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Neighbourhood Watch: Style guide
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[bookmark: _Toc90366668]Why do we have a style guide?
Firstly, let’s explain what a style guide is.

A style guide or house style is a set of agreed editorial styles and formatting, including how to express times, dates, numbers, and other content where there is a choice of how it can be written.

If we want our communications to be trusted and authoritative, the way in which we write things needs to be consistent. Whether we write co-ordinator or coordinator may seem trivial, but consistency helps people understand and trust us. Just as a consumer expects consistency in a company’s branding, a reader expects consistency in a person or organisation’s writing. So please regularly refer to this guide when writing – it really does matter. (By the way, it’s Coordinator.)

A style guide is always a work in progress. It’ll be updated when we come across new issues or stylistic inconsistencies, and we can remove words that become obsolete. So use this as a starting point, and if something’s missing, discuss it with the relevant people and update this accordingly.

Neighbourhood Watch uses a friendly, confident, energetic, and authoritative tone – please see our Tone of voice guidelines.



[bookmark: _Toc90366669]Abbreviations, acronyms, and contractions
· Where possible, try not to use abbreviations as they can be clunky
· When we do use abbreviations and contractions, we don’t use full stops: Mr Smith, Dr Jones, mph, BBC, etc.
· The exception to the above is when using e.g., i.e., and etc. we do use full stops
· In internal documents, Neighbourhood Watch can be abbreviated to NW and Neighbourhood Watch Network can be abbreviated to NWN. In external documents, our full name should be used
· When you use an acronym that the reader might not immediately know, write it out in full the first time and follow with the acronym in brackets: Neighbourhood Watch’s Central Support Team (CST), Multi Scheme Administrator (MSA). You can use the acronym from then onwards

[bookmark: _Toc90366670]Capitalisation
· Use sentence case (the first word takes an initial capital, others lower case) for headings and titles
· Use all caps for the headings of press releases: NEW ‘SLING YOUR HOOK’ FRAUD AWARENESS CAMPAIGN LAUNCHED
· Capitalise Neighbourhood Watch, Neighbourhood Watch Network, and the names of Neighbourhood Watch’s departments and teams: Central Support Team
· Use all caps for campaign names: SLING YOUR HOOK
· Proper nouns have initial capital letters (London, Anne, Barclays Bank) unless it’s an organisation or product trademark that uses lower case instead: iPad, eBay, easyJet
· Use capitals at the start of each word for job titles: Head of Partnerships and Projects, Head of Fundraising

[bookmark: _Toc90366671]Emphasis
· Use bold to emphasise words (not italics or underlining). Please use this type of emphasis sparingly to avoid losing effect

[bookmark: _Toc90366672]Inclusive language
Always carefully consider the words you use around disability, age, religion, ethnicity, culture, and gender, etc. Generally, it’s best to use language that reflects peoples’ own choices in how they talk about themselves. This is not a definitive or exhaustive guide, as language and appropriate terminology continuously evolve.

[bookmark: _Toc90366673]Disability and mental health
· disabled people, not the disabled or people with disabilities

For more info visit: gov.uk/government/publications/inclusive-communication/inclusive-language-words-to-use-and-avoid-when-writing-about-disability 

Various sources overwhelming say mental health conditions for specific diagnosed conditions but sometimes say mental health problems in a wider sense, encompassing general mental health difficulties as well as named conditions.

For specific disabilities or mental health queries, look on the appropriate organisations’ websites (i.e. Mind, Samaritans, and Time to Change).

[bookmark: _Toc90366674]Race and ethnicity
Although BAME has recently been the preferred dominant term to which to refer to Black, Asian, and minority ethnic groups, it’s now generally recommended that BAME is avoided (recent research from the Sir Lenny Henry Centre for Media Diversity found that BAME is vague and used as a ‘catch all’ term that exacerbates a fear that people’s identities are being homogenised). Instead, use more specific terms where possible. The following is guidance offered by GOV.uk:

· In research, ‘people from a black Caribbean background’, ‘the black ethnic group’, and ‘black people’ were all acceptable phrases. ‘Blacks’ was not
· Similarly, ‘people from a white British background’, ‘the white ethnic group’, and ‘white people’ are all acceptable
· However, we don’t say ‘mixed people’ or ‘mixed race people’. We usually say ‘people with a mixed ethnic background’ or ‘people from the mixed ethnic group’
· The words black and Asian should not be used as nouns, but as adjectives: black people rather than ‘blacks’, an Asian woman rather than ‘an Asian’, etc.
· The government’s preferred style is not to capitalise ethnic groups, (such as ‘black’ or ‘white’) unless that group’s name includes a geographic place (for example, ’Asian’, ‘Indian’ or ‘black Caribbean’)

For more info visit: ethnicity-facts-figures.service.gov.uk/style-guide/writing-about-ethnicity

[bookmark: _Toc90366675]Sex, gender, and gender identity
Be aware of gendered language and gender labels that reinforce stereotypes. Use gender-neutral terms and gender-neutral pronouns (them, their, they) and expressions. For example:

· firefighter, not fireman
· staffing, not manpower
· everyone, not ladies and gentlemen

Use the term/s and pronoun/s preferred by people themselves when they have made their preferences clear.

