpose program. In the course of using it for Word processing
purposes other than Sls, the footnote settings may be inadvertently altered. For example,
they may not be alphabetic or may run continuously.

To correct footnote settings in an SI
1. Using a Shift+Arrow key, carefully select one of the footnote cross references
in one of the paragraphs

e-following-Order-in-exercise-of -thep

2. Press any letter key. Choose “Options” from the dialogue.
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Microsoft Word [F==7]

I",.._\I Typing over a note reference mark will delete it and the corresponding footnote or endnote text, Do you want to delete the note or change
R the options for how the marker is displayed?

’ Delete ] ’ Diptions... ] [ Cancel ]

3. Change any setting where it does not match the image below.

™

Footnote and Endnote |E||E
Location
@ Footnotes: :Ei::uttcum of page B
(") Endnotes: End of document

Footnote layout

Colummns: Match section layout Izl
Format

Humber format: .a, b o Izl

Custom mark: Symbol.. |

Start at: @ :

MNumbering: Restart each page |Z|

Apply changes

Apply changes to: | Whaole document Izl

Insert ]’ Cancel I[ Apply ]

4. Select “Apply”

Some footnotes may have continuation paragraphs.

(b) In relation to the Welsh Ministers, the relevant functions of the Secretary of State were, so far as exercisable in relation to
Wales, transferred to the National Assembly for Wales by virtue of article 2 of, and Schedule 1 to, the National Assembly
for Wales (Transfer of Functions) Order 1999 (5.1 1999/672). Those functions are now exercisable by the Welsh Ministers
by virtue of section 162 of, and paragraph 30 of Schedule 11 to, the Government of Wales Act 2006 (c.32).

In relation to the Secretary of State, article 2(2) of the Ministry of Agriculture, Fisheries and Food (Dissolution) Order Zl'ﬂZI
(S.L 2002/794) transferred the functions of the Minister of Agriculture, Fisheries and Food to the Secretary of State.

A footnote continuation paragraph (indicated)

To insert a footnote continuation paragraph from the “SI Drafting
Tools” Ribbon
1. Place the cursor at the end of the first paragraph

() In-relation-to-the-Welsh-Ministers, -the-relevant-functions-of the-Secretary-of-State-were, -so-far-as-exercisable-in-relation-to-
Wales, -transferred to-the National-Assembly-for-Wales-by-virtue-of-article-2-of, -and-Schedule- 1 -to, the National-Assembly-
for Wales-( Transfer-of Functions) Order- 19995 1.-1999/672). -Those functions-are now-exercisable-by-the- Welsh -Ministers-

by-virtue-of-section-162-of, -and-paragraph-30-of-Schedule-11-to, the-Government -of-‘Wales-Act-2006-(¢.32) '[I

f. AE-:

Objects, Footnote Continuation

2. Features:
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3. Type the next paragraph

Images

Images may be inserted inline (within a paragraph of text) or display (standalone
paragraph). Word functions must not be used to insert images.

The-CE ‘marking- €€ -must-be-affixed-in-accordance-with regulation-8-and-Schedule-4.-Regulation-9-
makes-provision-for-other markings-and-inscriptions.

Example of an inline image

(e) it shall conform to the figure below: and

(f) it shall be clearly visible.

Width 400 mm All black borders 15 mm or less

2W
1832

Telephone No

Height not &
less than
300 mm

4

Horizontal

black line 1
at mid g
height of

15 mm

stroke width

v

Height not less
than 400 mm

Width not less than 700 mm

Example of a Display image

To insert an image from the “SI Drafting Tools” Ribbon
1. Place the cursor at the insertion point: within a paragraph for inline, at the end
of a paragraph or in a “linespace” paragraph for display.
& =

Objects, L ——

2. Features: Image
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Insert Image | B2 |
Position
(" Display (" Inline With Text
Description

A description will help to make this document mare accessible in
media format other than print.

Cancel

Insert image dialogue

3. Select “Display” or “Inline with text”

4. Adding descriptive text increases accessibility.

5. Select “Insert”

6. Browse to, and select, the required image
Formulae

Word may be installed with a default “Equation Editor” or an enhanced “Mathtype”?.
Equation objects should not be applied directly from the Word Insert Ribbon. The
Drafting Tool does not support Equation Objects

To represent a formula, prepare that formula outside of the Drafting Tool. Save an image
of the formula and insert that image using the Drafting Tool Image Functionality

Image Description

The Insert Image function has a dialogue box where descriptive information may be
added to improve accessibility. This text will not show in print, but it will aid
accessibility for digital users and readers with special needs who use assistive technology
such as screen readers. Note that absence of descriptive text will trigger a validation
warning.

! Note that absence of descriptive text will trigger a validation warning
2 This feature may be disabled in some versions of Word
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Description
A description will help to make this document more accessible in

media format other than print.

Descriptive information box for Insert Image function

A map, for example, could have a description of the area the image represents.

T ~ Map 1 referred to by the Harrogate Stray Act 1985 (UICI Road World Champlonships) Order -
§ Minisry of 2019
| Communities &
* Local Govemmeant . y - ‘\\H
: o ¥ i & o
; o I ._' _,-'J 3 ) i I =~ "-\.\_ % .
I AN o o
| () H
L s S Edlit Description %
5 il .: ".J 4
: e i} \ i | Description
; -~ et 40| A desaiption will help to make this document more accessible in
Yo ' media format other than print.
e - 7 e Li
P S “1 | Map ireferred to by the Harogate Stray Act 1985 (UCI Road
] = vt ek Sy Warld Championships) Order 2019
165 Hetae g
. < 471 s .
o - \
= i/ il
E ! - Insert Cancel
e > o '
;. o ;pq_rwu:- = -......-1_-;_ b
& - i i Y ;
 —— A %
A / ok s e M B AL AVERRR e L S )

Example of Descriptive Information (alt text) being added to a map

Descriptive information (alt text) for an image shows as mouse-over text in published

legislation
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impact cn the private or voluntary sectors is foreseen.

”‘ Map 1 refermed to by the Harrogate Stray Act 1983 (UC) Road World Champlonships) Ordar
Mlietatry of Housieg. FLL]

Communtas &

Listal Cremrroirasr

A " .

