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Vigorous writing is concise. A sentence should contain no unnecessary words, a paragraph no unnecessary sentences, for the same reason that a drawing should have no unnecessary lines and a machine no unnecessary parts.

—William Strunk, Jr., The Elements of Style

Introduction


The purpose of the California Department of Education (CDE) Style Manual is to help CDE staff members plan, organize, and compose documents that will require minimal editing, rewriting, and keyboarding before material is posted online or sent to be printed. This manual highlights many of the practices followed by the staff of CDE Press as documents are prepared for publication. These practices include ensuring that documents (1) are clear and accurate, (2) meet specific standards for language use, and (3) conform to CDE policies affecting published material. A well-prepared document that adheres to these standards will help the CDE save time and money.

Staff members should follow the guidelines in the Style Manual when creating the following documents and materials:
· Annual reports, journals, and other formally published documents

· Books and booklets

· Brochures

· Conference and event materials (e.g., programs, brochures, and signage)

· Fact sheets

· Flyers

· Lobby displays and signage

In the past, the CDE published revisions of the Style Manual every few years, offering a limited number of hard copies to Department employees. The current manual is a “living document” that is updated periodically and available only through the CDE Web site—and the Department no longer prints hard copies. For these reasons it is important for all users of the Style Manual to be mindful of its revision dates, which are listed in the footer of the document. By paying attention to these dates, users will ensure they are referencing the most current version of the manual.


Our primary reference resources are Merriam-Webster’s Collegiate Dictionary and the Chicago Manual of Style (often referred to as Chicago in this manual). CDE Press staff members have access to printed copies of both books, and Merriam-Webster offers a Web site (http://www.merriam-webster.com/) through which users can consult the dictionary, a thesaurus, English–Spanish translations, and other resources. Note that the Style Manual includes some examples taken directly from Chicago, and it lists specific Chicago section numbers when appropriate.


CDE Press welcomes comments and questions about this manual. You may contact CDE Press by calling 916-445-7608 or by sending an e-mail to cdepress@cde.ca.gov.
_________________________________________________________________
Note: Please see the following page for information about when to use the CDE Correspondence Guide.

When to use the CDE Correspondence Guide


Staff members should follow the CDE Correspondence Guide, not the Style Manual, when preparing these documents:

· Letters

· State Board of Education items

· Management bulletins and advisories

· Reports to the Legislature

· Grant award notifications

· E-mail messages, memos, and faxes


The Correspondence Guide is posted on the CDE Intranet site at http://intranet/rt/re/cg.aspx.
1. Guidelines for Writing
Fundamentals of Manuscript Development

CDE publications should reflect the highest possible standards in current American usage and, within budgetary constraints, the best practices in the publishing industry. High standards are expected of schools and students in California, and therefore the CDE should expect nothing less of its employees and contractors.


Writers of CDE documents should pay careful attention to (1) the prewriting stage in the writing process—planning what is going to be written and developing an outline; and (2) the logical presentation of the material—writing clearly and concisely, using correct grammar, and ensuring proper English usage. 
The Importance of an Outline


A clear, logical outline makes the task of writing easier. When a manuscript must be approved by someone other than the writer, it is critical that the writer secure at least tacit approval of the outline before beginning to write. However, both the writer and those approving the outline should understand that deviations from the outline may occur as the writing proceeds. The outline should be viewed as a guide, not a straitjacket.


When developing an outline, the writer should consider the following questions:
1.
What is the purpose of the document? Answering this question will help the writer choose the best format or approach.

2. 
Who is my audience? The answer to this question will help the writer make decisions about tone, diction, rhetoric, syntax, and writing style.

3.
What materials do I need to write the manuscript? The answer to this question will help the writer gather resources to start writing. In addition, if the writer uses copyrighted or borrowed materials (including illustrations), he or she needs to keep careful records of citations, including the author’s name, the source title, the publisher’s name, page numbers, and so forth. Those bibliographic details are often difficult to find after the manuscript is completed. Writers who quote other authors’ work to support their own points should transcribe accurately and give credit to their sources. When substantial excerpts are used, or any line of a song or poem, writers should obtain permission from the publisher of the source quoted. (See the “Sample Request for Permission to Reproduce Material” in section 3.)
Note: If photographs of children are used in the document, authors must obtain written consent from the children’s parents or legal guardians; see the “Sample Photograph Release Form” in section 3. Additionally, photographs must reflect the diversity of children in California. Writers should consult with CDE Press’ graphic designers before providing photographs.
4.
What do I want to say about this subject? Answering this question will help the writer develop clear, cohesive, and substantive thoughts on the subject.

When the outline is finished, it should provide a clear picture of the proposed document’s content, and it should demonstrate how the writer will approach the subject.
Standards to Be Maintained


By giving proper attention to grammar, English usage, and the conventions of writing, authors can determine whether they have met the expected standards for publishing. Common problems in manuscripts include nonagreement of subject and verb, especially when the subject is separated from its verb by several words; unclear pronoun references; overuse of acronyms and abbreviations; the use of colloquialisms; dangling participles​; nonparallel constructions; and the improper use of possessives. Perhaps the most important question the writer should ask is, “Does this manuscript reflect my best work?”


Before submitting a manuscript to CDE Press, the writer or consultant should review the document carefully to make sure it complies with section 3, “Criteria for Manuscripts Submitted to CDE Press.” Additionally, it may be helpful to consult the Chicago Manual of Style, Sixteenth Edition, chapter 2, sections 2.3 through 2.37, for further advice on an author’s responsibilities.

· Note: It is essential for writers to give proper attribution for all ideas, quotations, and source material used or relied upon in a document. For more information on this subject, see the “Citing Sources” section.
2. Style and Usage

Acronyms

Here are a few guidelines concerning the use of acronyms in CDE publications:

· Avoid the excessive use of acronyms; they tend to overwhelm readers.
· When you intend to list an acronym, use the full name or term the first time it appears in a document, and enclose the acronym in parentheses immediately after the full name. Once the acronym has been defined for the reader, it may be used throughout a document. Example: One of the goals of the California Highway

Patrol (CHP) is to reduce traffic-related deaths. The official CHP mission statement is available online.

· In most cases there is no need to list an acronym if it will appear only once in a document.

· For a list of acronyms commonly used by the CDE and within the educational community, visit the Acronyms and Initialisms page of the CDE Web site: http://www.cde.ca.gov/re/di/aa/ap/index.asp.
Alphabetical Reference
The CDE has specific guidelines concerning language use, spelling, and style. This section presents potentially confusing words and terms. Many of the listings include explanatory text to clarify usage, spelling, and so forth. Words that are listed without explanatory text show proper spellings. For words and terms that do not appear in this section, consult Merriam-Webster’s Collegiate Dictionary (http://www.merriam-webster.com). You also may wish to refer to section 5.220 of the Chicago Manual of Style, which provides a “Glossary of Problematic Words and Phrases.”

