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Thank you for joining us today

Welcome to all our judges — those who are new this year and those who are 

joining us again. Some of you have been judges for several years now. 

Thanks so much for lending your time and expertise to our judging panel. 

We definitely couldn’t do this without you and appreciate your support.

In this webinar, we’ll cover:

• key dates for the Awards this year

• how the judging process works, including how we use Submittable to 

manage the scoring and comments.



Thank you to Steph Prince

Later in this webinar, Steph will share some of her advice on judging the Awards 

and what to look for when applying the judging criteria.



Key dates for the judging timeline

• By Friday, 29 July: All judges have set up individual accounts in Submittable. 

• Sunday, 31 July: Entries close.

• By Thursday, 4 August: We assign entries to judges. 

• Between 4 and 11 August: Use the thumbs-up / thumbs-down voting 

system to decide on a shortlist. Where numbers allow, aim for five 

shortlisted entries (and eventually three finalists and one winner). 

• By 10am Friday, 12 August: Judges have decided on their shortlist. Lead 

judges send their shortlist to shelly@write.co.nz

• On Friday, 12 August: We’ll switch over from thumbs-up / thumbs-down to 

reviewing mode for all shortlisted entries. 

mailto:shelly@write.co.nz


Judging timeline continued

• Between 12 and 18 August: Judges review and comment on all shortlisted 

entries. 

• By 10am Friday, 19 August: Judges will have decided on the three finalists 

and the winner of their category. Lead judges will send these decisions to 

shelly@write.co.nz

• Between 19 and 25 August: Lead judges review written comments for all 

shortlisted entries to make sure the comments are appropriate and helpful. 

• By 5pm Friday, 26 August: Lead judges submit final written comments for all 

shortlisted entries in their category.
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Our review forms in Submittable will prompt you to review each shortlisted entry against the 

following elements of plain language.

‘Big Picture’ elements 

• The purpose of the document is clear at the start 

• The content supports the purpose of the document

• The structure of the document is clear and logical to the reader 

• The headings signal the key content 

Language elements 

• The paragraphs are mostly short and focus on one topic 

• The sentences are mostly short and straightforward 

• The words are precise and familiar 

• The tone supports the purpose of the document

Presentation elements 

• The layout and presentation help the reader absorb the message quickly and easily

• The document is free of errors

You’ll judge entries against the Write Plain Language Standard



You’ll select a rating for each of the criteria

Excellent — Thought-provoking and inspiring; shows impact 

Plain language principles are applied consistently and well. We discovered new ideas and strategies from 

this entry that we want to use in our own work. We want to tell other people about this entry and think 

readers and users will tell other people too. We can see the positive impact of this entry for the 

organisation or its customers. 

Very good — Solid use of principles

Applies principles consistently and effectively. Changes we might make would fall into the polishing or 
nit-picking category. They are unlikely to change the impact of the entry overall. This is a very strong 
example, but it didn’t inspire us to say ‘Wow! Look at this one!’

Good — Uses mostly plain language principles, but misses subtleties

Mostly uses plain language principles, but misses subtleties and opportunities. The entry may get the 
point across, but more focus on plain language principles could measurably improve it.

Fair — Inconsistent use of plain language principles

Uses some plain language principles, but misses other critical ones. May misapply or over-apply 
strategies. The authors would benefit from training and mentoring. 

Poor — Poor or no use of principles

The poor use of plain language principles in this entry interferes with readers’ ability to understand and 
act on the information. If testing was done, it seems to have had little or no impact on the final version.



Phase 1

Learn the 
Submittable system



Step 1. You must create an account to join Submittable

We will add you as a 
reviewer in 

You will get an email 
inviting you to accept 
your invitation.

Click the 
‘Accept invitation’ button 
and set up a password.

Submittable is where you 
will be given your entry 
materials to review.



Step 2. We’ll assign entries to your panel

Each time we assign you an 
entry, we’ll send you an 
email.

You can get to the entry by 
clicking the link in the email 
(which will log in for you).

We recommend saving 
these emails in a folder so 
you can go back to them 
later.