; f/“'—"::\;""' 4

L o
~ ,:‘:C_‘:;_‘J Map 1 referred to by the Harrogate Stray Act 1985 (UCI Road World Champicnships) Crder 2019

T

Example of alt text being displayed when the cursor is placed over an image
This information may be retrospectively added

To add descriptive information from the “SI Drafting Tools” Ribbon
1. Select the image

. Objects, ‘? Edit Description

Edit Description 2

Description

A description will help to make this document more accessible in
media format ather than print.

2. Features:

Insert Cancel

3. Add the description and select “Insert”.

Acronyms and abbreviations

This feature will allow the expanded form of an acronym or abbreviation to be stored. It
can then be made accessible in electronic publication.
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EXPLANATORY NOTE
(This note is not part of the Regulations)
These Regulations amend the International Transport of Goods under Cover of TIR Carnets (Fees) Regulations 1988. The 1938
Regulations prescribe the fees payable in connection with the approval of a vehicle inn tuns and with tha ieceus be thg Sacretary of
State of a certificate of approval for a road vehicle following the inspection of the road|_1Tansperts Intemationaux Routiers |y, ostoms
Convention on the International Transport of Goods under Cover of TIR Carnets of 14th November 1975 and the fee for the issue of a
certificate for a road vehicle which conforms to an approved design-type. *TIR" is the acronym for “Transports Internationaux Routiers™

The fee for an inspection of avehicle design-type in connection with the grant of TIR design-type approval is increased by 2.8% from £70

Example of an Acronym (TIR)

To mark text and as acronym or abbreviation using the “SI Drafting
Tools” Ribbon
1. Select the text to be marked

Explanatory Note
(This note is not part of the Regulations)

These Regulations amend the International Transport of Goods under Cover of TIR Camets (Fees)
Regulations 1988. The 1988 Regulations prescribe the fees pavable in connection with the approval
of a vehicle design-type and with the issue by the Secretary of State of a certificate of approval fnr

owmmd sralials Fallassiomm tlas fomnmontineg afdlhs cond sralainls deo oseossnemonn of Aomease 3 o dlea T
A&A
f'. A+A
2. Features: Objects, Acronyms + Abbreviations, Mark
Mark Acronym/Abbreviation 22 |
Available List
Item Item Expansion
| TR
Type
’7'."' Acronym ™ abbreviation Mark Cancel

3. Enter the Item Expansion, select “Acronym”.
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Mark Acronym/Abbreviation
Available List
Item Item Expansion
| TIR Transpart International Routers
— Type
& Acronym " Abbreviation Mark Cancel

4. Select “Mark”

To edit the acronym and abbreviation list using the “SI Drafting

Tools” Ribbon
A&A
f. R+H i
1. Features: Objects, Acronyms + Abbreviations, L Edit List
Edit Acronym/Abbreviation @
Available List
ACR.  TIR Transport International Routers
< | 2l
Item Item Expansion
Type
lrrh Acronym " abbreviation Update Delete
OK Cancel
1. Select the items to be edited
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-
Edit Acronym/Abbreviation £
Available List
ACR. TIR Transport International Routers
« | i
Ttem Item Expansion
I TIR Transport International Routers
Type
(’5‘ Acronym ¢ abbreviation Update Delete
oK Cancel
2. Edit the Item Expansion
[
Edit Acronyrn/Abbreviation L
Available List
ACR. TIR Transport International Routers
{ | i
Item Item Expansion
I TIR Transports Internationaux Routiers
Type
’>F Acronym " abbreviation Update Delete
oK Cancel

3. Select “Update”, then “OK”. (Note the option to delete from this dialogue).

There is also a feature to “unmark” an acronym or abbreviation from the body of the
document. Unlike “delete”, this leaves the item and expansion in the List, but erases the
selected reference to it.

To unmark an acronym or abbreviation using the “SI Drafting Tools”
Ribbon

1. Select the text to be unmarked
f. A+HA FEF

Objects, | Acronyms + Abbreviations, Unmark

2. Features:
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Cross Reference

This feature is used to create a dynamic reference to another part of the document. A
static reference is one that is typed. Dynamic means that it can be updated.

Consider the fragment below. Regulation (3) makes a reference to regulation (2)

1.—{1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

(2) Rgery operator must provide the competentauthority with such assistance as is necessary to

provide such assistance as is necessary to the competent authority.

Example of a Cross Reference

If a paragraph is inserted between (1) and (2), the cross reference is now incorrect.

1.—{(1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

(2) Every operator must demonstrate to the competent authority that it has taken all measures
necessary as specified in these Regulations.

(3)dg@snoperator must provide the competentauthority with such assistance as is necessary to

provide such assistance as is necessary to the competent authority.

This is true of a static (typed) link

To insert a cross reference (dynamic link) from the “SI Drafting

Tools” Ribbon
1. Place the cursor at the point where the link is to be made

1.—(1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

(2) Every operator must provide the competent authority with such assistance as is necessary to
enable the competent authority to perform its functions under these Regulations

(3) Without prejudice to the generality of paragraply. every operator must in particular provide
such assistance as is necessary to the competent authjirity.

[ E
2. Features: __ Obijects, Cross Reference
3. Change the “Reference type” to “Numbered item” and “Insert reference to” to

“Paragraph number (no context)”
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Cross-reference | 7 | £2 |

Reference type: Insert reference to:
Mumberad item |E| Paragraph number (no context) E|
[] Insert as hyperlink [[] 1nclude above/below

Separate numbers with

For which numbered item:

|3] Without prejudice to the generality of paragraph [}, every cnperatcnr M.,

Insert ][ Cancel

4. Select “Insert”, then close.

1.—{1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

(2) Every operator must provide the competent authority with such assistance as is necessary to
enable the competent authority to perform its functions under these Regulations.

(3) Without prejudice to the generality of paragraph{2), every operator must in particular provide
such assistance as is necessary to the competent authority

With the new paragraph inserted, the update feature should then be used:

Fi LH

5. Features, Functions, Update Numbering

1.—(1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

(2) Every operator must demonstrate to the competent authority that it has taken all measures
necessary as specified in these Regulations.