Note that the spell-check tool in word-processing applications can be helpful, but it is not foolproof; some words will be missed because of their constructions, and spell-check may contradict CDE requirements.

A

a, an. Use “a” before a consonant sound. Examples: a historical event; a one-year term; a united stand. Use “an” before a vowel sound. Examples: an energy crisis; an honorable man; an 1890s celebration. 

abbreviations. In general, if an abbreviation can be misunderstood, do not abbreviate. Always use standard abbreviations. Write out the term in full the first time and include the abbreviation or acronym in parentheses. Example: Southeast (SE).

academic degrees. Do not include academic degrees when listing contributors’ names in conference programs or in the acknowledgments section of a publication.
accept, except. “Accept” means to receive. “Except” means to exclude. 
access. This word is best used as a noun, not as a verb. Example: We have access to many resources. However, in the context of information technology it is common to use “access” as a verb. Example: Users can access the Web site 24 hours a day.
achievement gap. Lowercase; not Achievement Gap.

acknowledgment. Not acknowledgement.
acronyms. See abbreviations above. Additionally, for a list of CDE acronyms and initialisms, visit http://www.cde.ca.gov/re/di/aa/ap/index.asp. Do not assume that a reader will know what an acronym represents, and use acronyms sparingly; too many can frustrate and confuse the reader. If a term is used only once or twice, do not include the acronym unless that is the only way most people would recognize the name—such as BC.

Act. Capitalize for specific legislation (such as the Taft-Hartley Act) and in reference to specific legislation that was already mentioned in full (the Act). 

AD. This abbreviation from the Latin anno Domini (“in the year of the Lord”) should precede a given year, as in AD 104. See also BC. Set “AD” and “BC” in small caps.
addresses. Use the abbreviations Ave., Blvd., and St. with numbered addresses (10 Downing St.). Do not abbreviate Room, Suite, or Way. 

Miscellaneous address items: Fort Bragg and Point Arena, but Mt. Diablo and St. Helena. 

adverbs (-ly). An adverb is a modifier and usually ends in -ly. Do not use a hyphen to combine an adverb that ends in -ly with another modifier. Example: His previously unblemished reputation was ruined. 

adviser. Not advisor.
advocate. The verb means to plead in favor of and should not be followed by for. Example (verb): The group advocates prison reform. Examples (noun): He is an advocate of prison reform. She is an advocate for civil rights. 
affect, effect. As a verb, “affect” means to influence. Example: The intense heat will affect the crop. As a verb, “effect” means to cause. Example: The mediator’s efforts failed to effect a compromise. As a noun, “effect” means a result. Example: What effect will the loss have on the team’s morale?

African American. An American of African descent. 

after. In general, no hyphen is used to form a noun with “after.” Examples: aftereffect, afterthought. 
afterward. Not afterwards. 
agenda. A list. “Agenda” takes singular verbs and pronouns. Example: The agenda was approved by the school board. But see data. 

age-appropriate. 

ages. Always spell out people’s ages. Example: children aged five through fourteen. See also grades. 

aid, aide. “Aid” means assistance. An “aide” is an assistant. 

allude, refer. “Allude” means to speak (or write) of something without specifically mentioning it and is not the same as “elude,” which means to avoid or evade. To “refer” is to mention something directly. 

alumni, alumnus. An “alumnus” (singular) is a graduate or former member of a school or other organization; “alumni” is the plural form.

alternative schools. Not alternatives.
among, between. Use “among” for collective relationships (honor among thieves) and, in general, relationships of three or more items (the work was divided among Sue, James, and Carl). “Between” is typically used for one-to-one relationships (between you and me).

ampersand (&). Replace with “and” unless the ampersand is part of a proper name (such as Barnes & Noble) or abbreviation. When an ampersand is used within abbreviations, no space is left on either side. Example: R&D. 

a.m., p.m. Lowercase with periods. 

anticipate, expect. “Anticipate” means to foresee and deal with in advance; “expect” does not include the notion of preparation. Examples: They expected the visitors to arrive at noon. They anticipated the arrival by cooking an extra amount of food. 

antibusing. 

antidrug. 

anti-intellectual. 
appendix (singular); appendixes (plural)—not appendices. Do not capitalize appendix or appendixes in running text. Example: See appendix C for further information.

apt, liable, likely. “Apt” means having an inherent tendency. “Liable” means open to or exposed to something unpleasant or disadvantageous. “Likely” means probable or expected. Examples: Teenagers are apt to speed on open roads. If they do, they are liable to be arrested. Then they are likely to be sorry. 

arbitrate, mediate. Not interchangeable. One who arbitrates hears a case in controversy and presents a decision. One who mediates interposes between parties in order to reconcile them. 

Asian American. An American of Asian descent. 

Assembly. Capitalize the proper name of a legislative body (such as the California Assembly or the state Assembly). Also capitalize the plurals (such as the California and New York Assemblies). 
Associate in Arts degree. But associate’s degree.
assure, ensure, insure. “Assure” means to set the mind at rest, “ensure” means to guarantee, and “insure” refers to insurance. Examples: The mutual fund manager assured her clients that their assets were safe. To ensure the accuracy of the data, several researchers checked the work. The policy insures his life.

at risk. Use with “of,” not “for.” Example: The child is at risk of developmental delay. 

average, mean, median, norm. The “average” is the result obtained by dividing a sum by the number of quantities added together. Example: The average of 7, 9, and 17 is 33 divided by 3, which equals 11. The “mean” is an intermediate figure between two extremes. Example: The mean temperature of the day, which had a high of 56 degrees and a low of 34 degrees, was 45. The “median” is the middle number of points in a series arranged in order of size. Example: The median grade in the group of 50, 55, 85, 88, and 92 is 85; the average is 74. The “norm” implies a standard of average performance for a given group. Example: The child was above the norm for his age in reading ability.

average daily attendance. The correct abbreviation is a.d.a. (ADA is the abbreviation for the Americans with Disabilities Act.) 

