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I AT OO0 CEQU IO A A
Why do we havean OSPI Styl&uide?

Is itwebsiteor Website? Childcareor childcaré@ When do you capitalizate? What's the difference
between an en dash and em dash?

Ask these questions in a room full of OSPI staff and you'll get many different answers.
Why is tha?
1. Wewere not all taught the same thing. We've had different teachers, attended diffesgmbols
and had professions in a variety of industries. Yes, there is general agreement on many rules, but
there isn't agreement on everything.

2. language, includipthe rules of what'st NA A K (i ¢ £ g1t statia. NiReyit 8r not, word
meanings change and new words appear. Grammar rules change, too.

It's OK to have an opinion about these thinBst as an organization, it's critical that OSPI show
consistencyacross all channels of communication: email, brochures, websites, reports, tweets, bulletins,
and anything else in print and online.

This is where the OSPI Style Guide comes style guide is a resource fariters and editors. It helps
writers and ediors communicateclearlyand consistentlyacross alimediato all audiences.

What is the OSPI Style Guide?

The OSPI Style Guide is used by staff, contracotspartners when they are writing and editing content
for OSPI. It ensures effective editors&yles and standards for OSPI print and electronic communications.
The guide is organic, meaning it adapts to authors' and editors' needs, as well as the personality of OSPI.

The OSPI Style Guide is housed onQi&®Intranet (under Communications).

Am| required to use the OSPI Style Guide?

Yes. Whenever you are writing or editing on behalf of OSPI, you are retmit@tbw the OSPI Style
Guide to the best of your ability.

A copy of the OSPI Style Guide should be given to contractors who areywotitent for OSPI.

a® LINPINFYKRSLINIOYSYy(kadzZZISNIBA&A2NI R2Say Qi F3INBS
do?

Please contact the OSPI Style Guide Committatyle@k12.wa.usDescribe the situation as clearly as
possible. Alternatively, you ngacontact a member of the Communications Office.

Who is the Style Guide Committee?

Volunteer members with Bckgrounds in writing, editingnd communications. Members are we#rsed
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on the organizational structure and dynamics of OSPI and consideetus of all programs and
departments whemmaking rulesPlease visit the OSPI intranet to see the current list of conamitt
members.

The committee

Is sponsored by the Deputy Superintendent.

Maintainsthe OSPI Style Guide.

Managesthe inbox, style@kl1%va.us.

Respondto questions related to the OSPI Style Guide and its standards

Meetsas needed to rule on questions of style and usage.

Hoss open meetings where staff can ask questions and the committee can foster discussion
about language and usage.

1 Advocatesand promotesthe work of thecommittee.

= =4 =8 48 -8 -4

How are decisions made?

Decisions are made by the OSPI Style Guide Committee. We respect and consider every recommendation
andrequest.

Discussion and rulemaking is conducted by email or through a conanmteeting.

To inform our decision, we refer to authoritative guides, including but not limitethi AP
Stylebook, The Gregg Reference Mand&tionariesand other government style guides.

1 A vote of 5 committee members (1 of which must be from then@mnications Office) is required
to make a change to the OSPI Style Guide.

)l
)l

When a decision is made to changeule it isnotedin the OSPI Style Guide and is date stamped. We
communicag critical changes throughll OSPémail.

How do | submit somethindor Style Guide consideration@an | ask for clarification? Can | ask for a
change?

Any staff person may recommendcaange to the OSPI Style Guidsjuest clarification on something,

or suggest a new entrgend questions and suggestionsdtyle@k12.waus. Please be as specific as
possible. If you believe something in the style guide needs to change, cite references that support the
need for this change.
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122 AEAOAT AA

a,an
In choosinga or an, consider the soundnot the spelling) of the word that flows.

Usea before all consonant sounds, includingas in hat)a day, a week, a year, a UN resolution, a
60-day cycle, a euphoric feeling.

Usean before all vowel sounds except longand words starting with silert: an asset, an essay, an
heir, anlla.m. meeting.

With abbreviations, the choice afor anwill depend on whether or not you pronounce the
expression letter by letter or as a word. Abbreviations pronouncedidiyeetter are called

initialisms and usan: an OSPI initiativé\bbreviatons pronounced as words are called acronyms and
usea: a WSSDA initiative.

abbreviations
Any shatened form of a word or phras@®ept.,Supt.,.a.m., p.m., i.e., e.g., etc.
Use abbreviations sparingly.

See alsocacronyms and initialisms

academic degrees
bachelor's degreemaster's degregassociate degree
Bachelor of ArtsMaster of Science

Use abbreviations only when the need to identify many individuals by degode: Smith, Ph.D., Tina
Jones, Ph.D., and Lisa Law, Ph.D.

achievement gapgC opportunity gap
The preferred term ispportunity gap though there are subtle differences:

achievement gap opportunity gap
Disproportionately low student Public school system, structures,
achievement is the symptom practices, allocation of resources

Deficit based provides or denies opportunity

Puts onus on student and family being a| ASSet based

"challenge” Focuses the responsibility on the

Was changed in legjation toopportunity public school system to close the gay

gap
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acronymsand initialisms

Spellout the firstmention, followed by the acronyfimitialism in parenheses, and then use the
acronym/initialismfor later references in the copy.

The Digital Learning Department (DLD) provides information, guidance, and technical assistance in
the areas of Online Leang, Alternative Learning, and Open Educational Resources. The DLD
provides all school distrist Ay G KS &adFdS gAGK Slidat | 00S&aax

There is no need to include the acronym in parenthesis if the words are not mentioned again later in
the document.

Do no use peods between each letter.

Do not spell ouDSPbn the OSPI website (www.k12.wa.us). In this cont®@8Ptoes not require
explication.

{2YSGAYSa A0Qa KSELFdzZ G2 NBLISFG GKS FdzZ & yI YS

Sometimes the acronym/initialism $& well known it does not require spelling oltownload the
PDF

Both acronyms andhitialisms are abbreviations. Pronunciation determines if it is an acronym or
initialism:
Acronyms = the letters are pronounced as a WSGEMCEDARS, WINSBonouncedstem,
cedars andwins.

Initialisms =the letters do not form a word, and each letter is pronounc®&PIl, EEAPDF

active voice

Use active voice whenever possible. Active voice demonstrates credibility and enhances readability.
verb is in the passivweoice when its subject is acted upon. A verb is in the active voice when its
subject is the doer of the act.

The report was reviewed in draft form by about a dozen pe@péssive)
About a dozen people reviewed the report in draft fofactive)

The dscussion will be led by Melanigassive)

Melanie will lead the discussiofactive)

See also: Plain Talk and Readability

adequate yearly progress, AYP

Do not capitalizeNOTannualyearly progress.

Advanced Placement, AP

Capitalize
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ages
Do not spelbut.
age 16
ages 1617 (en dash)
The boy is 5 years old
6-year-old girl, an 8yearold law(hyphens)
The student, 5, has a sister, 10.
The student is 5 years old.
Thi class is for &g 5, 6and 7. This class is for ages/5(Both ae correct. Use then dash.)
This class is fgrades6¢8. (en dash)
See alsograde level

affect, effect
affect (verb) = to influencel’he law will affect all school districts.

affect (nour) =influenced by emotions or arousing emotiorgfectiveis used in context of smal
emotional learningObjectives in the affective domain are concerned with the development of
aGdzRSy GaQ I 444G dzR S[Efective $h&riiciofid Strategles/ Renn8th R. Mdoge) 4 @

effect (verb) = to causelhe law will effect many changasschool districts.

effect (noun) = resulfThe effect was devastating.

also

Placealsoas close as possible to the word modifiedsually directly before itPutting an adverb in
the wrong position may change the entire meaning of the sentence.

Theyalso met with the principal.

Permission can also be revoked.

a lot

two words

a.m.

See also: time

ampersand(&)

Ampersand (&) areonly used in loga Otherwise, spelloul K S ¢ 2 N&ataiahdyBRréel
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assessmerg
Required in school year 204%5:
Measurements of Student Progress (MSP): Science test for grades 5 and 8
High School Proficiency Exa(hSPE): Reading and writing tests
Smarter Balanced: English language arts and math tests

Endof-Course (EO@xams Math and biology tests taken as studsiiinish algebra 1/integrated
math 1, geometry/integrated math 2, and biology

Other assessments:

OSPDeveloped Assessments (formerly CBAs) and-D&RIloped PerformamcAssessments
(formerly CBPAS)

National Assessment of Educational Progress (NAEP)
Seond-Grade Ruency and Accuracy Assessment

Washington Altenate Assessment System (WAAS)

Washington English Language Proficiency Assessment (WELPA
Washington Kindergarten Inventory of Skills (WaKIDS)

assure ensure, insure
assure %o give confidence to@neone.l assured my boss | would meet the deadline.
ensure =0 make certainPlease ensure your signature is on the dotted line.

insure=to protect against lossState Farm insures motorists.

bachelor's degree

See alsocacademic degrees

biannual, biennial
biannual = twice a yeas¢miannual £ 82 YSlIya ais6AO0OS | &SI NEO

biennial = everywo years.Thelegislature approvethe state budgebiennially and updatewith a
supplemental budget annually.

Bitly
Bitly fttp://www.bitlyo Aa | G22f (GKIFIG aK2NISya | ! w[d ¢KS
The shortened link redirects to the original URL.

There are twaeasons OSPI uses shortened lifse, it uses lss space in a social media post. Two,
it tracks tre number of clicksthis requires a free Bitly accoumitly links serving the latter purpose
should be generated by the Communications Office.

Bitly links are especially useful in print and/or marketing materidswvever, be cautious about
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putting themin print materials. Once the Bitly is printedcdan NObe changed or redirected to a
different URL.

bulleted lists
'a4S odzZ t SGISR tAada 2 AYLNRYGS | R20dzySyidQa NBI
Use a colon to introduce lists. Capitalize the first letter of each item itishend end each section of
the list with a period, unless the items avaly a fewwords.
Reference lists that aretended as a menu of options require no punctuation (such kst of links).
Keep all items parallel by using the same language stre¢hroughout the list.
No period when making a list:

1 Boston Harbor Elementary School
1 Centennial Elementary School
1 Garfield Elementary School

If complete sentences, end each with a period:

1 Boston Harbor Elementary School is cool.
1 Centennial ElementgrSchool is awesome.
1 Garfield Elementary School rocks.

Oftentimes, a numbered list (1, 2, 3) is the better option.

See alsonumbered lists

Bulletin
Official correspondence from OSPI
There aregwo ways to cite a Bulletin:
1. Bulletin No.045-14 School Aportionment and Financial Services
corg
2. School Apportionment and Financial Services (BD®5

See alsoMemorandum

brand names
Spell thebrand name as it is spelled by the company itself.
Do not use the trademark symbols (TM) and (R). They@traecessay nor required

See alscampersand

cancel, canceled, canceling, cancellation
NOTcancelled
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Capitol, capital
Capitol = the buildingThe meeting is in the Columbia Room in the Capitol.

capital = the location of the seat of governme®lympia is the gaital of Washington.
career and college ready
caregiver

child care

Two words not hyphenatedThe student goes to child care after school.

children's

PossessiveThe children'slothes are soaking wet. The children are wet, too.

class of (graduating cks)
Always t LJA  F f Kvéh8néreferencing a single clagdlass of 2015
But lowercase when referencing a rangkxsses of 20162017, classes of 2015 and beyond
Use the en dash for a rangdasses of 20X2017.
See also: en dash

century

[ FLIAGSYRNOBRE&/ 2yt & 6KSYy A l2st CdnurNComauhity lerSingLINE LIS
Centers

21st centuryis OK when usedsaa noun, butwvoid using it as aadjective R1stcenturyclassroom
because it is overused and abstract.

collective nouns

Nouns that @note a unit (class, committee, crowd, family, group, herd, jury, teakg singular
verbs and pronounsfhe committe@s meeting to set its agenda.