(3) Fifi cry operator must provide the competent authority with such assistance as is necessary to
enable the compcfmm]&mgr_tg_pcrfmm its functions under these Regulations

(4) Without prejudice to the gencraltty of paragrapte(3) every operator must in particular
provide such assistance as is necessary to the competent authority.

There are a number of options in “Insert Reference to”
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Insert reference to:

Page number

Page number -
Paragraph number
Paragraph number [no context]
Paragraph number [full context)
_{Paragraph text

Above/below

The two options of relevance are

e Paragraph number (no context)
e Paragraph number (full context)
“Full context” is used to make a reference outside of the current regulation. If this were

selected instead of “no context” in the example, then the cross reference would instead
display as “1(3)”.

1.—{1) Every operator must take all measures necessary to prevent major accidents and to limit
their consequences for human health and the environment.

2) Every operator must demonstrate to the competent authority that it has taken all measures
necessary as specified in these Regulations.

(3) _operator must provide the competent authority with such assistance as is necessary to
enable he coriparent awtharity fo perform its functions under these Regulations

(4) Without prejudice to the generahty of 1 paragrapir 1(3). every operator must in particular
provide such assistance as is necessary to the competent authority.

A rule numbered paragraph has three components, one of which is hidden. A cross
reference must not point to the hidden part of the number.

=

When the Rules apply | Cross-reference L? =]
2.1.—(1) In general Reference type: Insert reference to:
] E Mumbered item IZI Paragraph number IZI

(2) 1in all criminal ca

(b) in extradition cas [ Insert as hyperfink [ indude above below

(¢) in all cases in thd Separate numbers with
Faor which numbered item:

(2) If a rule applies onl o

(3) These Fules applv of | (1) Every operator must take all measures necessary to prevent major acdd... .
(2) Every operator must demonstrate to the competent authority that it has .|
{3) Every operator must provide the competent authority with such assistanc. EE

4i Without ireiudice to the ieneraliﬁ of Earairaih 1 3ii Everi Dieramr m..

(1) Every operator must take all measures necessary to prevent major acdd...
(2 Fuerv nnerator miiet demonstrate to the comnetent authority that it hae

»

The hidden part of the regulation “2” is currently selected. A cross reference must not be
inserted to this location. Only the “2.1” or “(1)” locations may be selected.

Note: Cross references are dynamic. If the point to which the cross reference are
made is deleted, it will break the link. This may not become apparent until the
numbering is updated by, for example

e Printing
e Validating
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e Use of the Drafting Tool “Update numbering” function.
In these cases, the cross reference will be replaced with text “Error! Reference source
not found”. It can be fixed by reinserting the cross reference (dynamic) or use of text that
represents the regulation number (static)

The Fix tool

This tool will help you to correct many errors that might invalidate the document or
would be considered not best practice.

There are five groups of error that may be included when the Fix tool is used.

Basic formatting errors
This will:

e Remove formatting from tabs
e Remove colour formatting from spaces
¢ Remove outline levels

Correct spaces/tabs
With the exception of forms, this will:

Remove leading spaces at the start and end of lines
Remove spaces either side of tabs

Remove tabs at the ends of paragraphs

Convert double spaces into single spaces

Note: a table is not considered a form unless it exclusively contains the specified
form paragraph styles.

Convert straight quotes to typesetter’s quotes
If the autocorrect option was not set (page 6) apostrophes and quotes are left “straight”.
This function will convert them to the typesetter’s (curly) equivalents.

Correct blank paragraph styles
This converts all blank lines that are not Form styles, SigBlock style or TableText style to
the “linespace” style.

Remove foreign language settings

Sometimes words or paragraphs are flagged by validation as being set to a foreign
language (this can result from copying the text from another source). Usually this is not
required, and this Fix option converts all language settings to English (UK).

Note: The fix tool is not able to correct errors in footnotes: these need to be fixed
manually according to feedback in the validation report. Foreign language
settings in footnotes require special attention. Please refer to the FAQ “Reset
footnote proofing language”

To apply the fix tool from the “SI Drafting Tools” Ribbon

"2
1. Features: -T Fix, 'z’ Fix Document
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5I Template

It is highly recemmended that you save your document before running this

operation.
Do you wish to continue?

Ye ||

Mo

2. Select “Yes” to continue
3. Select the required options

-

Fix Document

Gl

— Select Options

¥ Correct Basic Formatting Errors

¥ Correct Spaces/Tabs

¥ Correct Blank Paragraph Styles

¥ Remove Foreign Language Settings

¥ Convert Straight Quotes To Typesetter's Quotes

Execute

WARNIMG: The fix operation may result in changes to your
document and all changes will be reported as Word comments,
To dear these comments use the 'Clear Fix Comments' function.
Fixing the document may take a considerable amount of time.

Cancel

— Fixing Status -

)

4. Select “Execute” to continue

Note: Execution time does depend upon document complexity and size. You might
wish to defer running Fix over a lunch break or overnight in a large document.
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51 Template R 51 Template ' R _

Fixing complete,

Fixi lete. Mo actions taken.
3 iaragraphle) fakd ixing complete, Mo actions taken

£ o -

Alternative feedback messages from the Fix tool

The Fix command will add comments to the document. These should be reviewed. After
reviewing the comments, they should be deleted.

To remove Fix comments using the “SI Drafting Tools” Ribbon

1. Features: .~ | Fix, 'A"l Clear Fix Document

ra

5l Template 2

1 Fix comments removed from document

Feedback after clearing Fix comments
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Section 4. NI and W regional
variations
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NI ribbon tab

This contains the features specific to the Northern Ireland SR regional variations. If you
are familiar with legacy versions of the SI template, it is similar to the “Northern Ireland”
toolbar. It is enabled only when the type of the current document is set to “Northern

Ireland Statutory Rule”

NI

-

Morthern...