B

baccalaureate. A bachelor’s degree. 

bachelor’s degree. 
bad, badly. “Bad” is generally used as an adjective. Examples: The connection was bad. I felt bad when I realized I hurt her feelings. “Badly” is an adverb. Examples: They wanted badly to win. The miner was hurt badly.
BC. To be used in references to a calendar year before the birth of Christ. “BC” always appears after the year (e.g., 214 BC). See also AD. “BC” and “AD” are set in small caps. 

beanbag.
before, prior to. Before is preferred. 

benefit, benefited, benefiting. 
beside, besides. “Beside” means at the side of. “Besides” means in addition to.

between, among. Generally, use “between” for one-to-one relationships (between you and me). Use “among” for collective relationships (honor among thieves) and, in general, relationships of three or more (the work was divided among Sue, James, and Carl).
bi, semi. “Bi” usually means “two” (biweekly means every two weeks), and “semi” means “half” (semiweekly means twice a week). But because these prefixes are often misunderstood, define them at the first usage.

biannual, biennial. “Biannual” means twice yearly and is synonymous with “semiannual.” “Biennial” means every other year. Again, err on the side of caution and define them.

billion. Use numerals with “million” or “billion.” Examples: California has 21 million inhabitants. The programs have cost $2 billion nationwide.
Do not go beyond two decimals ($7.55 million, not $7.554 million). 

Decimals are preferred to fractions ($1.5 million, not $1½ million).

Do not drop the word “million” or “billion” in the first part of a range. Example: The plan will cost from $1 million to $4 million (not $1 to $4 million). 

Do not use a hyphen to join numerals with million or billion. Example: The board approved a $2.5 million budget (not a $2.5-million budget).
birth date.
birthrate. One word (not birth rate).
black. Sometimes used instead of “African American” (as in the proper noun Black History Month). 

both . . . and. Both parts of this construction must be grammatically parallel. The rule applies for other pairings as well, including not only . . . but also; either . . . or; and neither . . . nor. Incorrect: He was both loyal to his friends and forgave his enemies. This construction is not parallel because “loyal” is an adjective and “forgave” is a verb. Correct: He was both loyal to his friends and forgiving to his enemies. This construction is parallel because “loyal” and “forgiving” are both adjectives.

brackets. Used within parentheses to set off another parenthetical element. Example: (Section 1072[e] refers to the lawsuit). Also used to indicate editorial comments or information in quoted matter. 

braille. Lowercase. 

braillewriter. 

brainstorm. 

brain wave. 

broadcast (verb). Both the present and past tense (not broadcasted). 

bus, buses (nouns). Vehicles. Verbs: bus, bused, busing. (Not to be confused with buss, which means “kiss.”) 

by-product.
C

California Education Code. The title is Education Code (italicized); the abbreviation is EC. 

The California State University. The system’s name includes “the.” Example: The book was published by the California State University. 

can, may. “Can” indicates the ability or power to do something. “May” indicates permission or possibility. Example: He can be trusted to carry out the assignment. You may leave whenever you wish. She may be able to start work in the fall. 

cancelled.

cannot. 

capitalization. See the section titled “Capitalization.” 

capital, capitol. A city that is a seat of government is a “capital.” A “capitol” is a building or site. Capitalize references to the national and state buildings and sites (such as the California Capitol and Capitol Hill). Note: Do not add the word “building” after the name of a capitol. Incorrect: We met at the California Capitol Building.
caregiver, caregiving. 

carryover (noun); carry over (verb). Examples: This debt is a carryover from fiscal year 2008–09. We can carry over that item to the next fiscal year.

cell phone. Two words (not cellphone).
Celsius. But centigrade. 
center around. Incorrect. To “center” means to collect or gather to a point; therefore, it is impossible to center around anything. Correct alternatives include “center on,” “center in,” and “center at.” Example: The prosecutor centered on the defendant’s prior convictions. 

chair. Use instead of “chairman” or “chairwoman” to avoid gender bias.

chalkboard. Do not use as a synonym for “whiteboard.”

chapter. Do not capitalize chapter or chapters in running text. Example: The topic is discussed in chapter 9.

checklist.
check up (verb), checkup (noun). 

child care. The noun is two words and is not hyphenated.

citizen. A “citizen” is a person who has acquired full civil rights of a nation by birth or naturalization. “Subject” is used when the government is headed by a monarch or other sovereign. A “national” is a person residing away from the country of which he or she is a citizen, or it refers to a person protected by a specified country.

citywide. 

Civil Rights, U.S. Office for. Not “of.”

classwork.
clean up (verb); cleanup (noun, adjective). Examples: You need to clean up your desk! The cleanup of that chemical spill will be difficult.
close-up (noun, adjective); close up (verb). 

co-. As a prefix to form a compound noun (as in “coprincipal”), a hyphen is usually unnecessary. But watch for words such as “co-op,” which would be “coop”—as in “chicken coop”—if not hyphenated. 

column numbers. Lowercase and use numerals. Example: column 12. 

combat, combated, combating. 
commit, committed, committing, commitment. 
common sense (noun). Example: Common sense will see us through.

commonsense (adjective). Example: Commonsense rules are in place. 

compare to, compare with. The term “compare with” is much more common than “compare to.” Use “compare with” to consider similarities and differences. “Compare to” puts two things in the same category or shows how they are alike. 
Examples: She compared my stories to Vonnegut’s [said they were like his]. She compared my stories with Vonnegut’s [pointed out like and unlike traits]. 

compatible. 
complement, compliment. As a noun: A “complement” completes or enhances something. 

As a verb: To “complement” is to complete or enhance. Example: The frame complements the painting. To “compliment” is to praise. Example: Frank complimented Nancy on her composure.

comprise. “Comprise” means to contain. Therefore, “comprised of” is wrong. The writer or speaker may mean “consists of” or “composed of.” The whole comprises the parts and not vice versa. Correct: The Bechtel Group is a holding company comprising three main branches. 

consensus. General agreement. Example: The consensus was to amend the bill. Terms such as “general consensus” are redundant; avoid them.
continual, continuous. “Continual” means recurring at frequent intervals. “Continuous” means going on without interruption. Examples: Snow fell continually during our vacation at Lake Tahoe. Filene’s Department Store has been located at Sixth and Polk continuously since its establishment in 1871. 

convict (verb). Use with “of,” not “for.” Example: He was convicted of murder. 

coordinator-in-charge. 

copyright.
cost-effective (adjective); cost-effectiveness (noun). 

county office of education. Formerly “office of the county superintendent of schools.” 

course work. 
credentialed; credentialing. 

crisis (singular); crises (plural). 

criterion (singular); criteria (plural). 

cross section (noun), cross-section (verb), cross-sectional (adjective).

crosswalk.

cupful (singular); cupfuls (plural). 

current, currently. The term is often unnecessary, as in “The government currently owns 740 million acres of land in the United States.” 

curricula. Not curriculums.
cut back (verb); cutback (noun, adjective). 

cut off (verb); cutoff (noun, adjective). 
cyberbullying. Merriam-Webster defines cyberbullying as “the electronic posting of mean-spirited messages about a person (as a student), often done anonymously.”
D
dangling modifiers. Modifiers that do not refer clearly and logically to a specific word or group of words in a sentence. Examples:
Dangling: To become a successful speaker, the audience must always be kept in mind. Correct: To become a successful speaker, one must always keep the audience in mind.