See alsodata

Common Core State StandardSCSS
Common Core State Standards for English Languagamrtdathematics
Common Core State Standarfds English Language Arts
Common Core State Standards for Mathematics
TheinitialismCCS$ used to refer tahe entire standards set (ELA and Math).
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The standards are part of th&ashington Stat&c12 Learning Stndards

See also: acronynadintialisms

compare, contrast

compare =to note the similarity or dissimilarity betweemdividual schools compared their facilities
with those of others in the area.

contrast =to note a striking difference from somethimdse.The new school is environmentally
friendly, in contrast to the old school built in 1915.

complement, compliment

complement=completeness othe process of supplementing somethifithe curriculum
complements the new standards.

compliment=praise orthe expressiorof courtesy Mrs. Smith complimented the spelling bee winner.

composition titles
Use italics for book titles. Donot uBINX A yS (G KS 0 2ahypetickA G S dzyt Saa A

Put quotation marks aroundomputer game titles, movie titles, poem &8, album and song titles,
radio and television titles, and the titles of lectures, speeches, and works of art.

compose, comprise, constitute
compose = ta@reate or put together.
comprise 0 contain, to include all or to embrace.

constitute =in the sense of form or make up, may be the best word if neither compose nor comprise
seems to fit.

conference rooms

h{tLQa O2yFSNBYyOS NeR2YayY ! yySE /2yFTSNByOS w22Y
Room, Executive Conference Room, First Floor BigllRolicy Room, Second Floor Hallway, Third
Floor Hallway

Constitution, constitution
Capitalize references t&/ashington State Constitution
Lowercase references the state constitution

Capitalize references to U.S. Constitution, with or without bh&lifier: The president supports the
Constitution.

copyright

L oA = 4

G! O2LIBNRAIKG LINRPGSOGA Iy 2NAIAYEFE FNIA&AGAO 2NJ
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U.S. Patent and Trademark Office)

Copyright notices on published works became optionaémwCongress enacted the Berne Convention
Implementation Act in 1989. Since then, no works (published or unpublished) need a copyright
Yy20A0Se {23 tF0O01 2F | O2LBNRAIK(G aevozf PbRSay Qi
Domain Sherpa

Search copyrighted workbttp://www.copyright.gov/records

See also: trademark

curriculum (singular)
The curriculum is a collection of gabts taught.

Curricula, or curriculums, is the plural of curriculum.

data
A plural noun, it usuallyakes plural verbs and pronouriBhe data have been carefully collected.

See alsocollective nounsdata-sharing agreement, studesi¢vel data
data-shating agreement

dates

Use your best judgment for consistency. Rewrite or rephrase to keep a consistent style across
publications.

Omit theyear for a future event if it's in the current yeaor if it isclear or implied.
When just the month and year, do himsert a comma between them.
Do NOT use superscripts (Juné2
Common uses:

February 2009 was a cold month.

On Februarg6, 2009, theschool boargresentedts materials.

The next meeting is February 26.

The report will be released on Mondaybkeary 2.

Spring break is April 2May 1.

The school year Beptember 4, 20Xdune 12, 2015

2/26/14 (use onlywhen space is limited, or when dastamping)

See alsodecadesmonths,years

deadline

Make the deadline stand out aralroid wordiness.
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NO:The application is due no later than September 4, 5 p.m.
YESThe application is dueetember 4 at J.m.
BETTER\pplications Due: September 4 at 5 p.m.

decades
The 1980s, the 80

department
Preference is to spell ouDepartment of Education
When alboreviation is necessary in tables oracts, useDept

The Department of Labor and Industries declined to comiiéet Treasury Department declined to
comment.

Lowercase on second reference whenever possitike: department deitled to comment.

Departmentof Education (ED)
Refers to the U.S. Department of Education.
On first reference it is U.S. Department of Education (ED). Thereaft@ritiaismEDis acceptable.
Never DOE or USED.

directionsand regions
Lowercase when referring to compass directieast, west, north, south, northern

Capitalze when they designate regiorShe has a Southern accefhe North was victoriou3he
students in Western Washington had several snow dBys.students in Southern California never
have snow days.

disability
RCW 44.04.280 requires the use of terminology (in state lthas)puts the person before the
disability.Asa best practice, théerminology listed below shouldeplace the termslisabled,

developmentally disabled, mentally disabled, mentally ill, mépntadtarded, handicapped, cripple,
and crippled.

individuals with disabilities

individuals with developmental disabilities
individuals with mental illness

individuals with intellectual disabilities

See also: Language Use for Individuals With Disabilities

disaggregated data
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districts
There are 295 school districts in Washington.
See alsoESD

dollar amounts
$12 milliong spell out and lowercasmillion, but do not spell out the number.

Abbreviate when tight on space, such as charts and tables, and in hesa@liDistricts Share $10M
Grani

NOT $12 million dollafgedundant)

See alsonumbers

dropout (n.), drop out (v.)
Students drop out of the program every year.
Schools are trying to reduce the dropout rate.
The number of high school dropouts in Washangiecreased.

early learning
From birth through grade 3
See alsoprekindergarten, preschool

education vs. educational
Education is a noun, and educational is an adjective.

Education program = thgrogram is about educationyhich has the same meaning a program on
education

Educational program = therogram is about something other than education but still teaches
something, then it can be an educational program

Education Data System, EDS
http:// www.k12.wa.us/EDS/default.aspx
NOT Educaticsd Data System

effect

See alsoaffect, effect

e.g. (for example), i.e. (in other words)

e.g. = for example; to introduce an examally visited lvy League colleges, e.g., Stanford and Yale.
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(She may havesited more.)

i.e. = in other words; to give specific clarificati@ally visited Ivy League colleges, i.e., Stanford and

Yale. (She visited only 2 colleges.)

Put a comma after e.g. and i.e.

Elementary and Secondary Education Act, ESEA

The national K12 education law.

Every Student Succeeds Act, ESSA
Reauthorizes the Elementary and Secondary EducatiorirAfetl] effectin the 20118 school year.

ECertification

When referencing the OSPICertificationportal, always capitalize both theand C and irclude the
hyphen.

e-learning

Lowercases, unless at the beginning of a sentenédearning is here to stay.

email

No hyphen.

ensure assure, insure
ensure = b make certainPlease ensure your signature is on the dotted line.
assure =0 give confidencéo someonel assured my boss | would meet the deadline.
insure=to protect against lossState Farm insures motorists.

entitled, titled

entitled = b furnish with proper grounds for seeking or claiming someth$iee is entitled to her
opinion.

titled = the title of a documentThe document, titled "Washington Statel® Education," will be
available December 2009.

ESD, Educational Service District
Spell out on first referencéhere are Educational Service Districts in Washington.

ESD or ESDs orcseaed reference:The school board in ESD 101 will meet this week. The school
boardsin ESDs 112, 118nd 114 will meet next week.

Use the apostrophe when possessiVle ESDs' phone numbers are listed below.
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Essential Academic Learning Requirement, EALR
Plural: EALRs

etc.
Spelled out ast cetera.
aSlya al yR Zherkf@dNdloindused B RE eicS T 2 NB
Use a comma before and aftetc. except at the end of a sentence.

Donot use at the end of a series introduceddsy/suctor for example

everyday, every day
everyday one word= ordinary, commonThese are my everyday shoes.
every day = two words each dayl| wear these shoes nearly every day.

Facebook
OSPI's Facebook addreshttp://www.fa cebook.com/waOSPI
In print, spell the entire URL as above, witvércag wa anduppercaséOSPIwaOSPI.

See alsoTwitter
Family Educational Rights and Privacy Act (FERPA)

farther, further
farther = actual distance&She ran farther than anyone else.
further = figurative distance-e delved further into the issue.

FAQ Q&A

FAQstandsfor frequently asked questiorand implies ashortand targetedist of questions and
answers

Q&Astands forguestion and answeand is a useful format for dialogtgpe questions:
Q:Do I need to apply fa Washington state license® Yes.

federal court

Always lowercase

fewer, less

fewer =individual itemsThe trends toward fewer teachers per student. Fewer than 10 students
applied.
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less =for bulk or quantity Teachers have less than $500 for materials. She had fewer than 20 desks in
the classroom.

figures
Always use figures for ages.

See alsonumbers ages

fiscal year
The 12month period that a governmental body uses for bookkeeping purposes.
Washingtm states fiscal year is Julygdune 30.

The federal goverment's fiscal yeais October &September 30.

financial aid

Lowercase

follow-up (n., adj.), follow up(v.)
noun, adjective £Jse a hyphenShe sent a followp reminder.

verb = Use two words (no hyphein)verb form.Please remember to follow up with the committee.
¢KS GSFOKSNJAa 3J22R Fo2dzi F2fft2¢Ay 3T dzLld 6AGK &

FormPackage
CapitalizeForm Package 408.

formative assessment

Lowercase

fractions
two-thirds
1/2, NOT Y2

For mixed numbers, use 1 1/2 with the space between the whole number and the fraction.

free and reduceeprice meals
Add the hyphen, even though the USDA does not.
Do not drop the word "price."
NOT:

free and reduced meals
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free and reduced lunch

free andreduced cost

free, appropriate public education (FAPE)
Do not omit the comma.

UseFAPEparingly

full time, full-time, FTE
Hyphenate when used as a compound modifigse FTE on second reference.

The distribution is based on the average number otifukk equivalen{FTE}tudents in the school
district during the previous year.

Parents and guardians of students who were enrolled full time or part time in Washington public
schools during state testing may view their chitd'st.

GovDelivery
A servicghrough which subscribers can receive information directly from OSPI by email or SMS/text.
Emails sent by GovDelivery on behalf of OSPI areiraospi@public.govdelivery.com
SMS/text messages sent by GovDelivery on behalf of OSPI are freB1 468
DonaOF f £ A G avbeh @arketing tieSdtlce to customers.
YESSign up for email/text alerts

NO:Sign up for GovDelivery

government
Always lowercase, never abbreviate.
The state government, the federal government, the U.S. government.
Washingtorstate governmentSeestate for more information

governmental bodies
Capitalize the full proper name of governmental bodies: The U.S. Department of Education
Also capitalizéhe name ifflip-flopped but omits "of": The Education Department.

See alsocacronyms and initialismsAcronyms list

Governor
On first referenceGovernor Jay Inslee

On second referencehe Governor
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But lowercasegyovernorin all other instancesfhe governors convened in Washington D.C.
'Y F2NIdzy I G6Stesx /|t AatenNyus o @famidemer§eNdy.2 NJ O2dz Ry 2

gradelevel, schoolgrades
kindergarten,1st grade 2nd grade 3rd grade 4th grade 5th grade
6th grade 7th grade 8th grade 9th grade 10th grade 11th grade 12th grade

Do not use the autdormatted superscript (g., 10", 39.¢ 2 (G dzNy GKA&a 2FF Ay 22
> Options > Proofing > AutoCorrect Options > Auto Format as you type (tab) > uncheck Ordinals.