The “NI” ribbon tab

Under this tab, features are found in three groups

R
(1 Al Tirmed

' | Confirmatory

5 Interpretation

Features under the NI ribbon tab

Affirmed relates to

e Subject to affirmation
o Affirmed

e Subject to approval

e Approved

Confirmatory relates to
e Before approval
e Approved

Interpretation inserts text relating to the Interpretation Act.

Users seeking the function formerly known as “Negative” would now find this as Start |

Approval Texts | Laid | Laid in Recess

Affirmed

This is a set of functions relating to Resolutions of the Northern Ireland Assembly.
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r

22 ]

Please select Affirmation or Approval

— Frame

¢ gSubject to affirmation

" Affirmed

"~ Subject to approval

" Approved
oK l Cancel
The Affirmed dialogue

Order laid before the Assembly under section 1(7) of the Harbours Act (Northern Ireland) 1970,
and subject to affirmative resolution procedure of the Assembly

STATUTORY RULES OF NORTHERN IRELAND

Example of “Subject to Affirmation”

To insert “Subject to Affirmative Resolution” using the “SI Drafting
Tools” Ribbon

NI
1. Northern Ireland: [1] Affirmed
2. Select “Subject to Affirmation” and “OK”

Regulations laid before the Assembly under **¥, and subjsct to affirmative resolution procedurs
of the Assembly

STATUTORY RULES OF NORTHERN IRELAND

3. Edit the text as required

Made - - - - 19th February 2020
Affirmed by resolution of the Assembly on  10th March 2020

Coming into operation in accordance with Article 1

Example of “Affirmed”
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To insert “Affirmed by Resolution” using the “SI Drafting Tools”
Ribbon

NI
1. Northern Ireland: [t Affirmed
2. Select “Affirmed” and “OK”

Made - - - - 19th February 2020
O

Affirmed by resolution of the Assembly on

Coming into operation in accordance with Article 1

3. Edit the text as required

Draft Order laid before the Assembly under section 21(2) of the Justice (Northern Ireland) Act
2004 for approval

DRAFT STATUTORY RULES OF NORTHERN
IRELAND

Example of “Subject to Approval”

To insert “Subject to approval” using the “SI Drafting Tools” Ribbon
NI

1. Northern Ireland: (] Affirmed
2. Select “Subject to Approval” and “OK”

Draft Regulations laid befors the Assembly under *** for approval

DRAFT STATUTORY EULES OF NORTHERN
IRELAND

3. Edit the text as required
Laid before the Assembly in draft

Made - - - -

Coming into operation -

Example of “Approved”

To insert “Approved” using the “SI Drafting Tools” Ribbon
NI

1. Northern Ireland: H Affirmed
2. Select “Approved” and “OK”
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Laid befove the Assembly in draft
Made - - - - 2020

Coming info operation - 2020

Note: this paragraph may also be inserted using Start: n Approval Texts, L~

Laid, U Laid in Draft and select “Laid before Assembly”

Confirmatory

Two functions relating to Approval by resolution of the Northern Ireland Assembly

=

Confirmatory 22
— Please select Confirmation
" Before approval

™ Approved

Cancel

The Confirmatory Dialogue

Regulations made by the Departmeni for Social Development and laid before the Assembly under section 26(11)
of the Child Support, Pernsiors and Social Security Act (Northern Ireloved) 2000 for approval of the dssembly
before the expiration of 6 monihs from the date of their coming info operation.

STATUTORY RULES OF NORTHERN IRELAND

Example of “Before Approval”

To insert “Before Approval” from the “SI Drafting Tools” Ribbon
NI

1. Northern Ireland, Confirmatory
2. Select “Before Approval” and “OK”

Regulations made by the **° gnd lgid bgfore the Assembly under *** jfor approval aof the
Assembly before the expiration of *** months from the date of thelr coming info operation

STATUTORY RULES OF NORTHEEN IRELAND
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3. Edit the text as required

Made - - - - 1st February 2020
Coming into operation - 1st April 2020
Approved by resolution of the Assembly on 23rd March 2020

Example of “Approved”

To insert “Approved” from the “SI Drafting Tools” Ribbon
NI

1. Northern Ireland, Confirmatory
2. Select “Approved” and “OK”

Made - - - - 1st February 2020
Coming into operation - 1st April 2020
Approved by resolution of the Assembly on ***

3. Edit the text as required

Interpretation

To insert a reference to the Interpretation Act.

Citation, commencement and interpretation

1.—(1) This Order may be cited as the Justice (Northern Ireland) Act 2004 (Amendment of
section 8(4)) Order (Northern Ireland) 2015.

(2) This Order shall come into operation on the day following the date on which this Order is
approved by resolution of the Assembly.

(3) The Interpretation Act (Northern Ireland) 1954 shall apply to this Order as it applies to an
Act of the Assembly(c).

Example use of a reference to the Interpretation Act

To insert a reference to the Interpretation Act from the “SI Drafting
Tools” Ribbon
1. Prepare the paragraph and place the cursor where the text is to be inserted
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Citation, commencement and interpretation
1.—{1) This Order may be cited as the Justice (Morthern Ireland) Act 2004 (Amendment
ofsection 8(4)) Order (MNorthern Ireland) 2015,

(23 This Order shall come into operation on the day following the date on which this Order 1=
approved by resolution of the Assembly.
()

N
2. Northern Ireland: Interpretation

(3) The Interpretation Act (Northern Ireland) 1934 *** ghall apply to these FEegulations as it
applies to an Act of the Assembly.

3. Edit the text as required

Welsh ribbon tab

This contains the features specific to the Welsh SI regional variations. It is only enabled
for documents created when the default document type is set to “Dual Welsh and English
Statutory Instrument”.

W

-

Wales

The “WSI” ribbon tab
There 1s one function on the WSI Ribbon tab.

WSI “Shared”

In some instances, elements from the Welsh or English documents will be shared between
the two documents. These elements may include tables, signature blocks or even entire
schedules. As both documents need to be the same and align with each other, the
documents will need to be prepared for sharing. Preparing and sharing document
elements uses the following method.