Step 3. You’ll see the list of entries assigned to you

When you log in, 
you will see a list 
of the entries 
assigned to your 
panel. 

Access entry 
details by clicking 
on the submission 
title.



Phase 2

Select your 
shortlist



Step 4. Click on an entry to see the details and do your 
thumbs-up / thumbs-down round

If you’d like to shortlist an entry, vote thumbs-up in Submittable. If not, vote 
thumbs-down. If you’re not sure, vote ‘maybe’ and come back later.

Aim for five entries on your shortlist, if entry numbers permit.



•

Explaining the thumbs-up and thumbs-down buttons

• Thumbs-up = could conceivably win the category

• Thumbs-down = would definitely not win the category

• Maybe (wavering hand) = not sure — change to thumbs-up or 
thumbs-down when ready



•

Step 5. Establish the shortlist for your category

• Your thumbs-up entries become your shortlist. 

• If, within your panel, you cannot agree on your shortlist, your 

lead judge should guide you to an agreement.

• Once you have agreed on your shortlist, your lead judge will 

send this list to shelly@write.co.nz
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Phase 3

Review your 
shortlisted entries



Step 6. Once you’ve created your shortlist, we’ll switch 
Submittable over to reviewing and commenting mode

Click ‘Start Review’ and read the ‘Guidelines for judges’ under the Review tab.



Step 7. Rate and comment on your team’s thumbs-up entries to 
determine your finalists and winner

Read all the information about the entry, including links 
and uploaded files.

Select a 
rating for 
each section.

Provide clear, 
constructive 
feedback, 
including 
examples that 
model possible 
improvements. 

Submit Review



You don’t have to complete the review in 
one sitting. You can save the review as a 
draft and come back later. 

Make sure you save your draft often as 
you work.

Step 8. Save the draft for later review and editing, if needed 

Submit Review



Step 9. Once you are sure you’ve finished your review, click 
‘Submit Review’

If you do need to 
edit your final 
comments after 
feedback from 
your lead judge, 
make your 
changes and click 
‘Update Review’.

Submit Review



• The Plain Language Awards are as much about encouraging the use of plain language 

as about celebrating success. We’d like feedback to reflect the spirit of the Awards. 

• Please respect the confidentiality of all entrants — keep comments and judging 

results within your respective panels. 

• We urge you to be as helpful and kind as possible with your feedback. So please keep 

your comments fair and balanced.

• Make sure your feedback is accurate, clear, well written, and helpful.

• Proofread your comments. We send your feedback to entrants, and that’s easier 

when reviews don’t need any editing or proofreading.

• Keep in mind that entrants find great value in the feedback you give them.

Some important points about reviews



Phase 4

Choose your 
finalists and 
winner



Step 10. Choose your top three finalists and your winner 

1. Submittable will average your ratings. Use this information to choose 
your finalists and winner. 

2. When all members of your panel have finished reviewing the entries 
on your shortlist, you’ll all be able to see the numbered ratings for 
each entry. You’ll also be able to read each other’s comments.

3. From here, your panel will decide your top three finalists (as long as 
they’re all worthy of being a finalist). Choose one winner from these 
finalists. 



Step 11. Lead judges send results 

1. Your lead judge will send a list of your three finalists, including your 
winner, to shelly@write.co.nz

2. Your lead judge will confirm that they are happy with all final written 
comments for the shortlisted entries in your category.

3. Once we’ve received your results, we’ll close Submittable for editing. 
If you need to make any changes after that point, please email us.
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Useful links



1. Submittable: Getting started for reviewers (video and FAQ)
https://submittable.help/en/articles/3935413-getting-started-for-
reviewers-video-and-faq

2. Submittable: How to rate submissions with custom review
https://submittable.help/en/articles/928297-how-do-i-review-make-a-note-
on-and-rate-a-submission

Some how-to links to help you through the process

https://submittable.help/en/articles/3935413-getting-started-for-reviewers-video-and-faq
https://submittable.help/en/articles/928297-how-do-i-review-make-a-note-on-and-rate-a-submission


Questions?