Lowercase&indergarten elementary, middle school, junior high, high school
Lowercase&indergarterer, freshman, sophomore, junior, senior
Single grade reference:
3rd grade The MSP is taken in 3rd grade.
5th-grader(use hyphen)The 5thgraders were excited about graduation.
4th-grade teacher
Sequential:
grades t4 (use en dash)he school teads grades 44.
NonsequentialStudents are tested in grades 3, 5, 7, and 10.

YES NO

3rd grade, 10th grade third grade, tenth grade
grades t4 (sequential) 1st-4th grades
kindergartener Kindergartener
5th-grader fifth grader

See alsoearly learmng, kndergarten preschool

graduate (V)
She graduated from the universityhe graduated from Aberdeen High School.

graduating class

See alsoClass of

hashtag, #waedu

A hashtag is word or phrase preceded by a hash or pound sign (#) and used tofideressages on
I AaLISOATAO (2LIAO® ¢KA& KSftLA LIS2LX S FTAYR LI2ads:

#waeduA & h{t LQ& aforlsotBlimddid. KI & K{ I 3
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Onoccasion OSPWill create a hashtafpr an event such as #LiteracySummit and #OSPIArtShow.
Howezer, no person or organization can ownaopyright a hashtag, so it could tieK A €2id adu]
dza SR T2 NJ I y2 i KS KirthidSebsore ¢b Détrediddrhtshag \ithobfirst speaking to
OSPI Communications

headlines

Use title case for headlinelwercasing prepositions that are three letters or fewidow to Apply for
a Grant

Use numerals for all number80 School Districts Receive Competitive Grants to Improve Safety
Use single quotes for quotation markdichelle Obama Says 'Cheese Dust IsHdot’

Abbreviatemillions/billionsfigures:3 Districts to Share $10M Grant

high- (adj.)
Hyphenate when adjectivéiigh-quality assessments

BUT:The assessments are high quality.

high-need, high need
Hyphenate when it modifiediigh-need schools
Do nothyphenate when it does not modifgchools with high need
Always singulamhigh-need student, student with high need
2 KSY NBFSNNAYy3I G2 aLISOAlLET SRdzOFGA2y addzRSydGax
an abstract term without specific deftion. Would one of these work better or just as well?
Students who receive special education services
Students with Individualized Education Programs (IEPS)
Students with disabilities
Seealsa hyphenslanguage Use for Individuals With Disabilities

high-tech
Always hyphenate.

historic, historical

historic =important occurrence that stands out in history: Abraham Lincoln's historic Gettysburg
Address.

historical = ay occurrence in the past. Historical means of, related to, or having the character of
history: It is ahistorical novel because it takes place during the Civil War.
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home school
home school, home schooldrpme schooling , home schooled

The bill would require parents to sign a statemigiey plan to home schooh home schooler from
Olympia said she supported the bill.

A hyphenis necessary when it modifieldomeschooling laws are followed wmeschool families
and homeschooled students.

Also callechomebased instruction.

House of Representatives
Capitalize when in the proper nmee: Washington State House of Representatives

On second referenceéhe House
homepage

HR, House Referendum
House Referendum, or HR 1573

hyperlink

A hyperlinkis textyou can click on to jump to another web page or document.vigibletext is
called theda I y O KCIKildd én the text will send you to the specified address

Do not usaead more click hereor similar language. For further explanation, ségerlinks: A
Common Usability Problem.

Online:When showing a hyperlink onlide he&ttQ Byperlirk the tex.

To learn more, visit th©®SPI| website
Download thereport.

In print: Hyperlinks do not work in hardopy print, so they need to be spelled out. Put the WRL
parenthesis or precede it with a colorwhicheverworks best in your circumstance

To learn more, visit the 8P| websitehttp://www.k12.wa.us.
Download the reporthttp://www.k12.wa.us/examplelink

See alsoHyperlinks: A Common Usability Problem

i.e. (in other words)

Seealsa e.g. (for example)

iGrants
Thei is lowercase. One word. Plural.

NOT iGrant, Igrants, iGrants system
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individualized education programlEP

Not capitalizedlEPon second referenceél hep stands forprogram(not plan).

in addition

Do not useadditionallyas a transitional expression. Instead, us@ddition: In addition, the new law
requires more data collection.

in regard to
| am writing inregard to your email.

NOTin regards to

in-service

Always hyphenate.

Internet

Capitalizeln contrast,intranetis lowercase

intellectual disability
Individuals with disabilities, individuals with developmental disabilities, individuals with mengssl|
Do not saymentally disabled.
See RCW 44.04.280 for details.
See alsodevelopmental disability

intranet

Lowercaseln contrast,Internetis uppercase

imply, infer
imply =Writers or speakersnplyin the words they use.

infer =A listener or readeinfers something from the words.

indiscrete

Definition: notseparated into distinct parts.

inquire, inquiry

NOTenquire
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insure
insure=to protect against lossState Farm insures motorists.
ensure =6 make certainPlease ensure your signatureisthe dotted line.

assure %o give confidence to someonkassured my boss | would meet the deadline.

it's, its
It'sis a contraction foit isor it has

Itsis the possessive form of the neuter pronodite school lost its scholarship.

Kgl2
Use en dsh (not a hyphen), nch indicates range (from grade K to grade 12).
Do NOT writ&k12without the en dash.
There are several ways &ald an en dash in an Office program:

1 Hold down the ALT key arguicklytype 0150 on the number pad.
1 Hold down the CTRIlek and presshe minus sigron number pad.

1 For a global fix,@ aFind/Relace (find all hyphenated uses areplace withthe en dash)

T hl
Find and Replace . m
Replace | GoTo
Find what: | K-12 [+]
Replace with: |K*=12 [~]
I

Replace | | Replaceall | | Findnedt | | cancal |

|

Kc¢20 Education Network
Use theen dashwhich indicates range (from grade K to grade 20).

The K20 Education Networls a highspeed, higkcapacity network that links¢d 2 school districts,

libraries, colleges, and universitiasross 476 locations in Washington.
Both K¢20 Education Networ&nd the shortenedc20 Networkare acceptable.
See alsokgl12

kindergarten
Donot capitalize.

kindergartener, kindergartner (either spelling is acceptable; keep it consistent in the document)

See alsoearly learning, grade level, prekindergarten, preschool
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know-how

learning standards
Washington Stated&l2 Learning Standards

Legislature, legislature
Proper titles:
Washington Staté egislaturehttp://leg.wa.gov

Washington State Senathttp://leg.wa.gov/senate

Washington State House of Representativdtp://leg.wa.gov/house

Retain capitalization when the state name is dropped but the reference is spdgifcéhat state's
legislature.The Legislaturevill vote on thekK¢12 budget this week.

A A~ A w

Lowercasestatewhenii Q4 Y SSRSR EFNI QLINBXWEROLO@AHRKRS adal GS

Lowercase when used genericalo legislature has approved the amendmektross the country,
the legislatures are discussing this topic.

See also: legislative

legislative, lgislative session
Do not capitalizeThe 105day Washington state legislative session begins Monday.

Annual legislative sessions are identified by the year in which they occluatnakers wrapped up
the 2014 session with a flurry of bills.

When referening a specific sessioB014 Legislative Session

less, fewer

less = for bulk or quantityleachers have less than $500 for materials. She had fewer than 20 desks in
the classroom.

fewer = individual itemsThe trends toward fewer teachers per studentvi than 10 students
applied.

liaison

Parent Liaisoffis capitalized) when referringto { t L Q& { LJISOA Ll f O RbEdrm A2y t |
replaces Ombudsman.

See also: Ombuds

local educational agency, LEA
educational, not education

The local educationalgency must submit the application by November 1.
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When plurallocal educational agenciesEAgno apostrophe)

login, logon, logoff

As a noun, use one word. But use as two words in a verb foomin to your account.

long-term, long term
Hyphenate whera compound adjectiveVe have a longerm solution.

Two words wherthe phrase modifies an adverb or when the objeta prepositionYour solution
will not workin thelong term.

master's degree

Seealso:academic degrees

Memorandum (sing.), Memorandgplural)
Official correspondence from OSPI. Thereta@ways to cite a Memorandum:
1. Memorandum No. 0294 Student Transportation
corg
2. Student Transportation (M0224)
See alsoBulletin

months
Sell out the full month unless when short on space, swashin tables and graphs.
He was born in January 1998e was born January 10, 1993.

Place a comma after the calendar year if it does not conclude the sent8abenit your application
by January 1, 2010, for first consideration.

multi-
multi-agency muti-state, multtuse.
¢KS RAOGAZ2Y I NE QdarylaiNhghi¥hmitiBwordld d8oldl Haye A hyphlerd, hut the
hyphennever changes the meaningseithe hyphen when in doubt.

multiple-choice

Always lyphenate

YSAGKOSNXY

The wordnor may be used ahe as a conjunction or together witreither.
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There areneither clearcut rightsnor wrongs in this situation.
Do not usenorin the same clause with any other negative; os@stead.

There areno clearcut rights orwrongs in this situation.

n-siz

The minimum number of students in a particular racial or ethnic subgroup for which disaggregated
data must be reported.

Include the hyphen. Lowercase No quotation marks.
NOTb aAl S -ZwiéSBATHRaAAT S

national anthem
Do not capitalizedThe Sar-Spangled Bannér A a4 GKS ylF A2yl f FyiKSY 27

No.

Use as the abbreviation ferumberin conjunction with a figure to indicate position or ramo. 1
student

no later than
Replace with the simpler wordly. The application is due by breary 12, 2015, 5 p.m.

nobody
¢CKAY 1l 27F A (Nobaiyweny® thedame 2 y d&
When followed by the woraf, useno body. No body of employees is more cooperative than yours.

nondiscrimination statement

Guidancaslocated on the OSPI intranet fathen to include the OSPI nondiscrimination statement
http://insideospi/sites/PoliciesForms/Pages/NonDiscriminationStatement.aspx

h{tLQa Y2YRAAONAYAYIGA2Y &Gl d8SYSyd

OSPI provides equal access to all programs and services without discrimination based on sex, race
creed, religion, color, national origin, age, honorably discharged veteran or military status, sexual
orientation, gender expression, gender identity,abdity, or the use of a trained dog guide or

service animal by a person with a disability. Questions and complaints of alleged discrimination
should be directed to the Equity ar@ivil Rights Director at 36125-6162/TTY360-664-3631; or

P.O. Box 4720@lympia, WA 98504200; or equity@k12.wa.us.

non-academic

Always hyphenate.
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non-public
Hyphenatenon-public schools, nepublicagency NOT:NonPublic
Office of NoAPublic EducatiofU.S. Department of Education)

none
Takes a singular verb.

Thinkofitk & Gy 2 2y S éMaByMpplicgtigngver® sfilBnibtédand none[not one]was
denied

numbered list

Use numbered lists for instructions. This shows at a glance how many steps there are and ensures the
user follows the steps in order, reducing theadlse of missing a step.

To create an account:

1. Loginto EDS

2. Select your application

3. Select My Preferences

4. Select Change My address

Do not use a numbered list if a specific steps are not required. Instead, use a bulleted list.

A list does not require enpunctuation.

numbers

In general, spell oubnethroughnine.Use figures for 10 or above and whenever preceding a unit of
measure or referring to ages of people, events, or things. Also in all tabular matter, and in statistical
and sequential forms.

Expessions: spell out

A thousand times yes!

The bus stop is a quarter of a mile from his house.
Ordinals(See also: grade level)

9th grade

the 9th-grade reading materials

Do not use superscripts, e,§d, 4"
Percentagesspell out, unless in a chart

Apay increase of between 12 percent and 15 percent.
Dollar amounts

$12 million(NOT$12 million dollarswhich is redundant)

Lists/sequencef figures
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Therewere 5 children on the bus a2& waiting to be picked ugn this case5 and 25 are
considera a list/sequence

Try not tobegin a sentence with maumber. Usually the sentencean be rewritten to avoid thidDue
to bad weather, 10 people canceléNOT:Ten people canceled due to bad weather.

occur, occurred, occurring, occurrence

off-site
Always hyphenate

See alsoon-site

office
Capitalize when part of the proper naméfashington State Office of the Attorney General

Lowercase all other instancese office of the attorney general

Office of Superintendent of Public Instruction, the
NOTthe OSPI
NOTOffice ofthe Superintendent of Public Instruction

Usethe onlywhen the proper name is spelled owccording to théffice of Superintendent of Public
Instruction...

When beginning a sentence with tiv@tialisnt OSPIs located in Olympia.
Onthe OSPivebsite,useOSPbn first reference.

OK
Use only in conversational writing.
NOTokay.

Ombuds
Replace©mbudsmanThe Officeof the Education Ombuds

OSPI Special Education uBesent Liaisolicapitalized)nterchangeably wittSpecial Educatn
Ombuds

on
Do not useon before the day of the week when its absence would not lead to confusion.

The meeting will be held MondagUTOnN June 10, we'll meet for coffee.

ongoing
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One word, no hyphen

online

One word, no hyphen

only

Place as closely agssible to the word modified usually directly before itAlways wite to only one
person, even if 1,000 people read it.

The same rule applies to other adverbnost, nearly, ever, merely, too, also.

on-site
Always hyphenate
See alsooff-site

one time, one-time

The application iflled out one timeThis is a onéme application.

opportunity gap
This is the preferred term, instead athievement gap.
See also: achievement gap

over, more than
over = heightThestack of reports wasver 3 feet tall.

more than = length or duratiorfzor more than a decade, education has been underfunded.

p.m.

See alsotime

paraeducator
One word, no hyphen

parallel, paralleled, paralleling

PDF
Portable Document Format

When listing a PDF for deWoad, indicate the ke size whert is over 1 MB and/or more than 50
pages.
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Download the presentation (PDF, 5 MB, 55 pages)
NOT:Download the PDF.
APDF readersuch as Adobe Reader and Google Readexgisred in order to open a PDF file.

A PDHRs a Web document and mubke optimized for search engines (including our internal search
engine that powersvww.k12.wa.us) This requires adding file properties to every PDF.

See also: acronynandinitialisms

phone numbers
Use hyphens: XX3XXXXXX

percent
Percent means parts per hundred.
Spell outThe poll shows 2percentagree with thegovernot
Repeat percent with each individual figudd percent to 15 percent
The percentage symbdhis OK in charts and tables where spaddgist.

See also: percentage point

percentagepoint

A percentage point (pp) is the unit for the arithmetic difference of two percentagesexample,
going from 40% to 44% is a 4 percentage point increase.

policymaker, policymaking
One word

post-
postgraduate postsecondarypostscript
Hyphen is needed only when it precedes a capitalized wawsgt-Darwinism

postsecondary

One word

PowerPoint slides
Brand name for the presentation software created and distributed by Microsoft Corp.
Avoid focsing on the software (PowerPoint). Instead, focus on the medsliaes
Do not make plural.

NO:DownloadPowerPoints
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YES Download thePowerPoint slides
BETTERownload the slides (PPT)

prekindergarten, PreK
All ages before kindergarten, from birthrough preschool.
Lowercase, no hyphen. Spell it out when not listed in a grade span.
PreKwhen listed in a grade span, suchRrekK3

See alsoearly learning, preschool

preschool
Theage or gradespan thatpreschookncompassesan vary.
Example®f how preschool may be defined:

All learning and situations prior to the start of formal schooling, anything preschool o¢/Bieh
5.

Educational programs for-&nd 4yearolds

Consider the context and audience in the document when defining the agede span for
preschoal

Lowercase, no hyphen. Spell it out when not listed in a grade span.

See alsoearly learning, prekindergarten

presently
a S| yiralitte while 2 NJ GRXKEAINY2PEYSIY GOdZINNBy(f e dé
Presidents Day

No apostrophe

press conferace

News conferences preferred

press release
An official statemenpublished by the OSPbmmunicationoffice.

Newsreleaseis preferred
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principal, principle

Principal(n., adj.) =someone or something first in rank or degre&the is the school pripai. She
heard their principal argument against the suspension.

Principle(n.) =fundamental truth, law, doctrine or motivating forcéhey fought for the principle of
separation of church and state.

prior to
Use when a notion of requirement is involvéthe fee must be paid prior to the test.

Otherwise, usdefore Students should study the practice test questions before sitting for the test.
privilege, privileged

professional learningss. professional development

Professionalearningis a comprehense, sustained, job imbedded, and collaborative approach to
improve educational outcomes for all students. It includes formation of systemic structures required
to cultivate a climate where shared responsibility and continuous improvement cygeamtio,

study, actare used for impacting student learning. Professional learning is a systemic environment
which enables educators to apply the knowledge, skills, practices and dispositions required to help
students learn and achieve at higher levels.

In contrast, professional developmeid a onetime event without followup.

proven

Use only as an adjectiva:proven strategy

rangefinding
One word

rarely

Definition:seldom.

ratios

Use figures and hyphenthe ratio was 2to-1, a ratio of 2to-1.

RCW
Revised @le of Washington
Include the RCW title when referencing@hapter 34.05 RCWAdministrative Procedure Act.

Link directly to the RCW on ttW¢ashington State Legislature websion NOTupload the RCWas a
PDFor Word file)to the K¢12 website when it is already available online at
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reengagement

No hyphen
referendum (sing.), referenda (pl.) referendums (pl.)

Report Card
An online databasthat is maintained by OSHittp://reportcard.ospi.k12.wa.us

Also calledState Report Cdr Washington State Report CaiVashington State School Report Card
b2 0S 02y 7¥dza S ReparisQarihttpy/6vdw.natiorisrepdricdddigov

room, rooms

Capitalize the names of specially designated roorhg meeting will be held in thgillings
Conference Room

See also: conference rooms

rulemaking

One word no hypha

SAT, the SAT
Use only the initialgformerly $holastic Aptitude Tejt

school
Capitalize when part of a proper nantévergreen Elementary School.
Capitalize when part of a program nantke Mental Health and Schodlogram

But do not capitalize a genarreferencePrivate schoolbave access to federal supplemental
education programs.

school board
When referencing a specific school board, use trappr title. For example:
North Thurston Public Schools Board
The Board of Directors of Spokane PuldimSls
Seattle School Board
Olympia School Board of Directors
2 KSy Ay R2dz iz OKSO]l (GUKS a0K22ft o02FNRQa 6So6aAii
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school districts
There are 295 school districts in Washington.

Do not capitalize unlessigin the proper title.

When referencing a specificlsool district, use the proper title. Some do not \&ehool Distrigtbut

Public School€xceptions includgife Public Schools, North Thu

rston Public Schools, Spokane Public Schools, Seattle Public Selvoofs, Public Schopis&ancouver

Public Schds, Longview Public Schools, arelm Community Schools
Whenin doubt, checki KS RAAGNARAOGQa sSoaAridSo

schoolwide
One word, no hyphen

School Report Card
Alsocalled theWashington State School Report Card

seasons

Lowercasespring, summer, fallyinter, unless it is in the title2015 Spring Conference for XYZ

self-

Always hyphenateselfassured, selemployed, selgoverned

semk

Generally, no hypherSemifinal, semiofficial, semiannual

semiannual
Means twice a yeahiannual.

Biennial means every two ges.

Senate, senators

Washington State Senatthe Senatestate senators

shall, will
Avoid the use o$hall unless quoting material.

Otherwise usewill.

shut down (v.), shutdown (n.)

The district plans to shut down the school this year.
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The shutdowrnwas unanimously passed.

signtup (n. and adj.) , sign up (v.)
Hyphenate when it modifieSihe sigrup form is at the back of the room.

Use two words in verb forn8ign up for the newsletter.

Smarter Balanced
Smarter Balancei$ the name of the test.

Smater Balanced Assessment ConsortiemSBAC, is the name of the group responsible for the test.

social network, social networking

No hyphen, even when it modifiesocial networlsite

standard time
CapitalizeEastern Standard Time, Pacific Standard Tete
Lowercasestandard timewhen standing alone.
Olympia, WA, is Pacific Standard Time (PST)

state
the state Legislature
the state Treasury Department
Washington state budget proposal
Capitalize when part of the proper name: Washington State Schoolt@seAssociation
See also: Department, Washington state

statewide

One word, no hyphen.
student-level data

subject areas, content areas

the arts (dance, music, theatre, visual arts) environment and sustainability
educational technology health and fitness

English language arts (always capitalize HIV and sexual health education
English

international education
career and technical education
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mathematics (OR math) social studies

science world languages

SurveyGizmo
Cloudbased software uselly OSPI to createnline formskurveysandcollect data.

52y QU0d O dINDSEDAT Y2 P ¢KS | dZRASYOS R2Sa yz2i vy
form/survey.

(0p))
o

YESPlease take our surve§omplete the online form.

NO:Please take our SurveyGiznmmplete the SueyGizmo.

State Superintendent Randy Dorn
First referenceState Superintendent Randy Dorn
Second referenceSuperintendent Dorar Dorn
The middle initial is used in his signature ofitgndy |. Dorn

superintendent

Capitalize when used as a formal titlefbre a nameState SuperintenderRandy Dorn
Superintendent Dorn

Do not abbreviateAbbreviating is OK, howeveg fit a character limit, such as for press releases and
social mediaSuptor Supt.(NOTSupe

{ dzZLISNAYGSYRSyGdQa |1 A3IK {OKz22f ! NI {K2g

An annual, statewide event sponsored by OSPI. High school students across Washington submit art
that is showcased every spring in the OSPI building.

syllabus
Plural: syllabuses or syllabi

teacherleader

Always hyphenate.

teen, teenager (n.), teenage (adj.)
No hyphen.

telephone number
8885555555
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that (conjunction)
Used (i Kfbrigssential clause3he document tht he needs signeid in your enail.

Use which for nonessential clausd@$te document, which must be signed by tomorrow, is in your
email.

Thesimpba d NMHz S 2F (GKdzYo whichk LT AdG GlF1Sa | O2YYl X

that (conjunction)

Thatusually may be omitted when a dependent clause immediately follows atwesdy: Te court
said [that] public education is underfunded in Washington state.

Thatusually is neessary after some verbadvocate, assert, contend, declare, estimate, make clear,
point out, proposeand state: We contend that public education is underfunded in Washington state.

Usethat before subordinate clauses beginning with conjunctions suditas, although, because,
before, in addition to, untiendwhile: The court said that after many failed attempts by the
[ SAAaf | {dz2NB X

When in doubt, includéhat.

that, which (pronouns)

Usethat for essential clauses, important to the meaning of a sect, and without commag:his
f SGGSNI A& (2 AYyTF2NY @2dz GKIG @2d2NJ RAAGNROG KI &

Usewhichfor nonessential clauses, where the pronoun is less necessary, and use corhieas:
process, which is allowed under RCW 34.05.35f)ysfor expedited rutenakingX

Use that and which in referring to inanimate objects and to animals without a name.

theatre
As a discipline, ugleatre: The Artsstandardsmclude art, dance, music, and theatre.
BUT :The students toured theewtheater.

Title

When a Title is referenced on a Web page, such aslTélglain what it is by providing its full,
proper name description.

On first referenceTitle V, Part Alnnovative Programs
On seond referenceTitle V, Part A
Include a full description dmk to the program description on each Web page that it is mentioned.

Consider the reader when referencing; the reader may notapailiar with Title Vbut knowEvery
Student Succeeds Act.

titles
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See alsocomposition titlegposition titles

time, time of day, time zones

Use periodsa.m.andp.m.

Use a colorto separate hours from minute8:30 a.m.

9EOQf dzRS YAy dzi SHpmNOXEMamMPEY (KS K2 dzNY
Use the en dash between times, with no spabefore or after the en dasB®:a.mg¢noon
For sart and end times, reference a.m. or p.m. onhce if they are the samé&cl11 a.m.

Pacific Time (PThclude the time zonenly if the event is outside Washington state or has an
audience that is not in the time zone (such as an OSPI webinar tharnadi®aal audience).

PDT = Pacific Daylight Timdaylightspringsummer time zone

PST = Pacific Standard Time = fall/winter time zone

2 KSy AY R2dzo (X dzaS t¢od LIQa YySOSNI gNRYy3IP
Noon is 12 p.m. The preferencenison,but either form is accepted a.mgnoon, 9 a.m¢12 p.m.

Midnight is 12 a.m. and igart of the day that is ending, not theaythat is beginning(Notable for
when you are auteclosing an online survey.)

Exceptions may be madehen short on space, such as in social media.

toolkit

YES
Today at 3:8 p.m.

9a.mglp.m.
8¢ll1 a.m.

The meeting starts at noorfOr,
the meeting starts at 12 p.m.)

NO

3:30p.m.in the afternoon
(redundant)

9am-1pm (except for social
media)

8a.m¢l11 a.m.(redundant)

The meeting starts at 12 noon.
(redundant)

Ore word, no hyphen

toward

Teachers are moving toward the new standards.

trademarks

Trademark holders typically use a raised symbol (suoh after their trademarks in all of their
correspondence, promotional material, and product packaging. Wioemyake reference to
trademarks that belong to others, you do NOT need to use these symbols. Capitalizing the trademarks
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is sufficient. (SourceThe Gregg Reference Manu#l Bdition

Trademarks are indexed by the International Trademark Associatiaw (inta.org.
See also: copyright

tribe, tribal

Capitalize tribe when it follows the name of a specific triblee Yakama Tribe began the program in
2006.

wWSGIFAY OFLIAGFEATEFOAZ2Y 6KSY & is§pudificaly@ihatyribey S A 3
The Yakama Tribe owns the land and rejects calls from local developers for the Tribe to sell the
property.

Buttribal is capitalized only when part of a formal narfi¢ne Muckleshoots Tribal Council approved
the agreemat, the result of talks between county and tribal negotiators.

See also: Contract Language section

TTY

ATTY(teletypewriter)is a special device that lets people type messages back and forth to one
another irstead of talking and listening TTY is requad at both ends of the convsation in order to
communicate and is primarily used by thosho are deaf, hard of hearing, or speeichpaired

h{tLQa ¢¢ k6 L3ICE6§A863Y dzY o SNI A &
IncludeTTY phone numbeimn official correspondence.

Twitter
OSPI's Titter account ishttp://www.twitter.com/waQOSPI

A post on Twitter is calledtaeet or retweet.
Spell the entire URL as above, with lowercaseanduppercaseOSPIwaOSPI

This URL is the most common way totevout the address in print. However, another common way
to indicate one is on Titer is to simply write @waOSPI after the Twitter icbmother words, Follow
us @waOSPI.

See alsoFacebook

unfunded

no hyphen

U.S. Department of Education (ED)

See alsoacronyms and initialismaAcronymsand Initialisms section

unnecessary
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_up
Frequently used nouns/adjectives include: breakuprapl/lchangeup, checkup, followup, grown

up, holdup, letup, lineup, migp, mockup, roundup, setup
up-
In general, ndwyphen:upend, upgrade, upward

URL

Uniform Resource LocatddRLs occur most commonly to reference web pages (http), but are also
used for file transfer (ftp), email (mailto), and many other applicatiphskipedia]

http://www.k12.wa.us/news.aspx

protocol domain file path

Seealsa hyperlink

U.S.

Abbreviationis OK as a noun or adjective for United States.

username

One word

vice versa

Two words

WAC
Washington Administrative Code

When referencingniclude he WAC titleTitle 180 WAGC Rules and Regulations of the State Board of
Education

Include a link tahe WAC on théaVashington State Legislature website

Neverupload a version of the WAC to tike12 website(as PDF or Wordlf a link is not available,
contact the Communications Office for a solution.

See alsoacronyms and initialisms

Washington state
Omit the wordstateg KSY S@SNJ LI2adaAof S® hFTliSyadayYySas AGQa

Lowercasestatewhen it is necessary, such as when discussing the stateatianal contextThe
national Teacher of the Year ambwent to a Washington state lgfradeteacher.
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Capitalizestate when it is part of the proper nam&:he Washington State Legislature voted on the
bill.

Usestate when necessary to distinguish the state from the District of Columbia.

Washington State K12 Learning Standards

The full allencompassingamefor all learningstandards in all content areas, including the Common
Core State Standards in English Language Arts and Mathematics and the Next Generation Science
Standards.

When specifying content aea, use the following construction: [content areat R Learning
Standards]:

Integrated Environmental and SustainabilitylR Learning Standards
Social Studiesd2 Learning Standards
See also: Common Core State Standards

Washington Supreme Court
NOT Washington State Supreme Court

Web
The short form oWorld Wide WebWeb page, Web server, Web directory, Web browser

website, webcast, webinar

One word

weekend
One word

well-being

Always hyphenate.

wherever

One word

which, that (pronouns)

Usethat for esential clauses, important to the meaning of a sentence, and without comiffas:
f SGOGSNI Aa (G2 AyF2N)Y &2dz 0KI G @2dz2NJ RAAUGNROG KI

Usewhichfor nonessential clauses, where the pronoun is less necessary, and use corhisas:
process, which is allowed under RCW 34.05.350, allows for expeditedakilegX

OSPI Editorial Style Guide, March 2016 page 41



Use that and which in referring to inanimate objects and to animals without a name.

who

Whoshould always be used in refence to human beingsnot that: The students who rodiée bus.

who, whom
who = subject, whom = object
. Sald Fyrft23e Aa aKSE YR dAKAYE 2N aaKSé |yR dGK
Who = he, whom = himwWho hit whom?He hit him.
NOY 2 K2 RAR @&2dz 32 GAGKK o6, 2dz ¢2dzf RYyQU al ez a
YESWith whom did you go? (Youwouwddl @ 3 G5AR @2dz 32 6A0GK KAYKE!

workgroup, working group

Either is acceptable, but use one or the other and be consistent.

year-end (adj.)
Hyphenate

yearlong
One word

year, years
school yeaP01516 (Use en dash.)
Use commas with a month and d&yn Septmber 7, 2009, she celebrated th birthday.

Do not state the year for a future event if it's in the current year, or ifétear or implied: The next
meeting is June 5.

See alsodates, decadeg]asses of

2P Code
All caps for ZIRCapitalize Code ¥ A i Q AThg ZBROCHdEE 3199684,
Do not put a comma between the staéad ZIP codedlympia, WA 98504
Include the full ZIP code (ZIP+4) whenever possige040001
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acronyms

Do not use an acronytmitialismif the entity is metioned only once on that page.

To make an acronyfimitialismLJ dzNJ f = GLESR |y Gaéy

Do not use periods between each letter.

To form the singular possessive, add an apostrophg:t L Q& adGl F7F

¢2 F2N¥Y GKS LX dzNI f doapbsirépbeb A 085 QF RRUISY Ré ¥ © S LI dz3

See alsoacronyms and initialismis A-Z section

abbreviations

If the word is an abbreviation, use a peridkpt. of Education

capitalization
The general rule is to capitalize only when it is part of a proper name oafditle.
SuperintendentState Superintendent Randy Dorn
City and countyRoyal City, city of Olympi@hurston County, county board of commissioners.

Committee, commission, board, department, or directds. the director of the department, XYZ
Directa Josalyn Smith will lead the board meeting.

Federal Washington receives approximately $950,000 in federal funding each year to support
homeless education.

Program:Consolidated Program Revig8chool Construction Assistance ProgratdT Homeless
Childrerand Youth program.

' @2AR V[ /'t{ dzytSaa F2NJIONAGAOFE AYTF2NNIGAZ2Y
shouting at the reader.

commas

Serialcomma:Also called the Oxford commaciarifies meaning when placed before comgtions
(and, or,but) in a series of words in a senten€@SPI recommends the serial comma to avoid
ambiguity and to make lists easier to comprehend.

The Oxford comma is decried, defended, and debatéll. N2 dkQ/ G KS | ymor8 R { G|
likely to use the Oxfordomma than if you are in the United Kingdofstralia, or Canada

The committee considers whether the applicants show full understanding of the project, whether
they have the time to dedicate to the project, and whether they have full support from their
administrator.

Nonessential expressiondse commas to set off expressions that provide additional but nonessential
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information about a noun or pronoun immediately preceding.

The first set of data, released last month, shows student improvement in &as.@rhe phrase
released last montis nonessentiato the sentence

NOTE: There are several rules for commas. For additional help, réfbetGregg Reference Manual
or similar reference.

contractions

Contractions OF Yy Qi > & 2 dzQthdd B beinSr@ dvi/&rsattiaOThey are acceptable in
most informal writing, such as i, newsletters, and Web pagd3o not use contractions in official
correspondence, such as bulletins and legislative reports.

en dash, em dash

How to Use It Examples
en dashg Represent a span or the 20132014 school year
range of numbers, dateq grades 46

There should be no
space between the en
dash and the adjacent
material. Depending on

or time 11:00 amcnoon

If youintroduce a span or range with words
such adrom or between do not use the en

the context, the en dash dash:
Ad NBIFIR I a He served as superintendent between 2000
GU0KNRdzZIK D€ and 2004.

If the compound
modifier is 2 or more
words

high schod]levelcurriculum
New York Cigareahotels

The liberatconservative debate.
The Los AngelgSeattle flight.
The railway runs sougmorth.

Conflict or conection

When the patient was finally discovered
nearly 3 days after his fall down the
mountairt he had severe hypothermia and

em dasht In place of commas to
enhance readability.

Depending on the
P 9 Dashes are more

context, the em dash

can take the place of

emphatic than commas.

was barely conscics.

commas, parentheses,
or colong in each case
to slightly different

In place of parenthesis
to give the parenthetical
content more emphasis.

Upon discovering the error in the test bookle
the testg all 50,000 of them were recalled.

effect.

No spaes on either side
of the em dash.

In place of colon to
emphasize the
conclusion of the
sentence.
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How to create the EN DASH (3 options):

1 Hold down the ALT key arguicklytype 0150 on the number pad.
1 Hold down the CTRL key and pr#ss minussign on the number pad.
1 For a global fix,@ aFind/Relace (find all hyphenatedses andeplace withthe en dash)

i hl
Find and Replace - m
Replace | GoTo
Find what: | K-12 [=]
Replace with: |K~=12 [~]
i

Replace | | Replaceall | | FindNedt | | cancal |

|

How to create the EM DASH (2 options):

1 Hold down the CTRL and ALT keys, then ghessiinus sign on the number pad.
1 Hold down the ALT key arguicklytype 015L on the number pad.

spacingbetween sentences
Use onlyone space between sentencdg teacherexplains this rulg

To remove all double spaces in a document (and replace with a single space), do a global Find and
wSLX I OS® IKWfRES KATAWYRAZNF aLJ OSo6F NI G6A0Sd Ly (KSE
2y 0Sd® ¢KSy aStSOG awSLX I OS 'fftdé OhNE AT &2dzQN
see what effect the Find/Replace will have before you implement it.)

guotation marks

Use double quotation marks to quote someone, except when it's a headline/title.

Use single quotation marks in headlines to quote someone, or for a title:
'‘Everybody Stretches' Without Grayi§ays NASA Study
'Spotlight’ Wins Big at 88th Ademy Awards

Use double quotation marks to emphasize a word:
The term "children” is defined in the program regulations as persons 18 yearsaidgader.
Select "Next" and then "Submit."

The period and comma always go within the quotation marks.

Whenindicating a spoken quote with a question mare asked, "How long will it takeThe dash,
semicolon, question mark and exclamation point go within quotation marks when they apply to the
guoted matter only. They go outside when they apply to the whelgance.Who wrote "Gone With

the Wind"?Sometimes rewriting the sentence is better: She asked who wrote "Gone With the Wind.
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guestion mark

Do not use question marks to indicate the end of indirect questibleswants to know if you are
going to the confeence.

See alsoguotation marks

possessive apostrophe

No possessive apostrophe ifit¥sS | y G Ay I RSAONARLIGA GBS aSya
boys = boys sports

4SS 1LJ12aaSaargdsS LRaAaINEEIKE?2 ¢ &KQy Ot Adokn&shizhe Boysdht A S F

(0p))

Iy R

prepositions

L Uafraptableo end a sentence with a prepositiohat did you sten? Attempts to rewrite On
what did you step?are admirable, buty 2 NY I £  LIS2 LX S RSoyfc&bihmmat dinf | G K I {

D2y Qi SyR (KS &aSyiSy OSnotnededsaryhsteadolvhdzezare fola®?y o KSy
Drop the prepositionwhere are you?

52y Qi FRR | LINB L2KISAYU AM20yQ aA iimy/JumPacoiiihs idckBstead:She
jumped off the rock.

A short list of the more common ongord prepositions:

aboard behind except on to
about below excepting onto toward
above beneath excluding opposite towards
across beside following outside under
after besices for over underneath
against between from past unlike
along beyond in per until
amid but inside plus up
among by into regarding upon
anti concerning like round versus
around considering minus save via

as despite near since with

at down of than within
before during off through without

When in a title, prepositions of four characters or more are capitalized:
Language Ustor IndividualswWith Disabilities
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#1 1

L] Vo

U #1171 ZAEOO0AA 71 C

Word 1 Meaning Word 2 Meaning

accept to agree to receive or do Except not including

adverse unfavourable, harmful Averse strongly disliking; opposed

advice recommendations about what Advise to recommend something
to do

affect to change or make a differenc Hfect a result; to bring aboua result
to

all together all in one place, all at once Altogether completely; on the whole

all ready everything is ready Already an action is completed by a

certain time

aloud out loud Allowed permitted

alternately taking turns Alternatively  as an optioninstead of

among used for three or more (she  Between used for two things (she had to
had to choose among three choose between Harvard and
colleges) Yale)

appraise to assess Apprise to inform someone

assent agreement, approval ascent the action of rigng or climbing up

bare naked; to uncover bear to carry; to put up with

beside by the side of, separate from besides in addition to; also

biannual twice in one year biennial every two years

bimonthly every two months semimonthly  twice a month (biweekly

capitol A building that houses a capital A town or seat that is the seat of
320SNYYSyidQa | state government
branch

censure to criticize strongly censor to ban parts of a book or film; a

OSPI Editorial Style Guide, March 2016
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person who does this

cite to quote or mention site a phce
compare to show how things are alike contrast to show how things are different
complacent smug and sel$atisfied complaisant  willing to please
complement  an addition that improves compliment to praise or express
something
compose to make up(the dass is comprise to consist of, or include (student
composed of students of of several grades comprise the
several grades) class)
concurrent Smultaneous consecutive  successive; one after another
continual repeated with breaks in continuous without stopping
between
convince To cause another to feel sure persuade to talk someone into doing
or believe something to be something
true
council a group of people who manag counsel advice; to advise
or advise
criterion singular (there is one criterion criteria plural (several criteria need to b
for this job) met for this job)
cue a signal for action; a wooden queue a line of people or vehicles
rod
currently at this time; now presently soon; in a little while
defuse to make a situation less tense diffuse to spread over a wide area
denote to indicate specifically; to connote to imply or suggesthome
mean fiomedenotes a place connotes warmth and safety)

where you live)

discreet careful not to attract attention discrete separate and distinct

disinterested  Impartial uninterested  not interested

OSPI Editorial Style Guide, March 2016 page 48



elicit to draw out a reply or reaction illicit not allowed by law or rules
e.g. for example; to make certain i.e. in other words; to give specific
clarification
ensure to make certain that insure to provide compensation if a
something will happen person dies or property is
damaged
entitle to give a person a right or title the name of somethinghe
claim to something name of a book
envelop to cover or surround envelope a paper container for a letter
everyday (adjective) commonplace, every day each day
ordinary
fewer things that can be counted  less jdzZ yGAGASE 27
(fewer students) counted (less coffee)
flaunt to show something in a very  flout to break or igiore a law or rule
open way so that other people without showing fear or shame
notice
foreword an introduction to a book forward onwards, ahead
historic an important occurrence that historical Any occurrence in the past,
stands out in history having the character of history
imply to suggesindirectly infer to draw a conclusion
Al Qa itis; is has its belonging to it
loath reluctant, unwilling loathe to hate
loose to unfasten; to set free lose to be deprived of; to be unable
to find
militate to be a powerful factor agains mitigate to make less severe
pour to flow or cause to flow pore a tiny opening; to study
something closely
prescribe to authorize use of medicine; proscribe to officially forbid something

to order authoritatively
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principal most important; the head of a principle a fundamental rule or belief
school
quote to state the exact words guotation an actual statement being

someone else said (she quote
Hemingway in her paper)

quoted (she read a quotation
every day)

respectfully politely; with respect respectively the order inwhich things are
given
sight the ability to see site a location
sometime Indistinct or unstated time in  some time a considerable period of time
the future
stationary not moving stationery writing materials
storey a level of a building story a tale or @count
than used to compare (she thinks then a time that is not nowit would
she is smarter than us) be better to meet Friday
0SOlFIdzasS (KSy L
til A contraction ofuntil till to cultivate
to Toward too also
versus In comparison or opposan to verses plural of verse, a line of poetry
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Commonacronyms and initialismsised by OSPI and in education

Please note: Some terms are not capitalized when used in cotexexampleindividualized
education program (IEPRS F SNJ (2 @& 2 dzNJ shéetfdlr dp&Ecifcvidaezd or éoiitact S
style@k12.wa.usvith questions.See also: acronyms and initialisifin AZ section)

21CCC 21st Century Community Learning Centers

ALE Altemative Learning Experience
AMO Annual Measurable Objective
AP Advanced Placement

AP/IB Advanced Placement/International Baccalaureate
AWSP  Association of Washington School Principals
AYP Adequate Yearly Progress

BEA Basic Education Act

BEAC Biingual Education Advisory Committee

BEST Beginning Educator Support Team

CAA Certificate of Academic Achievement
CACFP Child and Adult Care Food Program
CBA ClassroonrBased Assessment

QaCSS Common Core State Standards

CEDARS Comprehensive Educatiddata and Research System
CEP Community Eligibility Provision

CNS Child Nutrition Services

CPR Consolidated Program Review

CSTP Center for Strengthening the Teaching Profession

CTE Career and Technical Education
DAC District Assessment Coordinator
DEL Department of Early Learning

DLD Digital Learning Department
DOH Department of Health
DSHS  Department of Social and Health Services

eCert Electronic Certification
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ED

EDS
EdTech
ELA
ELL
ELP
ELPA21
EOC

U.S. Department of Education
Education Data System
Educationallechnology
English Language Arts
English Language Learner

English Language Proficiency

English Language Proficiency Assessment for the 21st Century (formerly WELPA)

End-of-CourseExam

EOGOAC Educational Opportunity Gap Ovetsigand Accountability Committegormerly AGOAE

ESA
ESD
ESEA
ESSA

ESL
ESSB
FAPE
FEPPP
FERPA
FFVP
GATE
GLE
HCP
HIV
HPSE
HQ
HQT
IDEA
IEP
iGrants
LAP
LEA

Achievement Gap Oversight and Accountability Committee)
Educational Staff Associate

Educational Service District (There are 9 ESDs in Washington)
Elementary and Secondary Education Act

Every Student Succeeds ActgfacesNo Child Left Behind Aat full effect 201¢18school

year)

English as a Second Language

Engrossed Substitute Senate Bill

Free Appropriate Public Education

Financial Education PubRrivate Panership

Family Educational Rights and Privacy Act

Fresh Fruit and Vegetable Program

Graduation: ATeam Effort

Grade Level Expectations

Highly Capable Program

Human Immunodeficiency Virus

High School Proficiency d&nrs

Highly Qualified

Highly Qualified Teachers

Individuals with Disabilities Education Act

Individualized Education Programb h ¢ &t f | y € 0
iGrantSystend 1 KS aadé Ay ADNIyGa aidl yRa
Learning Assistance Pram

Local Education Agengyot synonymous with school distrjct

OSPI Editorial Style Guide, March 2016

F2NJ aaea

page 52



LEP
LGBTQ
LRE
MOE
M-V

MOU
MSP
NAE
NAEP
NAEP
NBCT
NBPTS
NCLB
NSLP
OEO
OER
ONE
OSPI
PESB
ProCert
PSE
PSESD
PTA
QEC
REAP
RFP
RFQ
RTI
RTL
SBAC
SBE
SBP

Limited English Proficient

Lesbian, Gay, Bisexual, Transgender, Questioning Youth
Least Restrictive Environment

Maintenance of Effort

McKinneyVento Educabn for Homeless Children and Youth (but avdi/ whenever
possible)

Memorandum of Understanding

Measurements of Student Progress

National Education Association

Educational Progress

National Assessment of Educational Progress

National Board Certified Teacher

National Board for Professional Teaching Standards

No Child Left Behinéee also: Every Student Succeeds Act
National School Lunch Progréee also: SBP

Officeof the Education Ombud®NOTOmbudsmarn)

Open Educational Resources

Office of Native Education

Office of Superintedent of Public Instruction

Professional Educator Standards Board

Professional Certification

Public School Employees of Washington

Puget Sound Educational Service District

Parents and Teachers Association

Quiality Education Council

Rural Edcation Achievement Program (@itle VI Rural Education Achievement Program
Request for Proposal

Request for Qualificains

Response to Intervention

Readiness to Learn

Smarter Balanced Assessment Consorti®BAC is the group, NOT the test)
State Board of Education

School Breakfast Prografee also: NSLP
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SCTS
SEA
SEAC
SES
SSFP
SFSP
SLDS
SLE
SLP
SMP
SSB
STARS
ST
TBIP
ToY
TPEP
WAAS
WaKIDS
WASA
WASL
WEA
WEC
WELPA
WINS
WRC
WSAC
WSIPC
WSPTA
WSSDA
WTECB

Standard Choice Transfer System é&plication within EDS)

State Education Agen¢@SPI is thetate education agenay Washington state
Special Education Advisory Committee

Supplemental Educati@hServices

Simplified Summer Food Program

Summer Food Serviégogram

Statewide Longitudinal Data System

Supportive Learning Environment (singuaavironmeni

Student Learning Plan

Special Milk Program

Substitute Senate Bill

Student Transportation Allocation Reporting System

Science, Technology, Engineering and Mathematics

Transitional Bilingual Instruction Program

Teacher of the Year

Teacher andPrincipal EvaluatioRroject(no longer in pilot status)
Washington Alternate Assessment System

Washington Kindergarten Inventory of Developing Skills

Washington Association of School Administrators
WashingtonAssessment of Student Learning (former name of state test)
Washington Education Association

2 AKAYy G2y OSRde®OF 2NEQ /2y FS
Washington English Lanage Proficiency Assessmette also:ELPA21
Washington Integrated Nutrition System

Washington Reading Corps (Corps is not an abbreviation, so no period)
Washington Student Achievement Council

Washimgton School Information Processing Cooperative

Washington State Parent Teacher Association

Washington State School Directors Association

Workforce Training and Education Coordinating Board
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21st Centiry Community Learning Centers
Agency Financial Services

Agency Support (Facilities, Mail, Procurement, Printing)
Agriculture/Science

Application Development

Assessment and Student Information
Assessment Development

Assessment Operations

Beginning Educatddupport Team (BEST)
Career and College Readiness

Career and Technical Education (CTE)
Child Nutrition

Collection of Evidence

Communications and Community Outreach
Coordinated School Health

Data Coaching

Data Governance

Digital Learning

Early Learning

Envronmental Education

Equity and Civil Rights

Federal Fiscal Policy (Grants, Policy Compliance, Audit Management and Resolution)

Foster Care

Governmental Relations

GRADS

Health and Fitness Education

Health Sciences

Health Services and School Nurse Corps

Heathiest Next Generation
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HIV and Sexual Health
Homeless Education

Human Resources

Information Technology Services
Institutional Education

International and World Languages

wW2o0a FT2N 2FakKAy3ad2yQa DNJ Rdzr 4Sa

Kc12 Mathematics

Kc12 Science

Literacy and Professiohkearning

Mental Health and WelBeing

Migrant and Bilingual Education

Navigation 101

Network Operations

Office of Native Education

Office of Student and School Success

Private Schools

Professional Certification

Professional Practices, Ethics and PubbclDsure
Project Management Office

School Apportionment and Financial Services
School Facilities and Organization

School Safety Center

Secondary Education and Student Support
Secondary Education Guidance/Counseling
Select Assessments and Business Entpri
Skilled and Technical Sciences

Social Studies

Special Education

Special Programs and Federal Accountability
Science, Technology, Engineering and Mathematics (STEM)

Student Information

OSPI Editorial Style Guide, March 2016

page 56



Student Support

Student Transportation

Teacher and Principal Evalicat

Teaching and Learning

The Arts

Title I/LAP Consolidated Program Reviews
Title 1l, Part A, and Special Programs
Transforming Professional Learning

Washington Kindergarten Inventory of Developing Skills (WaKIDS)
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Be thoughtful when describing individuals or students with disabilities. The following terms are

acceptable choices:

1 Students who receive special education services

§ Students with Individualized Education Programs (IEP8)NJ & K 2 NI 3 K& {LPdzR&E Yy ( &
1 Students with disabilities (generaktan encompass students who qualify under the Individuals

with Disabilities Act (IDEA) and Section 504)
Students with AutisnfNOTautistic student)
Sudentswith learning disabilities

= =4 4

GKSStOKI ANE
1 00SaaArofS LINJAYI o6bhe¢ GKFYRAOI LILISRE
Typically developing studefNOTdy 2 N | £ & (
SheKl & 'y AyaStftSOokK&oa R
NEGFNRSRE D

f DSYSNIfftesx aKAIK ySSRE Aa |y 2dziRlIIGSR
See also: higheed, high need

= =4 =

The Individuals with Disabilities Education Aista federal law. In exchange for federal
money, schools mustguary 1 SS GKIF G I ff OKAf RNBY 6AGK

F LILINR LINR F GS Lldzof AO SRdzOF GA2y ®é LT aiddzRSy
schools, under the terms of FAPE, school systems must pay the cost of education children

with special needs at facility that will accommodate their learning needSo(rce:
Education Week Guide t@X2 Terminology)

The following disabilities may qualify a student for special services in cases where
disabilities impede educational performance:

Autism

Development d&ay (for students 88 years old)
Deafblindness

Emotional behavioral disability

Hearing impairment (including deafness)
Intellectual disability

Multiple disabilities

Orthopedic impairment

Specific learning disability

Speech or language impairment
Traumaticbrain injury

Visual impairment (including blindness)

Other health impairment

= = = P — [ — ] — | — |

Student who uses a wheelalt NOTa 6 KS St OKF ANJ 62dzy R aidzRSy (¢

LI NJ A

G§dzRSy (€ )2NJ aKSFf dKea
D3 R IRNEBEF BB el of f &

GSNNT
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This section outlinesontract languagéhat may differ from this style guide. Please contact the OSPI
Contracts Office if you havguestions about this sean.

Datasharing agreementDatasharingor Datashares one word.

Dollar amounts Dollar amounts are spelled out, followed by the number is put in parentheses. The
contract/agreement shall not exceed twelve million dollars ($12,000,000).

Figures In agrements and contracts, numbers are always spelled out first and then followed in
parenthesesYou are required to facilitate twentyne (21) meetings.

Fiscal yearThe twelve (12-) month period must be spelled out first with the number in parentheses.
Numerals. Numbers are spelled out first, then in parenthesime (9) days.

Prepositions In contract writing, do not end a sentence with a preposition.

Shall, will.Shallis a mandatory requirementVill is a preferred requirement.

Spacing between sentence®ouble spacing is preferred in agreements and contracts.
Superintendent CapitalizeSuperintendenor { dzLJS N& y (i Sy R B dgie®rdentS a8dichriattS. S

Time, time of day Time zone is required in all contract documents, especially RFPs/RFQs/Informal
Solicitations. The solicitation audience may or may not be from Washington.

Tribe, tribal Show the same respect in the usage of State, state.

Washington StateAll templates and special/general terms ha&&tecapped when it follows the state
name. Danot capitalize state when it precedes the name of the state: The state of Washington.
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Also known agplain languagePlain Talkmessages are clear, concise and visually easy to read. They
contain commorwords, rather than jargon, acronyms or unnecessary legal language.

Plain Talk is Required

1 Plain language isot optionaklt it is required OSPI will use Plain Talk guidelines in all
communication with customers, including website content and email.

1 In Washngton state Executive Order 8B3requires all state agencies to use simple and clear
language when communicating with citizens and businessesDBn@ S Ny 2 Niess 2 FFA OS
guidance.

1 Atthe federal level, U.S. federal departments must comply withRlzeén Writing Act of 2010The
Federal Plain Language Report Gardluates compliance.

Basic Quidelines of Plain Talk

Understand customer needs.

Include only relevant information.

Use words your customers use.

Use the active voice.

Use rsonal pronouns.

Keep sentences and paragraphs short.
Design clear pages.

= =4 8 -8 -8 -4 -9

Tools and Resources

T ¢2 KSf L) &2dz & LHdminwayApp.dorh EditaingSiaNd odlSReddability Checker

i1 State and federal guidanc#ashington State Plain Talk Guida@acel Federal Plain Language
Guidelines

1 For government agencie€enter forPlain Languagend Usability.gov

Plain Talk Tips
Aim foran averageof:
< 3 sentences per paragraph ( < 2 for Web cofRgaders skip long paragraphs

< 14 words per sentencesentence length isrte of the toptwo predictors of readability\When sentences
are fewer than 14 words, comprehension is 90% or higWiary your sentence length to build drama,
create rhythm and make your points powerfully.

< 2 gyllables per wordwords of threeor more syllables add teeading difficulty

< 5 characters per wordvord length is one of the topwo predictors of readability
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5 Steps foMaking Your Text Readable

SourceThe Center for Plain Language

Step 1: Identify and describe the target audience.

The audience definition works when you know who you are and are not designing for, what they want to
do, and what they know and need to learn.

1 Define the target groups that will use the document or \sié
1 List and prioritize top tasks by audience group

1 List what people need or need to know to complete the task

9 List characteristics of the groups that should influence desdn @ge, computer experience)

Step 2: Structure the content to guide the readthrough.
The structure works when readers can quickly and confidently find the information they are looking for.

1 Organize the content so that it flows logically
1 Break content into short sections that reflect natural stopping points
1 Write headings thahelp readers predict what is coming up

Step 3: Write the content in plain language.

The language works when readers understand the words and grasp the intended message quickly and
confidently.

1 Keep it short and to the point.
o Write short but logical senteses
o Present important information first in each section, subsection, and paragraph
o Include the details that help the reader complete the task
ol SF@S 2dzi RSiOFAfa (GKIG R2y Qi KStLI 2NJ YlI& R
0 Use transitions to connedtieas, sentences, paragraphs, or sections
1 Set a helpful tone
0 Use a conversational, rather than legal or bureaucratic tone
1 Pick the right words
0 Usestrong verbs in the active voice
0 Use words the audience knows
0 Make titles or list elements parallel (for exple, start each with a verb)
o For websites: Match the link wording to landing page names

Step 4: Structure the content to guide the reader through.
The design works when users notice and use the signposts to move through the information efficiently.

1 Use teaders and sulbeaders to organize the information
f Use typography (font size, color, bold, étc G4 2 3 dzA RS GKS NBFRSNRa | dd
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1 Use whitespace to organize the information
1 Use imagege.g. charts, tablesp make content easier to understand

Step 5: Work with the target user groups to test the design and content.

The document or site works when target users can find what they need, understand what they find, and
act on it confidently.

1 Test the design at multiple points
o0 Were audience needs, such as topkssprioritized based on user research?
o Did you test that the navigation labels and information organization for predictability?
o Did you test the content for readability and understandability?
o Did you test the final product?
1 Use evidencévased testing stri@gies
o0 Were the participants representative of the target groups?
o Did you test your design and content with enough people?
o How wasunderstandingand ability to actmeasured?
o0 Was there a befor@and-after comparison to demonstrate improvement?
1 Check that thdinal product is useful and usable
o Ask readers to describe who and what the document or site is intended for
Have them show you how they would find the information they want or need
Ask them to describe key concepts or processes in their own words
Observewhether target users can finish key tasks easily and confidently
Note where they stumble or misunderstand and rethink those parts of theosite
document
o 'aS (eéeLkRIAINILKE o0F2yid aAiril Sz O2t2NE o62fRX

(0]
(0]
(0]
(0]
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Simple Words and PhraseBisteadofX TryX

Get more herehttp://www.plainlanquage.gov/howto/wordsuggestions/simplewords.cfm

Visitwww.sciencegeek.net/lingo.htnfbr a list of educationargon to avoidand to have a little fun with

the "jargon generator’).

Instead ofX

TryX

in accordance with by, per, under

Instead oX TryX

additional more, added, other
assist, assistance aid, help

attempt try

commence begin, start
comply with follow

continuing ongoing  efforts

efforts

critically important

critical or important

currently (omit), now
demonstrate show

eliminate cut, drop, end
employ use

ensure makesure
expedite speedup, hasten
finalize complete,finish
frequently often

identify find, name, show
implement carry out, start

in the process of (omit)
isapplicable to appliesto
modify change

no later than by

previously before

prior to before
provided that if

request ask

require must, need
subsequently after, later, then
successfully complete,pass
complete

terminate stop

the month of (omit)

utilize use

validate confirm

we would please

appreciate it iiX
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< useful )

Usability, also calledserexperiencefocuses on having a deej y .
\77(desirable‘}

understanding of users, what they need, what theyue,

their abilities, and also their limitations. It also takes into
account the business goals and objectives ofghmup / valuable )
managing the project. \

TheUser Experience Honeycorhly Peter Maville shows that findable )

that in order for there to be a meaningful and valuable user
experience, information must be:

1 Useful: Your content should be original and fulfill ..

need

Usable: Site must be easy to use

Desirable: Image, identity, brand, and other desgments are used to evoke emotion and
appreciation

1 Findable: Content needs to be navigable and locatable onsite and offsite

1 Accessible: Content needs to be accessible to people with disabilities

1 Credible: Users must trust and believe what you tell them

1
T

Tools and Resources

1 Usability.go\http://www.usability.gov)
1 Nielsen Norman Grouhttp://www.nngroup.com/article$

Hyperlinks: A Common Usability Proble(Bource www.nngroup.com

Users scan Web pages looking for clues as to what the page is about and where to go ndgt. Easy
understand links make the page more scannable because they provide both information about what is on
the page and an idea of wheretogonext¥ (G KS Ke@LISNI Ayl AayQid RS&ONAL
| 2y @SNARStf &> AF (UKS KeLISNIAy|l R2Sa y2i4 YIGOK gKS
on the wrong page or document!

Here are sora things to consider when writing a hyperlink

1 Clearly explain where the link will take useraithout requiring them to read the surrounding
text. 5 2 Yy Q @lickdmredndread more Theyrequire the user to reathe text around the
vague Inks to determme their meaning.

1 Start with a keyword.Frontloading the link name helps users scan the page more easily.
Studies show that people mostly look at the first 2 words of a link.

1 Lengthen the linkThe ideal hyperlink is¢12 words. Mordength gives thényperlink physical
presence on the pageaking it easier to click on. Alsofends to be more descriptive
0SSOIl dza S A (keyvordizavhigh InakéLitMiBre search friendly, too. Use as many
words as you need to accurately describe the page (or docurbeinty referenced.
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Working With DigitalContent

Today, most content that we createould be considered digitatontent We post reports in PDF,
promote events on social media, distribute surveys via online forms, aengwith 6 dzf | SYIF Af X
goes on.

When writing and editing digitalonitent, consider the following

Write for digital.

We are still in the habit of writing for print, em when we know from the gegothat the work will be
AKFNBR YR RAAUNROdzISR22FEAYVSO5WdzRE SaS PR dza $SK § Q
reading. Always consider digital content best practices, because they usually apply to print, too.

Formore guidance on creating digital content, check out the baeking Go of the Wordsy Ginny

Redish(available tdborrow through the Communications Office). To understand how to optimize PDF
R20dzySyida FT2N 2yftAyS NBIRAYy3IS @AaAirild ! R20S | ONRO
L  Q averyogeNJ

If you truly believeeveryoneshould have equal access to your digital cont@emake itaccessibleAbout

20 percent of the population has some kind of disahiliti'sual, hearing, motor or cognitive. If the
O2ySyid Aa y20G | O0SaaAodnépossifly viokitbga fel@alz@NE A YA (A
What does this mean for contérreators? Images need alternative text. Hyperlinks need to be

descriptive. Data tables require headers. To learn more about this, and for a video demonstration, visit
the WebAIM websit§fwww.webaim.org.

Beware of copy/paste.

Copying and pasting content from one place to another can cause havoc. In particular, trouble is brewing
when you copy from a Microsoft Office product (like Outlook, Word or PowerPoint) and pagtecilyd

into a Web application (like SurveyGizmo, GovDelivery, or an HTML Web page). Have you ever seen
apostrophes and em dashes turn into gobbledygook on a Web page? A messy copy/paste is usually the
culprit.

¢2 | @2AR GKAA& LINEO &Y i SIEf(El ®oazidirs BKS ya WGBS | g1
R2y Qi &aS8S GKAa & Iy 2LGA2y>Y LIaasS GKS GSEG Ay
Notepad and paste it into the application. Notepad is available on all Windows computats> St
Accessories > Notepad.

OSPI Editorial Style Guide, March 2016 page 65


http://www.webaim.org/intro
http://www.webaim.org/

%AOAAOEI T Al 3AOOEAA %

There are9 ESDs in Washington

# of school
districts

ESD 101 59
ESD 10¢ 25
ESD 112 30
ESD 11: 44
Olympic ESD 11. 15
Puget Sound ESD 1 35
ESD 12: 23
North Central ESD 17 29
Northwest ESD 18¢ 35

101
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There are295schooldistricts in Washington Each district is assigned to an ESD.

Access thedi athttps://eds.ospi.k12.wa.us/DirectoryEPaspx
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RCW 28A.150.210itp://apps.leg.wa.gov/RCW/default.aspx?cite=28A.150.210

Basic educatiort Goals of school districts.

A basic education is an evirlg program of instruction that is intended to provide students with the
opportunity to become responsible and respectful global citizens, to contribute to their economic well
being and that of their families and communities, to explore and understanerdiif perspectives, and

to enjoy productive and satisfying lives. Additionally, the state of Washington intends to provide for a
public school system that is able to evolve and adapt in order to better focus on strengthening the
educational achievement @l students, which includes high expectations for all students and gives all
students the opportunity to achieve personal and academic success. To these ends, the goals of each
school district, with the involvement of parents and community members, bleaib provide
opportunities for every student to develop the knowledge and skills essential to:

(1) Read with comprehension, write effectively, and communicate successfully in a variety of
ways and settings and with a variety of audiences;

(2) Krow and apply the core concepts and principles of mathematics; social, physical, and life
sciences; civics and history, including different cultures and participation in representative
government; geography; arts; and health and fitness;

(3) Think anattically, logically, and creatively, and to integrate technology literacy and fluency

as well as different experiences and knowledge to form reasoned judgments and solve problems;

and

(4) Understand the importance of work and finance and how perforceaeffort, and
decisions directly affect future career and educational opportunities.

[2011 ¢ 280 § 2; 2009 ¢ 548 § 103; 2007 ¢ 400 § 1; 1993 ¢ 336 § 101; (1992 c 141 § 501 repealed by

1993 ¢ 336 § 1203); 1977 ex.s. ¢ 359 § 2. Formerly RCW 28A.58.752.]
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A standard email signature block presents a professional and consistent image for OSPI. The

information we ask you to include will help the public and other agencies recognize your email as
OSPI correspondence.

View the requiremens and exampds on the intranet:
http://insideospi/sites/ServicesSupport/communications/Pages/default.aspx

Elements that areequiredto appear in yourexternal signature:

STANDARD Full Name

SIGNATURE Job Title

Calibri Program/Department

11 Point — Office of Superintendent of Public Instruction (OSPI)

office: 360725-XXXX
first.last@k12.wa.us
www.k12.wa.us

Black or Dark gray
Bold your name
Lowercase emalil

There are severaptional elementsthat can be added to the above required elements. Please visit
the full guidance to see the options:
http://insideospi/sites/ServicesSupport/communications/Pages/default.aspx

Phone numbers must be agerowned. Do not list personal phone numbers. They are not redacted
in the case of a public records request.

If you require a disclaimer regamd) "legal advice," use the following. If you do not know if your email
requires this language, check with your director or cabinet member.

This information is for informational purposes only. It does not provide legal advice or establish an
attorneycclient relationship. Please contact an attorney for legal advice specific to the facts and
circumstances of your individual situation. All communications with OSPI are subject to public
disclosure under state law (Chapter 42.56 RCW).
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The two main colors are blue and orange from the first column.
Generally, less if more. Two colors, in addition to your main body font color, are usually enough.
#49473b is recommended for the body font color.

Questions about how to use the brand col@Gontaccommteam@k12.wa.us

OSPI brand colors and suggested transparencies

#49473b
R=73
G=71
B=59

#dd4f29
R=221
G=79
B=41

#alab24
R=161
G=171
B=36

#244a5f
R=36
G=74
B=95

#a1836b
R=161
G=131
B=107

Main
orange

#5d5b4e
R=93
G=91
B=78

#b7c333
R=183
G=195
B=51

#3a6983
R=58
G=105
B=131

#ba9c84
R=186
G=156
B=132

#757365
R=117
G=115
B=101

#ee8b64
R=238
G=139
B=100

#688e99
R=104
G=142
B=153
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Astyle sheetis createdn tandem with a document that isding written or edited. Its purpose is to
ensure that languagés consistent throughout the documentonsider creating a style sheet for your
department or progranthat can be given to staff writers and editors, as well as content partners and
contractors.

STYLE SHEET EXAMPLE

See the OSPI Style @e for | A B C

general guidance. Note

special terms and exceptiong &M-/ P-m.

on this sheet.

D E F G
9th grade 9th-grader

H | J K

L M N (@]

the Legislature

P Q R S
State Superintendent Rand
Dorn(1st reference),
Superintendent Dorn (2nd)

T U Vv w
Washington state

X Y Z Use the serial comma.
Put only one space
between sentences.
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Any staff person may recommend a change to the OSPI Style Guide, request clarification on something,
or suggest aew entry.

Email your questions and suggestionstgle@k12.wa.usPlease be as specific as possible. If you believe
something in the style guide needs to change, cite references that support the need for this change.

The Style Guide Committee will revigur request and get back to you as soon as possible.

Alternatively, you can contact the Communications €@ffivith questions and comments

Thank you.

OSPI Editorial Style Guide, March 2016 page 72



7 7 L]

2AO0OEOEIT O ,1C

March 2016

> > > > > > > > >» >

>

>

acronyms and initialisms (addéo AcZ Referencesection

OSPI Brand Colors (new section)

ED the correct abbreviatiorfor Department of Educatigradded toA¢Z Reference and
Acronyms and Initialisms sectipn

Email signature blocladded "legal advice" disclaimjer

Student Succeeds Act (added)

GovDelivery (added)

HemingwayApp.com (added Rlain Talk and Readabilggction)

numbered lists, numbers (these were out of order alphabetically in & Reference
section we fixed this)

percentage point (added definition togX Reference)

guotation marks (added when to use single quotation ksaresus double quotation
marks

Simple Words and Phrases (expanded list of "insteXdpX" locatedunder Plain Talk and
Readability section)

Miscellaneous changes to make tbtgle guidemore readerfriendly €.g., a largerl2pt
font size)

October 2015

> > > > >

also (added)

beside/besides (added to Commonly Confused Words)

DOE (removed from Acronyist ED replaces this)

ED (added to Acronyniist)

email signature block (a note that only agerfasyned phone numbers are allowed in signature
block)

August2015

> > > > > >» > D>

affect (definition added)

Bitly (added)

early learning (added)

E-Certification (added)

Email Signature Block, OSPI Standard (added)

hashtag #waedu (added)

hyperlink(clarified the best way to include/show hyperlinks in a document
in-service(added
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nondiscrimination statemeni{added)

numbered lists (added)

prekindergarten PregK (added)

preschool (added)

professional learning vs. professional developm@aided)

reengagement (added)

School Distriat ESD Lookup (Removed amghlaced with a link téhe online directory
social network, social netwoirkg (added)

TTY phone numbefadded)
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