1. Turn on document line numbering: Page Layout Ribbon: Line Numbers,
Continuous

2. In the document containing the shared item, make a note of the line numbering
to start and end the shared item. Below is an example:
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3  Tahlel
10 (table-top-text)

Coluran hecder
Table text*

11 * Tahle footnote

12

3. The table that is going to be shared starts at line 9 and continues until line 11.
4. Ensure the same line numbers are available in the opposite document. Below
is an example:

7 Citation and commencerent
8 1. Theseregulations may be cited as the Transport
g

10

11

12 Next Heading]|
13

5. Select the element to be shared and click the Shared button: Wales, Shared
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Section 5. SI drafting overview, best
practice
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Insert a Landscape Section/Table

A common use of landscape pagination is for a wide table of data within a Schedule.

Users should not seek to insert their own landscape sections. Word inserts page numbers
in a manner that is not the same as in legislation; they will not be in the correct place. It
may also introduce errors in page margins or headers/footers which will be difficult to
resolve.

This procedure makes use of a landscape table; which can then be removed if not
required.

To insert a landscape table from the “SI Drafting Tools” Ribbon
1. Place the cursor in the middle of three blank ‘linespace’-styled paragraphs.

-

i (4) After-paragraph
linespace T
linespace T =
linespace L
2. Tables: D Insert Table

3. Whether a table is required or not, always tick “Include Table Number” and
“Insert as Landscape”

Inzert Table |EE -!

— Table Preview
¥ Include Table Mumber

[ Incude Table Caption

] [ Indude Text Above Table

_I—I—I Mumber of Rows 5
[
Mumber of Columns 3
Mumber of Fooinotes o

v Insert as Landscape
L]

Insert

Cancel

4. If a table is required, then other options may be ticked and the number of
Rows/Columns/Footnotes set as required.
5. Select “Insert”
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Table-17

Column-headera

o

Hinooido
Hioonido

(RN RN

[SRESIES I )

ection Break {Next Page)

[

Default landscape table, Print layout view. Note the page number in left margin

lirespace
TableMumber
Table-19
Column-headera
e
e
i
=
linespace
linespace Ll

Left side of landscape table, Draft view

To insert paragraphs above the landscape table
1. Place the cursor at the start of the paragraph with the text “Table 17
2. Press the enter key a few times

Hresﬁace

TableMumber )
TableMumber T
TableMumber T
TableMumber Table-1Y

3. Select the blank ‘TableNumber’ paragraphs

4. Paragraphs: Ll Paragraphs, Linespace
lirespace
lirespace 1
lirespace 1
lirespace 1
TableMumber
Table-1%

5. Other features may be applied in this group of three blank paragraphs, for
example insert a Schedule.

To remove the landscape table
1. Insert the paragraphs above the table, as above
2. Place the cursor in the table
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3.

From the Table Tools Ribbon: Layout, Delete, Delete Table

INSERT DESIGN PAGE LAYOUT :

-

afuccp 25 I W=

bw Eraser Delete Insert Insert Insert
ble - Above Below Left

Draw Delete Cells... i

£ Fgfl

] N X

Delete Columns

Delete Rows

Table [k DeleteTable ¢um

X

Column header

To insert paragraphs beneath the landscape table

1.

2.

(98]

If there are table footnotes, just place the cursor at the end and use the Enter
key. Then change the new blank paragraph to ‘linespace’.

Otherwise, place the cursor in the very last cell of the table and press the Tab
key to get a new blank row at the bottom of the table.

Select this additional blank row.

From the Table Tools Ribbon: Layout, Merge Group, Merge Cells

ﬁ_} ] Merge Cells
=== B split Cells :
Insett | 5 AutoFit
Right @O Split Table -

Fa Merge

From the Table Tools Ribbon: Layout, Data group, Convert to Text

Al | Repeat Header Rows
z
Sort

Bt Convertto Text @B

fx Forrmula
Crata

Select “OK”

ra =
Convert Table To Text | ¥ || 22 |
Separate text with
@ Paragraph marks
i) Tabs
™1 Commas

i) Dther |-

El Convert nested tables

| ok || Ccancel |

This will place a blank paragraph before the section break of style ‘TableText’
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TableText il
linespace

lingspace T

7. Change the paragraph style to ‘linespace’ and press the Enter key as required.
8. Note that any cell border formats in the final row of the table may now need to
be reapplied.

Note that if additional tables are required within a landscape section, the “Insert as
Landscape” option should not be used for these tables.

Long Quoted Paragraphs

In a block amendment, “long quoted” paragraphs are used. Most SI template paragraph
styles have a long-quoted equivalent except for those found in

Items preceding the Main Body (Subject, Number, Dates etc.)
Signature block

Explanatory Note and Earlier Orders

Footnotes

Long quoted tables, forms and images are discussed elsewhere.

(4) After paragraph (3) of regulation 3 inser—

“(3A) Where a holding is situated in more than one territory, the final date on which the single application may be
submitted, and the final date on which an application for the allocation of payment entitements may be submitted, are the
dates setin the territory of the competent autharity for that holding in accordance with paragraphs (2) and (3).".

Example of a long quote inserting a new paragraph

The UK withdrawal from the European Union (EU) will result in a number of items of
EU legislation being adopted by the UK. This adopted legislation can be amended by SIs.
In order to facilitate this, all of the long quote (LQ) and nested long quote (NLQ) styles
have been duplicated and renamed as EULQ and EUNLQ styles with appropriate changes
for drafting purposes.

If amending an item of UK legislation then the LQ and NLQ styles should be used. If
amending an item of adopted UK legislation (formerly EU legislation) then the EULQ
and EUNLQ styles should be used. If an SI is amending both UK and adopted UK
legislation then the appropriate long quote and nested long quote styles should be used
dependent on if it is amending UK or adopted UK legislation.

The guidance below will only use the terms LQ and NLQ but the functionality for using
EULQ and EUNLAQ is identical.