For more info visit: stonewall.org.uk/help-advice/faqs-and-glossary/list-lgbtq-terms 

[bookmark: _Toc90366676]Punctuation

[bookmark: _Toc90366677]Ampersands
· Ampersands should be avoided within copy and documents, except for job titles, on social media, and in headings if required due to limited space

[bookmark: _Toc90366678]Commas
· Use Oxford commas (a comma before ‘and’ or ‘or’ in a list of three or more items) to avoid ambiguity and for consistency: We hold meetings every Tuesday, Thursday, and Friday

[bookmark: _Toc90366679]Hyphens (-)
· Hyphenate two words (to make a compound adjective) and qualify the next: mid-summer ceremony
· We also hyphenate some other words as standard to avoid confusion in a sentence: multi-disciplinary
· See word list for the spelling of some words that should not be hyphenated

[bookmark: _Toc90366680]En dashes (–)
· Use a pair of en dashes with space either side for parenthetical statements. En dashes express a more pronounced break in the sentence than commas, and also draw more attention to the enclosed phrase than brackets: While I was shopping – wandering aimlessly up and down the aisles, actually – I ran into our old neighbour
· Use a single en dash to introduce a phrase at the end of a sentence instead of a colon: All age groups are vulnerable to consumer fraud – and it’s not just your finances at risk of being stolen

[bookmark: _Toc90366681]Date and time
· Use the 12-hour clock with am and pm: 2am or 4pm (note no spaces or full stops)
· Dates should be expressed as date, month, and year: 12th November 2021 (no commas)
· Financial years should be 2021/22 (not 2021-22, or 2021/2022, or 2021-2022) 
· When mentioning decades, use the seventies or the 1970s; not the '70s
· Seasons should be lower case: spring, summer, autumn, winter

[bookmark: _Toc90366682]Lists 
· Use bullet points for general lists and numbered lists for items in a particular sequence or hierarchy
· Bullet points take a lower-case letter if following an introductory sentence and an upper-case letter if forming a stand-alone sentence. No punctuation should be used at the end of each bullet point or of the full list (no full stop or semicolon). A bulleted list should be introduced with a colon if it’s introducing an example or adding information

Example:
· first item
· second item
· third item

[bookmark: _Toc90366683]Numbers and units
[bookmark: _Toc90366684]Numbers
· Use words from one to nine and numerals from 10 upwards, unless at the start of a sentence
· For a range of numbers, try to keep a consistent format: children aged 1–12, children aged one to twelve
· Use a comma in numbers with more than three digits: 1,000; 47,500
· Use words for million, billion or trillion: two million people, 11 billion stars
· In tables or headings where space is tight, use m (million), bn (billion) and tn (trillion)
· Consider rounding numbers when appropriate: distributed over £5,000 (not distributed £5,398), except in limited financial contexts/documents

[bookmark: _Toc90366685]Decimals and fractions
· Spell out fractions: three quarters, except in limited financial contexts/documents
· Do not use decimal places unless needed

[bookmark: _Toc90366686]Money
· For currency, use 5p, £1 (not £1.00), £10, £500,000, £1 million

[bookmark: _Toc90366687]Percentages
· Use % to express percentages

[bookmark: _Toc90366688]Units
· There should be no space between a value and unit of measurement: 2mm, 300cm, 4kg, 7ml

[bookmark: _Toc90366689]URLs
· Omit http://www from URLs: ourwatch.org.uk, not http://www.ourwatch.org.uk, or www.ourwatch.org.uk
· Use hyperlinks in online content wherever a webpage is referenced

[bookmark: _Toc90366690]Titles of published materials
· Use italics for titles of written works, such as books, magazines, films, song titles, and newspapers
· Neighbourhood Watch campaign titles should be written in all capital letters
· Neighbourhood Watch webinar titles should be written in bold

[bookmark: _Toc90366691]Quotations
· Use double quotation marks for quotes: John Hayward-Cripps, CEO of Neighbourhood Watch Network said “Recognising what antisocial behaviour is and isn't can be subjective …”
· Use single quotation marks to highlight a word or phrase
· Use italics to display quotes embedded in a document

[bookmark: _Toc90366692]Word list: Spelling and formatting of specific words 
Use British spelling – this means ‘ise’ instead of ‘ize’ (organise rather than organize).

If a particular spelling is not specified here, look it up on lexico.com, which is a trusted, free online dictionary produced by Dictionary.com and Oxford University Press.


A
· antisocial behaviour (no hyphen)
· Associations as grouped by Force Area or London Borough
· Association Lead (capitalised)

C
· coordinate (no hyphen)
· Coordinator (capitalised, no hyphen)
· cybercrime (no hyphen)
· cybersecurity (no hyphen)

E
· email (not e-mail)

M
· multi-disciplinary
· Multi-Scheme Administrator

N
· Neighbourhood Watch
· Neighbourhood Watch Network

O
· online (not on-line)

W
· website (no hyphen)
· wellbeing (no hyphen)

[bookmark: _Toc90366693]Misc
Use one space between sentences.
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