Dangling: When smothered in fudge, I love the taste of coffee ice cream.
Correct: I love the taste of coffee ice cream when it is smothered in fudge.
dashes. Dashes are longer than hyphens (-). The most common types are the em dash (—) and the en dash (–). Em dashes, which are about as long as three hyphens typed one after the other, indicate breaks in thought or sentence structure. Examples: Gloria believed in the theory—a strange one, indeed—that all humans are conceived in outer space. Henry explained his plan—a plan that would, he hoped, earn him fame and fortune.

En dashes, which are about the length of two hyphens, are primarily used to indicate a range and usually connect numbers. On rare occasions, they connect words. Examples: Fiscal year 2008–09. Business hours are 11:00 a.m.–9:00 p.m. Foundations in social–emotional development.
See also hyphens.

data. The word “data” is plural. Examples: The data do not support your theory. The data are indisputable. 

database.
day care, day-care center. 
deaf. Use “deaf” or “hard of hearing.” 
decision maker; decision making.
defuse, diffuse. Defuse means to make less harmful or potent. As a verb, diffuse means to pour out and cause to spread freely or to extend, scatter, or break up.
Department. Capitalize when using as a shortened form of “California Department of Education.” Example: The California Department of Education intends to apply for additional funding. The Department is in the process of evaluating the application requirements.

Department-wide. See listing above.

different from, different than. “Different from” is the correct phrase in most sentences. However, when “different” introduces a clause, “than” is usually correct. Examples: My car is different from his. How different things appear in Washington than in Sacramento. 

dimensions. Use numerals for depth, height, length, and width. Spell out words such as “inches,” “feet,” “yards,” and so on. Example: The car is 17 feet long, 6 feet wide, and 5 feet tall. Hyphenate adjective forms preceding nouns. Example: The 5-foot-6-inch woman. 

directions. Compass points that indicate direction—such as “north,” “northeast,” “south,” and “southern”—are lowercase. Example: He drove north. But compass points that designate regions or are part of a proper name are capitalized. Examples: The South will rise again. North America, Southern California, East Coast, West Africa.

disinterested, uninterested. “Disinterested” means unbiased or impartial. “Uninterested” means bored or indifferent. 

districtwide.
doctorate (e.g., in psychology). “Doctorate” has the implicit meaning of “degree,” so it would be redundant to say “doctoral degree.”

dollars. Normally, use numerals and the $ sign. Example: The book cost $40. Do not begin a sentence with the $ sign and a numeral, however. 

Use a singular verb for specified amounts. Example: According to the e-mail, $500,000 is what they need.

Use the $ sign and up to two decimals for $1 million or more. Example: He is worth $4.35 million. 

Do not add zeros to round numbers in normal text ($25, not $25.00). 

For further guidance, see the “Numbers” section.
download. 
drop-off (noun or adjective); drop off (verb). Examples: The child care center’s drop-off time is 7:00 a.m. The mother went to drop off her child at school.
due to. Adverbially, “because” is preferable to “due to.” Example: Because of the quarterback’s injury, the team struggled. Not “Due to the quarterback’s injury, the team struggled.”
dummy. (No, this does not refer to an unintelligent person!) A publishing term for a model or sample that shows the general form, size, shape, format, or style of a publication. Dummies may include sample illustrations, photos, and text.

E
each. Takes singular verb. Example: Each of the musicians is (not are) highly skilled.

earth, sun, moon. Ordinarily lowercase but often capitalized when used with the names of other bodies in the solar system. Example: The planets Venus and Earth, second and third in order from the Sun, resemble each other closely. 

ecology. The study of the relationship between organisms and their surroundings. Not synonymous with environment.

Correct: Truck and automobile emissions affect our environment.

Incorrect: Truck and automobile emissions affect our ecology.

Education Code. The title is italicized. Example: Education Code Section 234. The abbreviation is EC 234. “Sections” (plural) is lowercase. Example: Education Code sections 4400 through 5900 cover that topic. 

e.g., i.e. These abbreviations are often confused, so avoid them. They come from the Latin exempli gratia (which means “for example”) and id est (which means “that is”). 

ellipsis (. . .). The plural is “ellipses.” Use spaces before and after ellipses. Example: Every man is a . . . part of the main. The conservative party . . . 

Include an additional period to indicate the end of a sentence. Example: The arguments were . . . aimless . . . .

e-mail. 

e-mail address. Provide live links whenever possible. 

ensure, insure, assure. “Ensure” means to guarantee, “assure” means to set the mind at rest, and “insure” refers to insurance. Examples: To ensure the accuracy of the data, several researchers checked the work. The policy insures his life. The mutual fund manager assured her clients that their assets were safe. 

et al. Abbreviated form of the Latin et alii, which means “and others.” Do not italicize, and be sure “al” is followed by a period. Example: Foster et al. researched the issue.
et seq. Abbreviated form of the Latin et sequens, which means “and the following one(s).”
et cetera (etc.). “And so on” or “and so forth” are preferred. 

every day, everyday. “Every day” means each day; “everyday” is an adjective that means ordinary. Example: He goes to work every day in his everyday shoes. 

ex-. No hyphen unless “former” is meant: expropriate, but ex-president. 
ex officio. 
exclamation point (!). Use only in exceptional cases. 

expect. “Expect” does not include the notion of preparation; “anticipate” means to foresee and deal with in advance. Examples: They expected the visitors to arrive at noon. They anticipated the arrival by cooking an extra amount of food.

expel, expelled, expelling. 
explicit, implicit. “Explicit” means that there is no room for ambiguity or difficulty in interpretation. “Implicit” means that something can be inferred without being expressed. Examples: She was explicit about the school’s funding needs. The president’s foreign policy includes the implicit assumption that all people want peace.

extra-. Hyphenate with a capitalized word or for avoidance of a double a. Examples: extra-Britannic, extra-alimentary. 

F

fact. All facts are true; a “false fact” is impossible. Therefore, actual fact, real fact, and true fact are redundant.
fairy tale (noun). fairy-tale (adjective). Examples: The teacher read a fairy tale in class. Janet was captivated by the fairy-tale ending to the novel.
farther, further. “Farther” refers to distance; “further” refers to time or degree. Examples: He walked farther into the woods. She will look further into the mystery.

fax. Lowercase. 

feasible. “Feasible” does not mean “probable” or “plausible.” It means “capable of being done” or “possible.”
federal. Lowercase unless it is part of a proper name. Examples: The attorney’s motion cited federal law. The Federal Bureau of Investigation is a large organization.

fewer, less. In general, use “fewer” for individual or countable items and “less” for quantity or bulk. Examples: No fewer than 500 applicants were interviewed. The fewer mistakes we make, the better. I had less than $50 in my wallet. We need to buy fewer eggs and less milk.

field test (noun), field-test (verb). 

fieldwork (noun).

figures. When referring to figures in text, “figure” should be lowercased and spelled out. In parenthetical references, “figure” is abbreviated as “fig.” Examples: Compare figures 4 and 5. The data (fig. 10) reflect distinct demographic changes.

file name.
Filipinos. People from the Republic of the Philippines. 

firefighter. 

firsthand. 

fiscal, monetary. “Fiscal” applies to a budget; “monetary” applies to currency. 

fiscal year. The state fiscal year runs from July 1 to June 30, and the federal fiscal year runs from October 1 to September 30. Example: the state’s 2010–11 fiscal year covers July 2010 through June 2011.

flagpole. 

flammable. An object that will burn quickly. See also “inflammable.”
flier, flyer. According to Merriam-Webster, a flier is a person who flies or a reckless or speculative venture. A flyer is an advertising circular. 
flowchart. 

foldout. A folded insert (such as a map) in a publication that is larger in some dimension than the regular pages. 

following. “After” is usually the appropriate word in normal text, but “following” frequently introduces lists. 

follow up (verb), follow-up (noun, adjective). 

folktale.
folklore.

forthcoming. Refers to a book that has been accepted for publication but has not yet been published. See also “in press.” 
full-time (adjective or adverb). Examples: She has a full-time job. He works full-time.
fund-raising, fund-raiser. 
further, farther. “Further” refers to time or degree; “farther” refers to distance. Examples: He walked farther into the woods. She will look further into the mystery.
future. Often used unnecessarily, as in this example: He refused to say what his future plans were. The word “future” adds nothing and should be deleted. 

G
game board. 

gift. “Free gift” is redundant. 

gigabyte.
gold rush. 

good-bye. 
goodwill (noun); good-will (adjective). Examples: The song commends goodwill toward men. The ambassador offered a good-will gesture.

Governor. Capitalize only when it immediately precedes a personal name. Examples: At lunch, I saw Governor Schwarzenegger walking in the park. The governor appeared to be smoking a cigar.
grades, grade levels. “Grades” commonly refer to those assigned by teachers to assess the quality of work (such as “B+”). Grade levels should always be spelled out. Example: High schools include grade levels nine through twelve. 

Greater. Capitalize when denoting a city and its immediate environs. Example: Greater Los Angeles. 

H
half (noun). Compound nouns with “half” may be closed, hyphenated, or open. Examples: halftone, half-moon, half sister. Consult the dictionary. 

handheld (adjective), handhold, hand-holding (nouns).
hand in hand. Not hyphenated. 

handrail. 

handwashing.

health care (noun); health-care (adjective).

hearing impaired. Avoid. Use “deaf” or “hard of hearing.” 
her, his. To avoid gender bias, use “his or her” or recast the sentence. Incorrect: A reporter attempts to protect his sources. Correct: A reporter attempts to protect his or her sources. Correct: Reporters attempt to protect their sources. 

Hispanic.
history–social science. An academic subject. “History” and “social science” should be connected with an en dash (–), not a hyphen (-).

home page.
HTML. Abbreviation for Hypertext Markup Language.
hyphens. Hyphens join words to express a single idea or to avoid ambiguity. See also dashes and the “Hyphens and Compounds" section.
I
i.e. This abbreviation of the Latin id est means “that is” but should be avoided. It is often confused with e.g. (which means “for example”). These abbreviations are acceptable in tabular matter. 

impact. As a verb, “impact” means “to press together” or “to strike forcefully.” Use “affect” or “have an impact on” instead. 
implicit. See explicit.
imply, infer. “Imply” means to suggest or hint. “Infer” means to reach a conclusion by reasoning from facts or premises. Examples: Did her manner imply that she was serious? What do you infer from that last statement? 

in, into, in to. “In” normally indicates a fixed position (he was in the house). “Into” indicates movement toward a fixed position (he went into the house). “In to” (two words) is correct when “in” is an adverb (he turned himself in to the police). 

include. Usually suggests that the component items are not being mentioned in their entirety. If all are being mentioned, it is better not to use “include.” Example: The four players drafted were (not included) Brady, Manning, Favre, and Brees. 

inconsistent. Takes the preposition “with.” 
incorporate. Takes the preposition “with” or “into.” 

indexes/indices. Equal variants. “Indexes” is preferred. 

indispensable. Not “indespensible.” 
individual. Acceptable in contrasting one person with an organization or body of people. Example: How can one individual hope to rectify the evils of society? “Individual” should not be used as a synonym for “person.” Incorrect: Do you see that individual standing over there?
infant. Applicable to children through twelve months of age. 

inflammable. It is better to use “flammable” to describe an object that will burn. In describing an object that will not burn, use “incombustible.” 

initials. Use spaces to separate initials that appear with a surname—such as T. S. Eliot.
inoculate. 
in press. Refers to a journal article that has been accepted for publication but has not yet been published. 

in-service. Normally to be used only as an adjective (such as in-service training). 

institutions of higher education. Not institutes of higher education. 

insure, assure, ensure. “Insure” refers to insurance, “assure” means to set the mind at rest, and “ensure” means to guarantee. Examples: The policy insures his life. The mutual fund manager assured her clients that their assets were safe. To ensure the accuracy of the data, several researchers checked the work. 

inter-. Usually closed. Example: interactive. Hyphenate with a capitalized word: inter-American. Otherwise, consult the dictionary and hyphenate words not listed there. 

interactive whiteboard. Note that a SMART board is a trademarked product.

Internet. Capitalize. 

intra-. Usually closed. Example: intramural. Hyphenate with a capitalized word or to avoid two vowels. Example: intra-atomic. Otherwise, consult the dictionary and hyphenate words not listed there.
intranet. Not capitalized.
IQ. Abbreviation for intelligence quotient. 

it’s, its. “It’s” is a contraction for “it is” or “it has.” Example: It’s up to you. “Its” is possessive. Example: The turtle hides in its shell. 

J
job site. 
judgment. Not “judgement.” 

junior, senior. Spell out for a class or its members. Examples: She is a high school senior; he is a junior in college. Use “Jr.” and “Sr.” to designate a son or father only when using a full name. Set off with a comma only if that is the preference of the person named. 

Examples: 

Mark Henigan Sr. 

Martin Luther King, Jr. (The comma is a preference of the King family.)

K
kilo-. A prefix meaning 1,000. Compounds are usually closed. Examples: kilometer, kilogram. 

kilobyte.
kilogram-meter. 

kilowatt-hour. 

kindergarten, kindergartner.

L
last, latest, past. Use “last” when you mean final. Use “latest” when you mean the most recent. Use “past” when you refer to a period of time before the present. 

Latino.
laws. Capitalize legislative acts but not bills: the Taft-Hartley Act, the Rodda bill. 

lay, lie. “Lay” is a transitive verb meaning to put or place something; it always takes an object. Principal parts: lay, laid, laid. “Lie” is an intransitive verb meaning to recline; it does not take an object. Principal parts: lie, lay lain. Correct: I lay the paper by his plate every morning. Correct: I need to lie down. I lay down yesterday after dinner. 

legal cases. The names of legal cases (plaintiff and defendant) are usually italicized. Example: Roe v. Wade.

legal citations. See the Correspondence Guide on the CDE intranet for the style used in legal correspondence. 

less. See fewer, less.
liable. See apt, liable, likely. 
liaison. Not “liason.”
lie. See lay, lie. 

lifelong. 
life-size or life-sized (adjective). Example: a life-size (or life-sized) statue. 

life span. 
lifestyle. 
-like. No hyphen except to avoid a triple “l”: lifelike, shell-like. 

likely. See apt, liable, likely. 
linage, lineage. “Linage” is the number of lines. “Lineage” is ancestry or descent. 

local. Avoid expressions such as local community, local school district, and local school board. The use of local in those expressions is unnecessary. Exception: local educational agency (LEA). 

log off (verb).
logon (noun), log on (verb).
M
magazine names. Capitalize and italicize without quotation marks. Lowercase the word “magazine” unless it is part of the publication’s formal title: Harper’s Magazine, Newsweek magazine. 

majority. More than half. 

makeup (noun), make up (verb). 

man, mankind. Avoid. Instead, use words such as people, humankind, humanity. 
markdown (noun); mark down (verb). 

markup (noun); mark up (verb). 

master’s degree. 
may, might, can. “May” indicates permission or possibility. “Can” indicates the ability or power to do something. Example: You may leave whenever you wish. She might be able to start work in the fall. He can be trusted to carry out the assignment.

mean, median, norm, average. The “average” is the result obtained by dividing a sum by the number of quantities added together. Example: The average of 7, 9, and 17 is 33 divided by 3, which equals 11. 

The “mean” is an intermediate figure between two extremes. Example: The mean temperature of the day, which had a high of 56 degrees and a low of 34 degrees, was 45. 

The “median” is the middle number of points in a series arranged in order of size. Example: The median grade in the group of 50, 55, 85, 88, and 92 is 85; the average is 74.
The “norm” implies a standard of average performance for a given group. Example: The child was above the norm for his age in reading ability.
media. Usually plural: Radio and television are electronic media. Singular when collective: The news media is resisting attempts to limit its freedom. 

median. See mean, median, norm, average. 
mediate, arbitrate. Not interchangeable. One who mediates interposes between parties in order to reconcile them. One who arbitrates hears a case in controversy and presents a decision. 
megabyte. 
mid-. See the “Hyphens and Compounds” section.
mid-range.

middle grades.
millions, billions. Use numerals with million or billion: California has 21 million inhabitants. The programs have cost $2 billion nationwide. 

Decimals are preferred to fractions (not 1/2 million).

Do not go beyond two decimals: $7.55 million. 

Do not mix millions and billions in the same figure: 2.6 billion (not 2 billion 600 million). 

Do not drop the word million or billion in the first figure of a range: The plan will cost from $1 million to $4 million (not $1 to $4 million). 

Do not use a hyphen to join numerals with million or billion: The board approved a $2.5 million budget (not $2.5-million budget). 

mini-. Hyphenate with a capitalized word or in avoidance of a double “i”: a mini-United Nations, a mini-industry. Otherwise, consult the dictionary and hyphenate words not listed there. 

minuscule. Not “miniscule.” 

moon, earth, sun. Ordinarily lowercased but often capitalized when used with the names of other bodies in the solar system. Example: The planets Venus and Earth, second and third in order from the Sun, resemble each other closely. 

multi. Do not hyphenate. 

N
name-calling.

native. Refers to the fact that an individual was born in a given location. 

non-. Do not hyphenate compounds formed with this prefix. 

none. Singular or plural. Examples: None are so blind as those who will not see. None is so blind as he who will not see. 

noon. Do not put a 12 in front of “noon.” 

norm. See average.
notetaker, notetaking. 
number. Singular or plural. Examples: The number of graduates this year is small. A large number of signatures are required. (The takes a singular verb; A takes a plural verb.) 

numbers. See the “Numbers” section.
O

occur, occurred, occurring, occurrence. 
officeholder. 
onboard (adjective).
ongoing. 
online. One word, lowercase. 

on-site. Hyphenate when used as an adjective. Example: on-site training.
oral, verbal. Verbal refers to all words, whether written or spoken. Use oral to refer to spoken words and written to refer to words put on paper.

P
paperwork. 
part time (adverb); part-time (adjective). Examples: He works part time. He is a part-time worker. 

password.

PDF. Portable Document Format.
people. In general, use for larger groups. Persons is used for exact or small numbers. Example: nine persons. If persons sounds affected, use a specific noun such as researchers, teachers, or visitors. 

per pupil spending.

percent. Spell out. But percentages should be written as numerals. Example: 2 percent. 

permissible. Not “permissable.”
phone numbers. Use hyphens. Example: 916-555-1234. 

picture book (noun); picture-book (adjective). 

Pilipino. The Tagalog-based official language of the Republic of the Philippines. Not Filipino, the name of a citizen of the Republic of the Philippines. 

playfield.
playtime. 
Pledge of Allegiance.

p.m., a.m. Lowercase, with periods. 

P.O. Box.

podcast.

policymaker, policymaking (nouns).
postsecondary.
post-test. Always hyphenated. See also pretest.
post-reading. 
prekindergarten, pre-K.

prereading.

preschool.

presently. A somewhat ambiguous and much-debated word that is often used in business and political contexts. Consider at present or now as alternatives.
pre-service.
president-elect. 
pretest. See also post-test. 
principal, principle. “Principal” means “main” or “chief” (such as a school principal) and is used in some financial terminology. A “principle” is a rule or something fundamental. 

prior to. See before. 
privilege. Not “priviledge.”
problem solving (noun); problem-solving (adjective). Examples: Problem solving is important. She exhibits good problem-solving skills. 

pro-social.

pupil. Use when referring to persons enrolled in kindergarten through grade six. See also student. 
R
readers theater.

recordkeeping.
reevaluation.
reteach.

role-play (verb); role player (noun); role playing (noun).
S
school-age. Hyphenated when used as a modifier. Example: school-age care. 

school bus.
schoolchildren.
school day. 
schoolhouse. 
school site.

school teacher. 
schooltime. 
schoolwide.

school year. 
schoolwork. 
self-. When the prefix “self-” is used and the resulting word is listed in the dictionary, the word that follows “self-” is always lowercased, whether in a title or not. Example: self-image.
service-learning.
set up (verb); setup (noun, adjective). Examples: The committee members will set up the room prior to the meeting. The setup of the learning environment is important.
sic. Italicized. Means so, thus, in this manner; may be inserted in brackets [sic] following a word misspelled or wrongfully used in the original. 

sign off (verb); sign-off (noun).
sing-along. 
slash (/). Also virgule or slant. Avoid using this punctuation mark to mean and or or. For example, instead of “school/community program,” use “school and community program.” An en dash is better for linking two separate entities, as in student–teacher conference or teacher–parent meeting. In some cases, the slash may be necessary (e.g., HIV/STD guidelines).
smartphone.
Social Security. 

socioeconomic. 
social–emotional (adjective). Use an en (–) dash, not a hyphen.
spreadsheet. 
staff. Singular or plural. To avoid confusion, use “staff members” with a plural verb. 

standards-based. Hyphenated when used as a modifier. 

state. Lowercase when used alone.

State Superintendent of Public Instruction.
states’ rights. 
statewide. 
sun, moon, earth, etc. Ordinarily lowercased but often capitalized when used with the names of other bodies in the solar system. Example: The planets Venus and Earth, second and third in order from the Sun, resemble each other closely. 

T
table. Do not capitalize table or tables in running text. Example: See table 8.2.
tabletop. 
teamwork. 
teaspoon, teaspoonful, teaspoonfuls. 
teenager. 
textbook.

thank-you (noun). Hyphenate. Example: The flowers were a special thank-you.

that, which. That commonly introduces clauses that cannot be omitted without a change in the meaning of a sentence. Do not set off with commas. Which commonly introduces clauses that can be omitted without a change in the meaning of a sentence. Set off with commas. Restrictive: The book that I left on the bus was soon returned to me by a kind stranger. Nonrestrictive: The book, which I now read only at my leisure, was returned to me by a kind stranger. 

time frame.
time line, timeline. A time line (two words) is a table listing significant events for successive years in a historical period. A timeline (one word) is a schedule of events, deadlines, and so forth.
time-out. Hyphenated. 

timesaving. 
toolbox.

tool kit.

toward. Not “towards.”
trademark products. Avoid. Find acceptable substitutes, such as plastic building blocks for Legos or sticky notes for Post-it notes.

twenty-first century.

type 2 diabetes.
U

unanimous. This term means the agreement and consent of all; hence, do not use completely with unanimous. Incorrect: The judges reached a completely unanimous decision. 

underway (adjective); under way (adverb). Examples: The Air Force uses underway fueling on some of its missions. Plans are under way to eliminate the program.

up close (adverb or adjective). At close range. 

update (verb or noun). 

upon. Avoid this word. Use on instead. 

up-to-date (adjective). Hyphenated. 

URL. An Internet address. “URL” is an initialism for Uniform Resource Locator. 
use, utilize. “Utilize” is usually unnecessary.

user name.
user-friendly. 

V
verbal. Verbal refers to all words, whether written or spoken. Use oral to refer to spoken words, and written to refer to words put on paper. 
versus.
vice president. 

vice principal. 

vice regent. 
videotape.

W
Washington, DC. No periods in the abbreviation for the District of Columbia.
Web address. Provide live links for Web addresses. Underline all Web addresses and verify that each address is hyperlinked to a valid Web page. Example: http://www.cde.ca.gov.

Always include the “http://” as part of the full address.

Never break addresses at hyphens, but it is okay to break an address at the end of a line after a slash or a period. Never add a hyphen to a Web address to mark a line break; adding or deleting a hyphen changes the address. 

Webcast.

Webinar.
Web page. 

Web site. Capitalize Web (because it refers to the proper noun World Wide Web). Titles of Web sites should be capitalized, but do not use italics or quotation marks when listing them. Example: Visit the U.S. Department of Education Web site at http://www.ed.gov/.
well-being. Hyphenated. 

which, that. See that, which.
whiteboard. See also interactive whiteboard.
-wide. In general, hyphenate words of three or more syllables plus “wide.” Also hyphenate proper nouns plus “wide.” Examples: Department-wide, government-wide, citywide, countywide, statewide.

Wi-Fi. 
word of mouth (noun); word-of-mouth (adjective). 

workbook. 
workday. 
workforce. 
work group. 
workload. 
work order. 
workplace. 
work plan. 
worksheet. 
workshop. 
work site. 
World Wide Web. Capitalize. Also referred to as the Web, which is always capitalized. 

X Y Z
yearlong.

year-round (adjective, adverb). Hyphenated. Example: She is enrolled in a year-round school. 

youth. Plural form is youths. Includes young persons aged thirteen through seventeen years. After eighteen, use man or woman.
Capitalization

The following are specific examples of words that should, and should not, be capitalized:

appendix. Do not capitalize appendix or appendixes in running text. Example: See appendix C for further information.

Assembly (California).
assemblyman, assemblywoman, assemblymember. But capitalize when immediately preceding the name of a specific assemblymember. Example: Assemblywoman Sheila Escobedo.

Bachelor of Arts degree, Bachelor of Science degree. But bachelor’s degree.
chapter. Do not capitalize chapter or chapters in running text. Example: The topic is discussed in chapter 9.

Congress (United States). Always capitalized.
county. Capitalize only if preceded by the name of a specific county. Examples: Sacramento County. The county government is influential in that part of California. The plural, counties, is not capitalized. Example: Alameda and Lake counties.
Curriculum Commission.

Doctor of Philosophy. But doctorate.
Education Code Section. But sections.

federal. Example: The program relies on federal funding.

figure. Do not capitalize figure or figures in running text. Example: See figure 4.1.

Governor. Capitalize only when it immediately precedes a personal name. Examples: Governor Arnold Schwarzenegger, Governor Bev Perdue. But the governor spoke at the event.

grade. Do not capitalize grade or the grade level. Examples: Students in grade five have a good understanding of basic grammar. She is in grade seven.

kindergarten.

Legislature (California).
Master of Arts degree, Master of Science degree. But master’s degree.
Northern California.

President. Capitalize only when it immediately precedes a personal name. Examples: President Barack Obama, President Nicolas Sarkozy. Lowercase when following a name or when used in place of a name. Examples: Abraham Lincoln was the sixteenth president of the United States. The president had no comment on the matter.

Senate (California and United States).
Southern California.

table. Do not capitalize table or tables in running text. Example: See table 8.2.
twenty-first century.

United States Supreme Court, the Supreme Court.

workers’ compensation law.

Capitalization in Titles of Chapters, Subheads, and the Like

The General Rule  

Capitalize the first and last words in titles and subtitles, and capitalize all other major words (nouns, pronouns, verbs, adjectives, adverbs, and some conjunctions). See the list on the following page and Chicago 8.157 for additional guidance.
Hyphenated Words in Titles

Always capitalize the first element of a hyphenated compound. Capitalize any subsequent elements unless they are articles, prepositions, or coordinating conjunctions (and, but, for, or, nor). See Chicago 8.159 for further guidance.
Examples:

Heavy-Handed Tactics in State Government

Pseudo-American Hamburgers: Why Meat-Crazy Aussies Love Them 

Give-and-Take in Federal Budgeting Procedures
Examples of Capitalized and Noncapitalized Words in Titles, Chapters, and Subheads:

	About
	in
	the

	Among
	It
	Then

	an
	Is
	This

	and
	Like
	to

	Are (capitalize all forms of the verb “to be”)
	No
	Through

	as
	nor
	When

	Be
	Not
	with

	Between
	on
	Yes

	but
	or
	

	for
	Than
	

	If
	That
	


Citing Sources

The Chicago Manual of Style states, “Ethics, copyright laws, and courtesy to readers require authors to identify the sources of direct quotations or paraphrases and of any facts or opinions not generally known or easily checked.”
 Taking the original ideas and language of someone else and passing them off as one’s own is literary theft, otherwise known as plagiarism. Using quotation marks and citing sources of information are the right ways to give credit to others.

A writer must provide enough information for readers to track down the sources or bases of statements—whether the sources are published or unpublished documents in printed or electronic form. Two different systems of source citation may be used:
· Author-date (citations in running text, with full details provided in a reference list)

· Notes (endnotes or footnotes, with full details provided in a bibliography)

CDE Press recommends the author-date system for most publications, although notes and a bibliography may be used if an author feels that a document will be better served by that system.

Reference lists and bibliographies are placed in the back matter of a publication, which should be ordered in this manner:
· Appendixes

· Endnotes

· Glossary

· Reference List or Bibliography

· Index

Author-Date System

The author-date format cites the author and year of the publication in parentheses in running text, as in this example:

Those revenue implications served as an incentive to districts to provide adult education (Stiles 1984).

The page number also may be included (e.g., Stiles 1984, 86). The accompanying reference list—placed in the back matter of a publication and usually titled “References” 
or “Works Cited”—should give full details for each author-date citation. The following is a reference-list entry for the author-date citation above:

Stiles, R. 1984. A Report on Concurrently Enrolled Pupils in Adult Education Courses, 1983–84 School Year. Sacramento: California Department of Education.

Notes System
If a document has numerous sources cited throughout text, it may be better to use the notes format instead of the author-date format. Notes may be placed at the bottom of each page on which they are cited (footnotes) or at the end of a book or chapter (endnotes).
The details in a note are arranged in a different order and are punctuated differently than the note’s bibliography listing. Authors’ full names may be given, or the initials of their first and middle names may be provided. The examples below (N = numbered note, B = bibliography) illustrate the differences.

N:
3.
Chester Gibbons, Modern Moonshine (Lynchburg, TN: J. Daniel Publishing Group, 2009), 44–51.

B:
Gibbons, Chester. Modern Moonshine. Lynchburg, TN: J. Daniel Publishing Group, 2009.

Example: Author-Date Citation Versus a Note

The listings below (T = text citation in author-date style, R = reference-list entry, N = numbered note, B = bibliography entry) illustrate the differences between an author-date citation and a note. In this example, the writer is citing pages 19–23 of a book. Note that the reference-list and bibliography entries do not include page numbers.

T:
Mounting research indicates that an essential factor in ensuring student learning is a well-trained teacher (Haycock 1998, 19–23).

R:
Haycock, Kati. 1998. Good Teaching Matters: How Well-Qualified Teachers Can Close the Gap. Washington, DC: Education Trust.
____________________________________________________________________________________________________________
N:
9. 
Kati Haycock, Good Teaching Matters: How Well-Qualified Teachers Can Close the Gap (Washington, DC: Education Trust, 1998), 19–23.

B: 
Haycock, Kati. Good Teaching Matters: How Well-Qualified Teachers Can Close the Gap. Washington, DC: Education Trust, 1998.

When to Use “et al.” in Author-Date Text Citations

In the running text of a document, when citing a work composed by four or more authors, provide only the name of the first author, followed by “et al.” (an abbreviation of the Latin phrase for and others). When referring to works written by three or fewer authors, include the last name of each author in the text citation. Below are a few examples.

Text citation referring to a work written by two authors:

Evidence from at least one source (McPherson and Haggerty 2013) suggests that young girls are more likely to watch Peppa Pig than Dora the Explorer.
Text citation referring to a work written by three authors:

One study conducted by the University of Michigan (Ebers, Smith, and Wesson 2009) reported that laboratory rats were unaffected by the trial drug.

Text citation referring to a work written by four authors:

Energy corporations often cite a report on hydraulic fracturing (Brantford et al. 2011) that was criticized by the U.S. Environmental Protection Agency.

Note that “et al.” should not be italicized, and it should never be used in a reference list or a bibliography.

Format for Reference-List Entries

The following guidance and examples pertain to reference-list entries; however, as shown in the preceding example, the only difference between a reference-list entry and a bibliography entry is the placement of the year of publication. Thus, when compiling a bibliography, follow the guidance below—but place the year of publication at the end of the listing (with appropriate surrounding punctuation).

A.
Books

Information to include:
· Full name of author or authors
· Year of publication
· