The Higher Education Academy 
Style guide: writing
“The goal is optimal communication in terms of understanding and response rather than the stimulation of imaginative thought.” vs
“The aim is to get the message over rather than to stir the imagination.”

(Gowers 1977)
“We need more grammar schools, not less.”

(Chair of the National Grammar School Association, quoted in The Observer, 14 August 2005, p. 2)
“‘Double or single?’ is a question not applicable only to beds, tennis or cream.”

(Truss 2003) 

Grammar and house style
This guide aims to provide a coherent and consistent style for all publications produced by the Higher Education Academy and to give guidance on some of the more common grammatical pitfalls. It should be read in conjunction with the Style guide: logos and branding, available at H:\everyone\forms and guidelines.
The list that follows gives grammar guidelines and the Academy’s house style on the topics shown, in alphabetical order. 
If you have any queries or require further guidance, please consult Andrea Rayner, tel 01904 717543, email andrea.rayner@heacademy.ac.uk. 

We will be offering training in writing styles for various purposes.

General principles of style

All information should be clear and easy to read. The Plain English Campaign’s guidelines suggest: 

· use an average sentence length of 15-20 words 

· use active rather than passive verbs 

· use everyday English 

· use ‘we’ and ‘you’ instead of ‘the applicant’, ‘the Academy’ etc 

· be concise. 

Other principles of Academy house style are:

· keep to one thought per sentence
· keep to one theme per paragraph
· use simple sentence structures, particularly when explaining complex subjects
· eliminate redundant words, repetition and jargon

· when writing a press release or news story, put the news (who, what, where, when, how) in the first paragraph and then expand on it, rather than working up to it in a preamble
· except in some formal documents (such as reports or minutes), aim for the type of style used in feature articles in The Times Higher Education Supplement or The Guardian
· read the document aloud. Does it flow well? Have you over-used certain words? Can it be understood first time?

Redundant words and phrases

Cut out redundant words and phrases. For example, all the highlighted words below add nothing and should be cut out:
at a time when
over a longer time period
no other alternative

the general consensus

it was first founded
it actively engages students
Avoid tautology – saying the same thing twice. In the examples below, the underlined words say the same thing; only one is needed.
the reason for this is because
in addition, the report also noted

“Prepositional verbs grow like toadstools. Once Americans got credit for facing a problem. Now problems have to be faced up to. So it is with win out, consult with, check up on, divide up, test out. No-one is allowed to continue. They have to continue on. Honesty doesn't pay. It has to pay off.” (Harold Evans, A Point of View, BBC News, available from: http://news.bbc.co.uk/1/hi/magazine/4252520.stm [Accessed 19 September 2005])
Avoid stating the obvious

Beware of words that state the obvious, or are just ‘padding’. 

Reference may be made to appropriate supporting documents. (Are people going to refer to inappropriate documents?) 

It is essential to consider carefully the legal and constitutional issues. (Again, is anyone going to consider them carelessly?)
Avoid flowery adjectives
Beware of over-describing things: leave the participants/readers to decide whether your event is exciting or your resources powerful, for example. Avoid clichés such as ‘rich diversity’. 
Cut out ‘which’, ‘that’ and ‘who’
Relative clauses beginning with ‘which’, ‘that’ or ‘who’ can often be omitted. 

Professor Paul Ramsden, [who is] Chief Executive of the Higher Education Academy, gave the opening keynote address. 

Avoid ‘there is’ and ‘there are’
‘There is’ and ‘there are’ can lead to long-winded sentences.

There are six Areas of Professional Activity that the accreditors take into account when they are assessing applications. (18 words)

The accreditors take six Areas of Professional Activity into account when assessing applications. (13 words)

Replace ‘of the’ with a possessive

The policy should take account of the needs of students.

The policy should take account of students’ needs.

Accents

Use accents on words of foreign origin to distinguish them from English words, e.g. résumé/resume, pâté/pate.  You can insert accents in Word from the Insert menu: select Special Characters.
Acronyms and abbreviations

Acronyms and abbreviations should always be spelt out in full at the first mention with the acronym in brackets. The acronym can be used thereafter. Do not use full stops in acronyms. Avoid over-using acronyms: they are all too common in higher education and can be off-putting.
When the use of an abbreviation is likely to cause confusion, the full word should be used: for example ‘street’ is preferable to ‘st’.

See HEFCE’s website at http://www.hefce.ac.uk/aboutus/glossary/acronyms.htm#u for a useful glossary of acronyms and abbreviations.
Adviser/advisor

Use the form ‘adviser’ (e.g. Senior Adviser).
Among/amongst

Use among rather than amongst. 
Apostrophes

Apostrophes are often misplaced. Beware the ‘greengrocers’ (or Vice-President’s) apostrophe’ (potatoe’s). Apostrophes have the following uses:

· To denote possession
For example, the Academy’s mission statement means the mission statement belonging to the Academy. If the subject is plural and ends in ‘s’, the apostrophe comes after the ‘s’: The colleges’ mission statement would be a statement for a consortium of colleges rather than one college. If the plural does not end in ‘s’, use an apostrophe followed by an ‘s’ to denote possession:
The Men’s Room, the horse’s mouth, the horses’ manes, Adult Learners’ Week, in two days’ time
But: nine months pregnant
If in doubt, test by substituting ‘one’: one day’s time, one month pregnant.
For possessives for names ending in ‘s’, use only an apostrophe without another ‘s’: Jesus’ disciples, James’ computer.
· To denote omissions and elisions
Apostrophes are also used to show that something has been missed out in contractions such as don’t, can’t, that’s right, he’s OK. Such contractions should normally only be used in informal writing.
Apostrophes also indicate the omission of figures: the 1960s does not need an apostrophe, but the ’60s does.

The ‘s’ of plural abbreviations has no apostrophe; thus ‘there are six HEIs in the consortium’, not ‘there are six HEI’s in the consortium’.
Contractions for which the full form is no longer in current use do not need an apostrophe (bus, cello, flu, phone).
Particular problems arise with its and it’s. It’s is used as a contraction of it is or it has. When the sense is possessive – as with yours, hers, his, theirs – then there is no apostrophe. Similarly, who’s is short for who is or who has, whereas whose means belonging to whom.
Correct:

The Academy needs to improve its writing style.

It’s a pity no-one knows how to punctuate correctly these days.

Incorrect:

Thank God its Friday.

Who’s books are these?
For a very clear explanation of the use of apostrophes (and other punctuation), read Eats, Shoots & Leaves by Lynne Truss – and weep (with laughter).
Both…and

When using ‘both…and …’ to join two parts of a sentence, be careful that these words are in the right position, and that the sentence is balanced. This means that the words after both and and should have the same structure. Nothing that comes between both and and can be regarded as carrying on after the and.

Incorrect:
The director was both unaware of the legislation and its implications.

Correct:
The director was unaware both of the legislation and of its implications.

The director was unaware of both the legislation and its implications.

The director was both unaware of the legislation and oblivious to its implications.

Brackets

Brackets are used (like commas and dashes) to separate clauses within a sentence. However, they can make the sentence long and difficult to follow. If the whole sentence is in brackets, then put the full stop inside the closing bracket. If only part of the sentence is in brackets, leave the full stop outside.

Bulleted lists

When using bullets:

· introduce them with a colon

· keep to lower case throughout

· do not use punctuation at the line end

· use short lines

· finish the last item with a full stop.

A bulleted list requires an introductory sentence; it should not be immediately preceded by a heading.

Capital letters

Use initial capitals for the first word in headings, and for proper nouns; use lower case thereafter. In body text, use initial capitals for the proper names of specific institutions, organisations, committees, degrees and seasons of the year. 
Do not use a capital for the definite article except where the article is part of the title, for example, ‘The Times’. Similarly, use initial capitals for titles when they are associated with someone’s name or a particular institution, but otherwise use lower case. 
The Vice-Chancellor of Poppleton University was unavoidably absent.
But: What’s the difference between a vice-chancellor and a supermarket trolley?
Do not use capitals for ‘higher education’ or ‘further education’. They may be abbreviated to HE and FE after the first mention.
Institutions and organisations
Always use capitals for the Higher Education Academy (do not abbreviate to HEA: refer to it as ‘the Academy’ after the first mention). Use capitals for the following: Subject Network, Subject Centres, Registered Practitioners, Associate Practitioners, the Government, Parliament. Use capital ‘u’ for the name of a particular university (the University of Leeds), but lower case for ‘a university’ or ‘universities’ in general. 
Academic subjects
Use upper case for specific academic subjects (Mathematics, Physics), but lower case for more general descriptions (mathematical subjects, the health sciences).
Collective nouns – singular or plural?
Collective nouns are singular words that refer to many individuals, such as: the committee, the Council, the Government, the public, the majority. Either a single or a plural verb is correct, but Academy house style prefers the singular form:
The Board has decided to award us an extra holiday.

The Government is corrupt.

Sometimes the need to use a pronoun dictates the use of singular or plural: do not write (unless you really mean it):

The committee were smaller when I sat on them.

Be consistent within the sentence. For example, do not write:

The Board meets (singular) each month, to discuss items put to them (plural) by the Academy’s officers.

Take care when using ‘which’ and ‘who’. Which goes with the singular, who with the plural.

The Council, which represents the voice of practitioners, meets once a month. (which + singular)

Council members, who are elected or appointed, meet once a month. (who + plural)

Colons

Use a colon to:

· introduce a list
· link two statements where the second explains, amplifies, fulfils or interprets the first
Theory and practice are different: people claim to be in favour of saving energy, but leave the lights on all day.

· contrast two statements in antithesis
Man proposes: God disposes.
· separate a publication’s title from its subtitle
Entrepreneurship and higher education: an employability perspective
· introduce a section of reported speech, an example, or a quotation
The Minister said: “The Academy has the potential to make a real difference to the experience of learners.”
Do not use a hyphen after a colon (: - ).
Commas

Commas indicate a pause in a sentence, separate clauses, and help to make the meaning clear. The use of commas is idiosyncratic and much contested, but these are some of the more common examples of when to use them.
· Between long complete clauses linked by conjunctions such as and, but, for, nor, or, while, yet
Higher education will continue to operate in both a national and international context, but pressures to develop the local and regional dimension are increasing.

· In pairs, to separate off a self-contained phrase in the middle of the sentence. If you take out the words between the commas, the rest of the sentence should still make sense. Remember to include the second comma; it is the equivalent of a closing dash or bracket.
The second study, led by Professor Lapping of Poppleton University, will complement the first. 
If the information in the clause defines what comes before it, rather than commenting on it, commas are not needed:

The librarians who were awarded National Teaching Fellowships were given a pay rise (i.e. only the Fellowship-holding librarians got the pay rise).
Be careful with the placing of commas around clauses. Compare the following sentences with and without commas:

King Frederick says Voltaire is an ass.

King Frederick, says Voltaire, is an ass.
· To divide items in a list. They are optional before and and or at the end of the list, but may be useful to distinguish the last two items clearly or to add emphasis (this is the so-called ‘Oxford comma’ and its use is hotly disputed):
Oxford Dictionary, Thesaurus, and Wordpower Guide
To strive, to seek, to find, and not to yield. (Tennyson)
· To separate a phrase or clause from the main part of the sentence:
Having visited the institution, the accreditors will produce their report.

However, commas should not be used to separate a subject from its verb, nor the verb from its object. 
Incorrect:
The Memorandum of Understanding between the Academy and LLUK, came into force on 1 March.

What is this thing called, love?

Compare with/compare to

‘To compare to’ means to liken to – to note similarities, and is used to compare dissimilar objects.

Shall I compare thee to a summer’s day?

‘To compare with’ means to examine both points of similarity and dissimilarity, and is used to compare similar objects.

How does the Academy’s accreditation system compare with those of other professional bodies?

Comprise/consist of
‘Comprise’ should not be followed by ‘of’:

The Council comprises both elected and appointed members.

The Council consists of both elected and appointed members. (The meaning is the same in both sentences.)
Dates

Dates should be written as follows: 29 February 2004. Do not use punctuation, and do not insert ‘the’ before the day or ‘st’, ‘th’ or ‘nd’ after it. Always include the year in time-bound documents, e.g. if a response is required by a certain date.
Consecutive years should appear as ‘1997-98’, not ‘1997/98’ or ‘1997/8’. For consecutive academic years, use ‘1997-98 to 1998-99’. Use 2000 in full: ‘in 1999-2000’, but ‘2000-01’ and ‘2001-02’. Do not use apostrophes: ‘1900s’, not ‘1900’s’ (but note that an apostrophe is needed for ‘during the ‘60s’ to show that something is omitted).
Centuries should be written as ‘18th century’ not ‘eighteenth century’ or ‘18th C’. Use a hyphen when the century is used adjectivally, e.g. ‘an 18th-century painting’.
‘Biannual’ means twice a year; ‘biennial’ means every two years.

Use initial capitals for seasons, e.g. Autumn term.
Dashes

Do not over-use dashes, particularly in formal writing. Use them as follows:

· In pairs for a parenthesis:
The Quality Assurance Agency – not the Academy – is responsible for ensuring the quality of teaching.

· To introduce an explanation, amplification, paraphrase or correction of what precedes it:
Talent, hard work, good luck – these are the ingredients of success.
· To denote a pause or a humorous ending to a sentence:

A little still she strove, and much repented,

And whispering “I will ne’er consent” – consented. (Byron)

You can create a dash – or en rule, as it is known in printing – in Word by holding down the Ctrl key while typing the minus key in the top right-hand corner of the numeric keypad, or going to the Insert menu and selecting Special Characters > En Dash. There should be spaces before and after the dash.
Different

Use ‘different from’, not ‘different to’ or ‘different than’.

Disabilities

Language tends to change rapidly in this area and you should seek up-to-date advice – and ask people how they would prefer to be described. In general, avoid depersonalising people by turning them into collective nouns (‘the disabled’). Instead say ‘students/people with disabilities’ or ‘disabled students/people’. Avoid turning people into their descriptors, adjectives into nouns: ‘epileptic’, ‘diabetic’ etc are adjectives, and may cause offence if used as nouns.

Prefer factual words to value-laden ones. People may have a condition, but may not suffer from it; they may use a wheelchair but may not be bound to it. An impairment may be a visual, hearing, mobility, or unseen impairment.

Use the terms ‘people with learning disabilities/difficulties’, ‘people with mental health problems or difficulties’, not ‘mentally handicapped’, ‘retarded’ or other stigmatising phrases that cause offence. People with ‘Specific Learning Difficulties’ (SpLD) have specific deficits in cognitive skills, for instance short-term memory, while those with a ‘learning disability’ are likely to have a general deficit in their cognitive ability.
Disinterested/uninterested

‘Disinterested’ means having no bias or personal or financial interest (the opposite of ‘interested party’); it is not a substitute for ‘uninterested’.
Disk/disc

Use ‘disk’ for a computer disk, ‘disc’ for all other purposes.
Due to/owing to
‘Due’ is an adjective and needs a noun to agree with. It is not the equivalent of ‘owing to’.
Incorrect:
It was impossible to assess the application due to a lack of Gaelic-speaking accreditors.

The train was cancelled due to leaves on the line. (neither the application nor the train agree with ‘due’)

Correct:

Almost everything that distinguishes our age from its predecessors is due to science. (Bertrand Russell) 

Pay Caesar what is due to Caesar.

‘Because of’ can be substituted for ‘owing to’ but not for ‘due to’.
Each + singular

‘Each’ is singular, so all the words related to it in a sentence must be singular as well.

Each man has to do his duty.

This can sound awkward if it is followed by a plural noun, and causes problems if genders are mixed:
Each of the students has to complete his (or her) assignment before the end of June.
Or even worse:

Each of the students has to complete their assignment before the end of June.
In this case it is better to recast in the plural:
All students have to complete their assignments before the end of June.

Either and neither

‘Either’ and ‘neither’ are both singular when used alone.

Either (neither) of these usages is correct.

For ‘either/or’ and ‘neither/nor’, if both elements are singular, the verb is singular. If both elements are plural then the verb is plural.

Neither a change of Government nor the outcome of the enquiry is going to make a dramatic difference in the short term.

If one noun is plural and the other singular, follow the one that is nearer the verb. It usually sounds better to have the plural noun last.

Either the employer or the workers are going to have to back down.

Email addresses

Use all lower case in your email address, e.g. andrea.rayner@heacademy.ac.uk.

Equal opportunities

We make every effort to ensure that our publications are anti-discriminatory in content and language. See sections on Disabilities and Gender.
Exclamation marks

Use exclamation marks very sparingly, particularly in formal documents. They may be used in quoting direct speech or in more informal contexts, such as magazine articles.
Fewer/less

Fewer means smaller in number (fewer coins); less means smaller in quantity, degree or extent (less money).
Figure captions

Use the style ‘Figure 1: Growth in accredited programmes’.
Formatting

If you are writing text that is to be published professionally, do not spend time formatting the document or trying to simulate its finished appearance before submitting it to the designer. Fonts and formatting will almost certainly be changed by the designer.

Use left aligned (ragged right) paragraphs in both body text and headings, not justified or centred. Do not indent main paragraphs, and do not use multiple tabs for indentation. Use single line spacing with a double line space between paragraphs or after headings (as in this document); do not use ‘enter’ to begin a new line except where a new paragraph is required.
Use an Arabic numeral followed by a stop and one tab for numbered paragraphs or sub-headings.

Font size should be no smaller than 10 pt for accessibility.

Always include the date (and a version number if applicable) in the document footer (as in this document).

For detailed information about fonts and layout, refer to the Style guide: logos and branding in H:\everyone\forms and guidelines.
Full stops

Full stops and other punctuation marks should preferably be followed by two spaces (except in justified text). There should be no spaces between text and brackets, even when punctuation falls within the bracket.
Do not use full stops with abbreviations or titles (BBC, Dr).
Gender 

Attempts to avoid sexism can become ridiculous (mistress-piece) or cumbersome (chairperson, Fellowship holder). But consider sensible synonyms for words that include ‘man’ meaning ‘person’ (staffing the desk, Chair, lay person). 

Consider how to overcome the problems with third-person singular pronouns (she, he). Avoid using just ‘he’ or ‘his’. Often sentences can be recast in the plural to avoid ‘he or she’, ‘his/her’:
A student can consult his or her tutor at any time during the course.

Students can consult their tutors at any time during the course.
Do not write:

A student can consult their tutor at any time during the course.

Mrs, Miss or Ms?
If possible find out the person’s preferred title. If in doubt, use Ms (if not Dr or Professor).

Headings

Headings should not be numbered. All headings should be aligned left, in bold, with an initial capital for the first word and any proper names only and lower case for all other words. Keep headings as short as possible and be consistent throughout the document with the hierarchy of headings and sub-headings. 
To ensure a consistent style for documents, please use the templates provided in H:\everyone\templates\letters & faxes for letters and reports. 
Hyphens

A general rule on hyphens is that if two words are used together as an adjective before a noun (a compound adjective), they should be hyphenated.

It will be a short-term solution. (hyphenated)

It will be a solution in the short term. (no hyphen)
Cross-team working is not the same as cross team working. (Use ‘inter-team’ rather than ‘cross-team’.)
This rule can create a ‘hanging hyphen’ if there are two compound adjectives. Try to avoid this as it can be confusing.

Over 100 first- and second-year students are on the course.

Over 100 first-year and second-year students are on the course.

Over 100 students from the first and second years are on the course.

Words that should be hyphenated:
	
	

	A-level

CD-ROM

co-operate

co-ordinate
five-year-old

five-year plan

full-time

inter-related

inter-disciplinary

in-house

in-depth (study)

long-term (adjective, as in long-term placement)
	mid-year

multi-disciplinary

non-completion

north-west (and other compass points)

part-time
Pro-Vice-Chancellor
self-assessment

sub-group
subject-based
two-thirds (and other fractions)

value-added tax

Vice-Chancellor
year-on-year


Words that should not be hyphenated:
	email

postgraduate

	website 
worldwide




Imply/infer
To imply means to suggest; to infer means to deduce. 

We inferred from the expression on her face that she disapproved.

Italics

Italics should only be used for titles of books, newspapers, journals (but not articles in journals), television programmes, and foreign words and phrases. Italics may be used sparingly for emphasis.
Jargon

The Oxford English Dictionary defines jargon as:

(a) words or expressions used by a particular group or profession

(b) barbarous or debased language

(c) gibberish.
In the first sense, jargon may be useful to avoid a much more long-winded explanation. However, think about the following:

· is there an equally good everyday expression?

· would it help non-specialist readers to explain the jargon in a glossary?