To insert a long quote using Long Quote mode from the “SI Drafting
Tools” Ribbon
1. Long Quotes: LQ Mode change the selector from “Normal” to “LQ”
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LQ Mode Neormal »
{ Narmal
4 LO)

EULQ

2. Place the cursor at the insertion point

C -

(4) After-paragraph-(3)-of regulation-(3)-insert—Y

3. Paragraph Styles: Paragraphs,

N

(2), for a quoted “N2” paragraph.

ra

Long Quotes Numbering |_EI§_|

Style to be Inzerted:; LONZ

Enter the Mumber to be Azsigned 1

]S

~

Cancel ‘

4. Enter the number for the quoted paragraph in the dialogue and “OK”
5. The text can then be added. Note that the paragraph style for a nested “N2”

paragraph is called “LQN2”

N2
LQN2

{4y After-paragraph-(3
(3A)"Where-a-h
single- application
allocation- of payy
the-competent-autt

An alternative method of inserting one or more paragraphs is to use the ® “Indent” tool.
This takes the range of selected paragraphs (be sure to select complete paragraphs) and
changes the paragraph style for each to the long quote equivalent

To insert a long quote using the Indent feature from the “SI Drafting

Tools” Ribbon

Note This feature does not apply to amendments made to adopted UK legislation

(formerly EU legislation)

1. Place the cursor at the insertion point.

2. Paragraph Styles: Paragraphs,

N

(2), for a nested “N2” paragraph. Note that

the appropriate number sequence will be continued.
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NE {4) After-paragraph-(3)-of regulation-3-insert—7
M2 o
{39

3. The text can then be added.

e (4) After-paragraph-(3)-of regulation-3-insert—Y
he (3) Where- 3- holding - is- situated- in-more-than-one-tef
application- may- be- submitted, - and- the- final- date- on-
payment- entitlements- may- be- submitted, - are- the- dat
authority -for-that-holding-in-accordance -with-paragraph

4. Long Quotes Group | blue right-pointing arrow # | to convert the paragraph
style to its long quote equivalent.

The dialogue that follows has an option: to convert or not convert numbering.

Long Quote Indent/Cutdent Options (&2 ]

¥ Convert Automatic Mumbering

If you proceed with this action automatic numbering will be
converted to plain text. This action will be irreversible for
some styles,

GO Cancel

The option to select is not significant but it does have two different effects. Choose the
one that is most favourable for the range and numbering in the paragraphs being indented.

b (4) After-paragraph-(3)-of1

HNE (51" Where- a- holding
single- application- may
allocation- of- payiment
the-competent-authorit

Consequence of selecting “Convert Automatic Numbering”

N2 {4) After-paragraph-(3)-of'1

- (*)7Where- a- holding
single- application- may
allocation- of - pavinent
the -competent-authorit

Consequence of not selecting “Convert Automatic Numbering”

In either case the text, “*” or “5”, is then edited to give the required number.
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v (4) After-paragraph-(3)-of 1e

HA (3A)"Where-a-holding
zingle- application- may
allocation- of payinent-
the-competent-autherity,

A block amendment has to start with an opening long quote quotation maker and end with
a closing one.

p
LQ Mode [Mormal =} & Insert Opening Long Quote
# Indent Paragraph " Insert Closing Long Quote

¥ Qutdent Paragraph Quoted TOC =

Long Quotes

Long Quote Quotation Markers on the Long Quotes group

To insert an opening long quote quotation marker from the “SI

Drafting Tools” Ribbon
1. Position the cursor within the first paragraph of the amendment (anywhere).

2. Long Quotes: IE' Insert Opening Long Quote

(4) After-paragraph-(3)-of reg
#(3A)"Where-a-holding
zingle- application- may-b
allocation- of payment- e
the-competent -anthority -

To insert a closing long quote quotation marker from the “SI Drafting

Tools” Ribbon
1. Position the cursor at the insertion point where the mark is required

2. Long Quotes: IEl Insert Closing Long Quote

ritory, -the-final-date-on-which the-
-on- which- an- application- for-the-
re-the-dates-set- in-the-territory-of-
th-paragraphs-(23-and-(3).77

Best practice: spanning table cells

Where a data item applies to more than one consecutive row or column, the data should
appear once only and the cells merged to span the rows or columns to which it relates.

A separate table row should be used for each set of data items. Blank paragraphs must not
be used to vertically align data.
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NOTE AS TO EARLIER COMMENCEMENT ORDERS
(This note is not part of the Order)

The following provisions of the Business Rate Supplements Act 2009 have been brought into force in England by commencement order
made before the date of this Order:

Frovision Date of Commencement S.I. Mo

Sections 1t0 15 19th August 2009 3.1, 2009/2202 (C.96)

Section 16 (partially) 19th August 2009 5.1, 2009/2202 (C.96)
16th July 2014 S.1. 20141860 (C.85)

Sections 17 to 27 19th August 2009 5.1 2009/2202 (C.96)

EO Table with two cells spanning a row

To merge cells to span two rows
1. Select the two cells

NOTE ASTO EARLIEE COMMENCEMENT ORDERS
{This note &5 not part of the Order)

The following provisions of the Business Rate Supplements Act 2009 have been brought into
4| force in England by commencement order made before the date of this Order:

| Provision | Date of Commencement | 5.1 No.

(Sectiomsltol5 | 19thAugust2009 | SI 20092202 (C.96)
. Section 16 (partially) " 19th August 2008 | SI 20002202 (C96)
L lemjuly20is 120141860 (C 83)

| Sections 17 10 27 | 19th August 2009 S.I. 2009/2202 (C.96)

2. From the Table Tools Ribbon: Layout, Merge cells
NOTE AS TO EARLIER COMMENCEMENT ORDERS

{This note is not part of the Order)

The following provisions of the Business Rate Supplements Act 2009 have been brought into
force in England by commencement order made before the date of this Order:

Provision Date of Commericement a1 No.

Sections 1 to 13 19th Apgust 2009 5.1 20002202 (C96)

Section 16 (partially) 19th Apgust 2009 5.1 20002202 (C96)
16th Julv 2014 51 20141860 (C85)

Sections 17 to 27 19th Apgust 2009 5.1 2009/2202 (Co6)

Amended table showing cells merged to span two rows

Best practice: Table number and Caption

The number and caption are two separate items of data. They should be on separate
paragraphs to make the information accessible.
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Table 1 — Operator Competence Certificate Codes

Type of Facility Minimum Relevant
Operator Competence
Certificate
1. Managing a landfill site for hazardous waste 4MLH
P Managing a landfill site for hazardous waste — single waste 4MLHS
stream

Table number and Caption should not appear in the same paragraph

feticemey Table 1 — Operator Competence Certificate Codes
Type of Facility Minimum Relevant
Operator Competence
Certificate
1 Managing a landfill site for hazardous waste 4MLH
2. Managing a landfill site for hazardous waste — single waste 4MLHS
stream
Incorrect use of ‘TableNumber’ paragraph
TableMumber Table 1
TableCaption Operator Competence Certificate Codes
DNpe of Facility Mininm Relevant
Operator Competence
Certificate
1. Managing a landfill site for hazardous waste 4MLH
2 Managing a landfill site for hazardous waste — single waste 4NLHS
stream

Separate ‘TableNumber’ and ‘TableCaption’ to capture correctly the two items of

data

Bad practice: using paragraphs to vertically align text

This example appears to show merged cells spanni

ng rows.

(This note is nol

NOTE AS TO EARLIER COMMENCEMENT ORDERS

t part of the Order)

Provision

Date of Commencement

Section 2(1) and (2) (partially)

Sections 3(5) to (7) (partially)

4th April 2014
ath April 2014

4th April 2014

5.1.2014/900 (C.39)
S.1. 20141940 (C.42)

5.1.2014/900 (C.29)

However, examination of the Word file shows that the data is in a single table row.
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. NOTE-AS-TO-EARLIER-COMMENCEMENT -ORDERSY

{This note-is-not part-of-the-Order) ™

Provisionz Date-of Commencementa | 51 -Noo
Section-2(1)-and-{2)-{partially)] | 4th-April-2014] | 5.1.2014/900C.39)Y
T i Oth-April-20147 ¢ 5.1.-2014/940-(C.4A)Y
Sections-3(5)to{7)(partially)] | 4th-April- 20147 P 5.1.2014/900(C.397
Section-3-{partially )= | 4th-April- 2014z | 5.1.2014/900C 39)=
=

There are two problems.

There is no concept of a blank paragraph in electronic publishing, since this is a feature of
a printed page. Blank paragraphs are therefore removed from the Word document. The
published legislation is likely to appear as below:

NOTE AS TO EARLIER COMMENCEMENT OFDERS

{This note is not part of the Order)

Provision i Date of Commencement ST No.
Section 2(1) and (2) (partially) : 4th April 2014 i 8§1.2014/900 (C.39)
Sections 3(3) to (7) (partially) | Oth April 2014 P 812014/940 (C42)
Section 3 (partially) i 4th April 2014 | 5.1.2014/900 (C.39)

i dth April 2014  S1.2014/900 (C.39)

The second problem is that tables are “read” electronically cell-by-cell within each row.
So, the human interpretation of data items corresponding is not preserved and the data is
read as strings within three cells:

1. “Section 2(1) and (2) (partially) Sections 3(5) to (7) (partially) Section 5
(partially)”, followed by

2. “4th April 2014 9th April 2014 4th April 2014 4th April 20147, then

3. “S.1.2014/900 (C.39) S.1. 2014/940 (C.42) S.1.2014/900 (C.39) S.1.2014/900
(C.39)”.

To resolve this, insert extra table rows (tab key from final cell) then cut/paste the content
to the appropriate cells.

Overview of Amendments

A common role of an SI is to amend other legislation. This is done by means of either
inline or block amendments.

¢ An inline amendment is a change to the text of a paragraph.
e A block amendment relates to one or more complete paragraphs.
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(2) In Part 1, item 5, paragraph (2)(b)}—
(a) for the figure 50" in column 3(b) (dual carriageway road), substitute “60"; and
(b) for the figure “40” in column 3(c) (other road), substitute “50".

Example of inline amendments

(b) after sub-paragraph (i) insert—

#(111) the imposition of a financial penalty under section 12A of the Employment
Tribunals Act”.

Example of a block amendment
The characteristics of block amendments in the SI document are

e they use a different set of paragraph styles, having an indent
e special “long quote quotation markers” are used instead of ordinary quotes.
These appear in the document as a shaded field code.

Text that comes after a closing long quote quotation marker, the full stop in the above
example, is called “append text”. The append text can be regarded as the end of the
regulation making the amendment. The long quote quotation markers define the
amendment.

There may be a sequence of amendments, each having their own set of long quote
quotation markers. The paragraph making the amendment will have text of the form “in
the appropriate places”. This is usually found in an alphabetic sequence, for example
definitions.

5. In rule 1{1) in the appropriate places insert the following definitions—

“early conciliation certificate™ means a certificate issued by ACAS in accordance with
the Employment Tribunals (Early Conciliation: Exemptions and Rules of Procedure)
Regulations 2013(137;

“early conciliation exemption” means an exemption contained in regulation 3(1) of the
Employment Tribunals (Early Conciliation: Exemptions and Rules of Procedure)
Regulations 20147,

Fgarlv conciliation number™ means the unique reference number which appears on an
early conciliation certificate”;

Example of a sequence of discrete block amendments

Secondary legislation has a precedence of “print only” publication, preceding the advent
of electronic publishing. Such practices are discouraged, since they do not make
accessible legislation. This often relates to the drafter working in “typewriter mode”
(describing the amendment as if it were just amending text). Consider the following
example:

(1) Any council which is the local authority for the purposes of the MlLocal Authority Social
Services Act 1970 may cause to be buried or cremated the body of any deceased person who
immediately before his death was being provided with accommodation under Part II1 of the
M2 National Assistance Act IQECE}-', or by arrangement with, the council or was living in a hostel
provided by the council under ion 29 of that Act.
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Provision (1) before amendment

An amendment is to be made so that “was being provided with accommodation...” is one
provision (a) and is to be followed by a new provision (b).

(1) Any council which is the local authority for the purposes of the MlLocal Authority Soctal
Services Act 1970 may cause to be buried or cremated the body of any deceased person who
immediately before his death—

(a) was being provided with accommeodation under Part 111 of the M2National Assistance Act
1948 by, or by arrangement with, the council or was living in a hostel provided by the
council under section 20 of that Act, or

(b) was being provided with accommeodation under Part 1 of the Care Act 2014,

Amendment provision (1)

The required amendment was phrased as if text editing were taking place:

(a) after “immediately before his death™ insert

1+

() % and
(b) after “section 29 of that Act™ insert

, of

(b) wwas being provided with accommodation under Part 1 of the Care Act 20147

Example of poor practice in amending legislation

The best practice way to do this is to quote replacement regulations:

(1) Replace regulation (1) with the following—

¥(1) Any council which s the local authority for the purposes of the MiLocal Authority
Social Services Act 1970 may cause to be buried or cremated the body of any deceased
person who immediately before his death—

{a) was being provided with accommeodation under Part 111 of the M2Mational
Assistance Act 1948 by, or by arrangement with, the council or was living in a
hostel provided by the council under section 29 of that Act, or

(b) was being provided with accommodation under Part 1 of the Care Act 20147,

Example of best practice in amending legislation

It is, however, acceptable to append text and a new provision with a block amendment,

After sub-paragraph (b) insert—

-
(c) universal credit under Part 1 of the Welfare Reform Act 20127

Appending a new provision using a block amendment
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Quoted tables

If a table is quoted, whether part of an amendment or as a replacement, then there are
several key points:

e Long quote markers go at the start and end of the amendment.
e There are quoted paragraphs styles specific to the table number, title and

caption
¢ Quoted styles are not used within a table (unless there is an amendment in a

table)

“Table 2

Scheme Year 2014-2015

Column 1 Column 2

_Pensionable earnings band Contribution percentage rate

Upto £15,431 3%

£15432 to £21,477 5.6%

£21.,478 to £26,823 7.1%

£26,824 to £49,472 9.3%

£49.473 to £70,630 12.5%

£70,631 to £111,376 13.5%

£111,377 to any higher amount 14.5%".

Block amendment inserting a table

To insert the example table from the “SI Drafting Tools” Ribbon
1. Place the cursor at the insertion point (a blank ‘linespace; paragraph is

recommended
hE2 (2) For table 2 in sub-paragraph
the scheme)(b), substitute—
linrespace e
linrespace

2. Long Quotes: change mode to “LQ”
3. Tables: Insert Table
4. Set the leading paragraphs, number of rows and columns.
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-

Inzert Table

— Table Preview

Table 1
Table caption

d

v Incude Table Mumber
v Incude Table Caption

[ Indude Text Above Table

Mumber of Rows [ 3
Mumber of Columns [ v
Mumber of Footnotes [ 0

[7 Insert as Landscape

Insert

Cancel

5. Select “Insert”

T space

LOTableNumbe
< Table *+*

LOTableCaption Put table caption here

Column header

Note the ‘LQTableNumber’ and ‘LQTableCaption’ paragraph styles

6. Edit the text as required, insert opening and closing long quote quotation

markers.
“Table 2
Scheme Year 2014-2015
Column I Column 2
Pensionable earnings band Contribution perceniage raie
Upto £15,431 3%
£15432t0 £21.477 3.6%
£21478%8t0 £26.823 7.1%
£26,824 to £40.472 0.3%
- £49.473 to £70,630 12 5%
£70.63110£111.376 13.5%
£111 377 to anv higher amount 14.5%7.

7. Adjust column widths as required.
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“Table 2
Scheme Year 2014-2015
Colummn 1 Column 2
Pensionable earnings band Contribution perceniage raie
' Upto £13.431 3%
£15.432 10 £21.477 5.6%
£21478 to £26.823 P 1.1%
F4047310£70630 T T125%
£70631t0 £111.376 13.3%
£11 1.3 77 to anv hicher amount 14.5%.

Quoted TOCs (Table of Contents)

A TOC cannot be inserted in a Quoted Schedule using the usual Start: TOC,

Insert Contents function. A separate function and set of styles is provided for this purpose.
This would also be used for amending an existing Table of Contents.

Note: Quoted TOC features will work only in Long Quote Mode. They are
disabled in normal and Nested Long Quote modes.

LQArrHead

LOTOE 1
LQTOC 2
LOTOC 3
LQTOC 4
LOTOC S
LOTOC &
LGTOC 9
LQTOC 9 indert
LOTOC 12

Division (LQTOC 8)
Division Exira (LQTOC SINDENT)

LOToC 11
LOTOC 12

Schedule (LQTOC 11)

HEADING (CONTENTS) (LQARRHEAD)
Part Number (LQTOC 1)

Part Headmmg (LOTOC 2)
AuhE art Mumber (LOTOC 3)
SpbFsg) Heading (LOTOC 4)
Section Muaraber (LOTOC 5)
Section Heading (LOTOC &)

SCHEDULES (LQTOC 10)

Schedule Part (LQTOC 12)

lllustration of the range of Quoted TOC paragraph styles

To insert a Quoted TOC entry using the “SI Drafting Tools” Ribbon

1. Long Quotes: Quoted TOC

2. Select the required Division to appear as a TOC paragraph
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LQ Mode lNormaI ~ | & Insert Opening Long Quote
# Indent Paragraph " Insert Closing Long Quote
@ Qutdent Paragraph Quoted TOC ~

Long Heading
Part Number
Part Heading
Subpart Number
Subpart Heading
Section Number
Section Heading
Division
Schedules
Schedule

Schedule Part

The options for a Quoted TOC

3. Add opening and closing Long Quote Quotation markers where required.

LQschedule

LQscheduleHead

LQArrHead

Lqroc e
Lqgroc g
LQroC 9
LQTOC 9
LQroc 9
LQroc 9
LQroc 9

LQH1

LQN1
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General RisksY

Contentsy

Preliminary-remarksT

Generalf

Risks for persons-outside-the-carf
Risks-for persons-in-the-car{
Other risksY

. —+ Marking§

. —+ Instructions]

[

1
2
3.
4.
5
6
7

Preliminary-remarks®
8.—(1)°0Obligations under-essential-health-and- safety requirements-apply- only where the corresponding risk-exists for-the lift-or safety-compo:
by -the installer-or-the- manufacturer |

Example of TOC in a Quoted Schedule
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