· is it jargon in senses b or c above?

Long words

Avoid long, legalistic, Latin, foreign, or slightly pompous words where an everyday one will do. No one actually says ‘at the commencement of the project’, so why write it?  Here are a few typical examples:
	Avoid
	Prefer

	commencement
	start

	initiate
	start

	concerning
	about, on

	deemed to be
	treated as

	deficiency
	lack of

	emoluments
	salary and benefits

	forward
	send

	in excess of
	more than

	necessitate
	have to, need to, must

	notwithstanding
	even if, despite, still, yet

	prior to
	before

	pro forma
	form

	remittance
	payment

	subsequent to
	after


Long phrases

There are no ‘forbidden’ words or expressions, but writing is more readily understood if you avoid long words and phrases when you can use a short word that means the same. 
Here are a few common examples:
	Avoid 
	Prefer

	as a consequence of 
	because

	despite the fact that 
	though, although

	due to the fact that
	because

	during which time 
	while

	for the duration of 
	during, while

	for the purpose of 
	to, for

	for the reason that
	because

	give consideration to 
	consider, think about

	in accordance with 
	because of, under, as

	in connection with 
	for, about

	in order that
	so

	in order to 
	to

	in receipt of
	get, have, receive

	in the absence of 
	without

	in the course of 
	in, while, during

	in the event of/that 
	if

	in the majority of cases 
	most, mostly

	in view of the fact that 
	as, because

	is in accordance with
	agrees with, follows

	with regard/respect to
	regarding, about, for


May/might
The subtle distinction between ‘may’ and ‘might’ is gradually disappearing, but it is useful. ‘May’ implies that the possibility remains open:
Professor Lapping may not have been nominated for a National Teaching Fellowship. (we don’t know whether he has been nominated or not)
whereas ‘might’ implies that the event has already happened and refers to what could theoretically have happened if things had been otherwise:

Professor Lapping might not have been nominated for a National Teaching Fellowship if his Vice-Chancellor had realised he never did any teaching.
‘May’ also means ‘have permission’: 

May I be excused?
Measurements and SI units

Use metric system for preference and the International System of Units, with conversions to imperial units in brackets if necessary. Use the following abbreviations:
	°C
	degree Celsius

	g
	gram

	Gb
	gigabyte

	h 
	hour

	kb 
	kilobyte

	kg 
	kilogram

	km 
	kilometre

	l
	litre

	m 
	metre

	Mb 
	megabyte

	min 
	minute

	mm 
	millimetre

	MW 
	megawatt

	mW 
	milliwatt

	s 
	second

	sq km 
	square kilometre

	t 
	tonne


Insert a space between the number and the unit symbol. Do not use a full stop after the unit symbol (unless it is at the end of a sentence). Do not make unit symbols plural (e.g. do not write 75 mms).

Militate/mitigate
To militate against something is to hinder or be detrimental to it; to mitigate means to make something less severe, to moderate or extenuate.
Falling over drunk militated against his chances of promotion.

His sentence was mitigated in view of the fact that he had just passed his A-levels.
Names of institutions

Institutions’ full names should be used; for example, ‘the University of Birmingham’, not ‘Birmingham University’. Use capital letters for ‘University’ or ‘College’ where they form part of an institution’s name. If an institution is usually known in an abbreviated form, spell out the name in full at the first mention, with the abbreviation in brackets, and use the abbreviation thereafter: Anglia Polytechnic University (APU).
None + singular or plural

No absolute rule applies. The Oxford English Dictionary maintains that ‘none’ can be followed by either a singular verb and singular pronouns, or by plural ones, but that the plural is now more common.

Number – singular or plural

A simple rule for number is: ‘a number of …’ takes the plural; ‘the number of …’ takes the singular.

A number of institutions have (plural) indicated that they intend to offer these courses next year.

The number of institutions offering these courses is (singular) increasing.

Numbers

Use words for numbers from one to ten. The only exceptions are for percentages, monetary values or scientific units (£5, 20%). Use numerals for numbers above ten and measurements. 

Avoid starting sentences with a figure: either re-order the sentence or spell out the number in words. Use commas to divide thousands, for example 341,563.

Where monetary values are given, figures should be used, for example ‘£6,000’ not ‘£6 thousand’ except for round sums of 1 million or over where you should use words (£8 million). Do not use K for thousands. Billion should generally be avoided but, if necessary, be used to mean one thousand million.

Only

Be careful to place the word ‘only’ in the correct location in a sentence.

Incorrect: 
The funds will only be allocated to research projects in Subject Centres.
Correct: 
The funds will be allocated only to research projects in Subject Centres.
Inserting the word ‘only’ into the sentence: ‘I told her that I loved her’ can give it very different meanings, depending on where the word ‘only’ is placed.

Participles

Beware of unattached or wrongly attached participles. Make sure that the participle agrees with the subject of the sentence: do not write:
Dressed in a denim jacket, witnesses reported that he only began running as he neared the bottom of the escalator. (The Guardian, 18 August 2005, p. 4) 

Person

Use the first person voice (I or we) in preference to the third person where appropriate.
Using the first person has several advantages:

· it makes the writing more personal and direct

· it helps to avoid using passive verbs

· it shows that we take responsibility for our actions and decisions, rather than hiding behind an anonymous third party.
Plurals

Many English words are derived from Latin or Greek, and have distinctive plural forms. However, as the language changes, many words are used with a straightforward English plural (made by adding an ‘s’). For consistency we have drawn up a list of preferred plurals for use in Academy documents.

	Singular
	Plural

	Addendum
	Addenda

	Agenda (strictly speaking already plural)
	Agendas

	Appendix
	Appendices

	Consortium
	Consortia

	Corrigendum
	Corrigenda

	Criterion
	Criteria

	Curriculum
	Curricula

	–
	Data (always plural, so use plural verb forms – the data are shown in Annex A)

	Formula
	Formulae

	Forum
	Forums

	Hippopotamus
	Hippopotamuses

	Medium (rarely used in singular)
	Media (should be used with plural verb – the media are being invited to a press conference)

	Premium
	Premiums


Prepositions – ending sentences with

Despite these famously being something up with which Winston Churchill would not put, prepositions at the end of sentences are acceptable.
One of the most persistent myths about prepositions in English is that they properly belong before the word or words they govern and should not be placed at the end of a clause or sentence. (Fowler, 1996)
Qualifications

Below is a list of academic qualifications (in alphabetical order). Note capitalisation and hyphenation.

	A-level (also O-level, S-level)

Baccalaureate
Bachelor of Science degree

Bachelors degree

BA

BSc

BSc (Hons)

DipEd

diploma

doctorate

foundation degree

HNC
	HND

Honours degree

MA

Master of Arts degree

Masters degree

MPhil

MSc

NVQ

ordinary degree

PGCE

PhD




Quotation marks

Use double quotation marks, except for quotations within quotations.
The Head of Corporate Communications commented: “What we need is a ‘guardian of the language’.”
If the quoted speech is a full sentence in itself and ends with a full stop, exclamation mark or question mark, put the punctuation before the closing quotation marks; no extra stop is needed after them. 
The Chief Executive exclaimed: “Everyone has worked so hard that they deserve an extra day’s holiday!”
When quoted speech is attributed at its end, end it with a comma inside the quotation marks:

“These posts will constitute a significant advance in our capacity to address the needs of higher education institutions in Scotland and Wales,” said the Chief Executive.

When only a fragment of speech is being quoted, put the punctuation outside the closing quotes.

She said she “couldn’t get through the day without chocolate”.
Race
Usage changes over time, and individuals have differing and often strong preferences. Consult the Equality Challenge Unit’s website for up-to-date guidance on terminology (http://www.ecu.ac.uk/resources/goodtalking/).

Avoid using ‘ethnic’ as if it relates only to non-white ethnic groups: everyone has an ethnicity. Preferred terms include African-Caribbean, Black British, African and Caribbean (not ‘Afro-Caribbean’). Avoid using ‘black’ and ‘Asian’ as nouns: say ‘an Asian woman’.
References
Use the Harvard system for references. For more detailed guidance refer to the Style guide: referencing in H:/everyone/forms and guidelines.
Book: Author/editor surname, initials. (Year) Title. Edition. Place of publication: Publisher.
Smith, M.G. (1987) Photography: a practical guide. 3rd ed. London: Routledge. 

Article in journal: Author surname, initials. (Year). Title of article. Journal name. Volume number, issue or part number, page numbers.
Brown, D. (1994) The art of teaching. Journal of Learning and Teaching. 24 (2), 7-14.

Website: Author/editor, initials. (Year) Title [online]. (Edition). Place of publication: Publisher (if ascertainable). Available from: URL [Date accessed].

Holland, M (1996) Harvard System [online]. Poole: Bournemouth University Available from: http://www.bournemouth.ac.uk/using_the library/guide_to_citing_internet_souc.html [14 February 2001].

S and z spellings

Use the ‘s’ spelling rather than the ‘z’ spelling in words for which there are alternatives, such as ‘organise’ and ‘subsidise’.

Semicolons

Semicolons are like ‘industrial strength’ commas; they mark a longer pause or more definite break in the sentence than the comma. Use semicolons:
· to link two related clauses or sentences not joined by a conjunction such as and or but (see Commas, above)

For a successful Practitioner application, you are likely to have three years’ experience of teaching; for an Associate Practitioner application you will normally need experience of one full academic cycle.
· to link related sentences introduced by conjunctions such as consequently, hence, however, nevertheless:
She had again missed the train; consequently, she had time for a coffee at the station.
· to divide long items in a list introduced by a colon.

The HE system is now attracting a wider range of students: older students; students who prefer to study near to their homes; students who prefer to attend HE on a part-time basis; and an increasing number of students who come from previously disadvantaged groups.

The English national characteristics are, according to him: good humour, tolerance, ready sympathy, compassion; an affection for nature, animals and children; a dislike of extremes, of over-emphasis and boastfulness; ... shyness; laziness; and optimism. (George Mikes)

The above is a good example of a long sentence that is still perfectly intelligible because it is properly punctuated.

Sentences

Keep to one thought per sentence. Vary the length: too many short sentences can disrupt the flow, but long sentences can be difficult to follow. The readability statistics in Word will give you the average words per sentence for the whole document: aim for an average of 15-25.
A random sampling from two paragraphs in a broadsheet newspaper revealed the following: news story: average 19 words per sentence, with a range between 13 and 34 words; leader article: average 17.5 words per sentence, with a range between 4 and 33 words.

Avoid sentences such as:
The goal of the International Society for the Scholarship of Teaching & Learning is to foster and disseminate inquiry on the factors that can best improve and articulate post-secondary learning and teaching and to encourage the application of the results broadly. (42 words)
Sentences can become unreadable if the object is too far away from the verb. If a verb has two objects, put the shorter one first.

The group discussed the overall experience of higher education for students at the college, and the quality of teaching.

Better:
The group discussed the quality of teaching and the overall experience of higher education for students at the college.

Sentences beginning with ‘But’ or ‘And’
Generations of schoolteachers have warned against beginning sentences with but or and. But there is no reason, grammatical or logical, for this prohibition. Using but to start the sentence is more dramatic and emphatic than however. It also makes more of a contrast between the two statements:
I thought I had made the right decision. However, I was wrong.

I thought I had made the right decision. But I was wrong.

If the sentences are short, it can improve the flow to link them.
The decision has been taken. But it has not been made public.

The decision has been taken, but not made public.

Spelling

Always run a spell check on your document. In Word 6.0 the spellchecker should be set to ‘English: UK’, but beware American spellings in some programs (‘program’ is the correct spelling for computer software). Remember too that the spellchecker can be a false friend. The program is designed to match words to a dictionary, so it will not highlight a mistake if you have typed ‘their’ instead of ‘there’, or put an apostrophe in the wrong place.
Points to note:

· email and website should appear as single words without hyphenation and without an initial capital (except as the first word in a sentence).
· e-Learning should be spelt with a lower case ‘e’ and a hyphen. If the word starts a sentence, the ‘L’ should be capitalised.

· biased and focused, not biassed and focussed. 
· Liaison and liaise have two ‘i’s.
Sometimes there are two acceptable alternative spellings, such as ‘acknowledgment’ and ‘acknowledgement’. In such cases, choose one and use it consistently throughout the document. 
Particular problems arise when two words that sound the same but have different meanings depending on how they are spelt (homonyms). Below are a few common examples.

	complement make complete
	compliment praise

	council elected assembly
	counsel give advice

	councillor member of council
	counsellor person who gives advice

	dependant (noun) person who depends on you
	dependent (adjective) describes something that depends on something else

	discreet prudent
	discrete separate

	elicit draw out
	illicit unlawful

	ensure make sure
	insure guard against risks

	forward opposite of backward
	foreword preface

	licence (noun) e.g. licence to practise
	license (verb) e.g. licensed to kill

	practice (noun)
	practise (verb) 

	principal head of college; main thing
	principle basic truth

	stationary not moving
	stationery what you find in the stationery cupboard

	there place
	their belongs to them

	you’re you are
	your belongs to you

	who’s who is
	whose belongs to whom


Split infinitives

Perhaps the best-known example of a split infinitive occurs in the introduction to Star Trek: “To boldly go where no man has gone before.”
There is a widespread myth that split infinitives are bad grammar ... They are in many contexts justifiably regarded as bad style, and are avoided on that account, but a well-constructed sentence may nevertheless contain one. (OED)

Sometimes a sentence would have to be completely rewritten to avoid the split infinitive. In the following example, any re-ordering of the words will change the meaning:
The Board decided to more than double the research budget.

The OED authors also argue for keeping the Star Trek example because ‘to go boldly’ is weak and loses the rhythm of the original, and ‘boldly to go’ is over-formal. They conclude that “far worse sentences are often created by clumsy avoidance of split infinitives than by leaving them alone”.

Telephone numbers

Phone numbers with a three-figure code followed by an eight-figure number should be written in a block of three followed by two blocks of four: 012 3456 7890.

This applies to London, Cardiff, Coventry, Portsmouth, Southampton and Northern Ireland. 
Use the following styles for all other phone numbers (note position of spaces):
0117 931 7125 (for when there are seven numbers after the prefix)

01708 462869 (for when there are six numbers after the prefix, e.g. for mobile phones)

Time

Use the 24-hour clock, with a colon, e.g. 10:00, 23:30. Do not add ‘am’ or ‘pm’.
Titles

Full stops are not required after abbreviations and contractions in titles (Dr, Mrs).
Note that when addressing Dames and Knights, the correct style is: ‘Dear Dame Janet’ or ‘Dear Sir Alan’ (not ‘Dear Sir Alan Wilson’ or ‘Dear Dame Trotter’). The address should read: ‘Professor Sir David Watson’.
Underlining

Do not underline text. Use italics for titles of publications or emphasis.

UK/Britain/British Isles/Great Britain/
Use UK instead of Britain, British Isles or Great Britain, unless you specifically intend to exclude Northern Ireland, in which case use Britain.

United States

Use US (not USA) when referring to the United States.

Verbs

Active verbs are generally preferable to passive ones. 
Active: The auditors analysed the accounts. (5 words)

Passive: The accounts were analysed by the auditors. (7 words)

Passive verbs can also be imprecise because the people doing the action (e.g. the auditors) are often left out.

Noun phrases with passive verbs are very common in official documents. They make the writing heavy, over-formal and unnecessarily long. Avoid them where possible by using an active verb. 

The production of the Annual Report was carried out by the Corporate Communications team.

The Corporate Communications team produced the Annual Report.

When to use the passive
Use the passive form only if there is a good reason, for example:
· to avoid sounding as if you are giving orders:
Data should be returned on the disk provided.

· to emphasise the object rather than the subject of the sentence:
Capital funding will be cut by 29%.

· in formal minutes of meetings:
It was decided that the Chief Executive should sign off all press releases.

Which/that

‘Which’ describes, ‘that’ defines.

The Subject Centre, which is located in Oxford, covers the “Olympic subjects”.

The Subject Centre that covers the discipline of sports science is Hospitality, Leisure, Sport and Tourism.
If in doubt, you can remove the clause following ‘which’ without affecting the sense of the sentence.
While/whilst

Use while rather than whilst.

Who/whom
‘Who’ refers to the subject of the sentence, ‘whom’ to the object. If in doubt as to which to use, try rephrasing the sentence with he/she/they for ‘who’ and him/her/them for ‘whom’.
Blair was attacked for criticising Howard, whom he despised.

Blair criticised Howard, who he said was wrong.

From whom should we seek advice on grammar and punctuation?
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Example
In the case of monkeys using binoculars, we have showed strong correlation between habitat selection, and behavior. The data was analyzed with the computer, in order to show what ammount, of these were due to unnatural observer interference. Firstly to convincingly demonstrate these relationships I repeated this analysis with a larger sample comprized of telemetered records for many more species, the results are still yet more convincing; but not representative neccesarily of the true situation in the wild.

Annotations of the main problems
In the case1 of monkeys using2 binoculars,30 we have showed3,4 strong correlation between habitat selection,5 and behavior6. The data was7 analyzed8 with the9 computer, in order10 to show11 what ammount12,13 of these14 were due to15 unnatural observer16 interference. Firstly17 to convincingly18 demonstrate these relationships19 I20 repeated this analysis with a larger sample comprized21 of22 telemetered23 records for many more species,24 the results are still yet more25 convincing;26 but not representative neccesarily27 of the true28 situation in the wild.29
1.
Case of monkeys  Monkeys in a box? Generally, use In instead of In case of.
2.
Using. Clever monkeys! Strictly this is a hanging participle, which always requires a subject. Alternative, use by using, to emphasize this is attached to we.

3.
Showed. should be shown. Note show also in next sentence.

4.
after showed, preferable to have that there is or the presence of  or similar. Strong should probably better be significant but only if there is an associated statistical text.

5.
selection, and. comma redundant. In multi-part lists of nouns or simple phrases a comma before the and is not required (this is US – or Oxford – usage).

6.
behavior. This is US spelling. In UK use behaviour (also colour, demeanour, etc., but note coloration)

7.
The data was. Data is a plural noun which invariably takes the plural. Thus The data were... . The singular is datum, but this is rarely used.

8.
analyzed. Spelling. Analysed.

9.
with the. Ambiguous, and could mean alongside. Better to use by. But the use of computers for data analysis hardly warrants a specific mention: what was the software tool?

10.
in order to. Hardly ever necessary. To in place of “in order to” is usually sufficient.

11.
show. Repeated from previous sentence. But here this is probably the wrong word, and discover or explore might be better.

12.
ammount. spelling. amount

13.
what amount rather unpleasant. Better to use how much.

14.
of these. Of what? The data, the computer. Really applies to correlation between habitat selection and behaviour, which is singular.

15.
due to. Use due to either in the sense of debts (due to the bank) or of trains (due to arrive). For causality the correct usage is owing to.

16.
unnatural observer interference. An unnatural observer? Presumably unnatural links to ‘interference’ so structure the wording accordingly

17.
Firstly. This is an adverb, when an adjective is required here. Thus, first. Also, where are second, third, etc?  (Adverbs in this usage is not generally encouraged.)

18.
to convincingly demonstrate. Split infinitive. In this case best reworded, but as a general rule split initiatives need not be avoided if the alternative wording would be unreasonably complex.

19.
Relationships implies degree of relation, as in families. In this context, relations is correct.

20.
I. It was we in the preceding sentence.

21.
comprized. Spelling: comprised. 

22.
comprised of. This is wrong. Either composed of or comprising.

23.
telemetered. It was the monkeys which were telemetered, not the records. Obtained by telemetry.

24.
species, The comma is incorrect. With this phrasing, use semi-colon or full stop (the latter probably preferred).

25.
are still yet more. Tautologous. Also, more than what?

26.
convincing; semi-colon should be used to separate clauses or sentences. The following phrase here does not have a verb, so use a comma. But the word should be ‘significant’ – if that is the case.

27.
neccesarily. Spelling

28.
the true situation. True is redundant, largely through conventional usage in this case.

29.
Whole passage. Fluctuating tense, and inconsistent use of active and passive voice.

30.
strictly only one of a pair of commas, but somewhat overlaid by the other problems with this phrase

A much improved redraft
Initial binocular observations of monkeys reveal a significant correlation between habitat selection and behaviour, but are biased by considerable unnatural disturbance of monkey behaviour resulting from the presence of the observer. Results from analysis of a larger sample incorporating observations of a larger sample of species obtained by a range of methods including telemetry were also significant, but may have been unrepresentative of monkey behaviour in the wild.
(The Royal Society 1977)
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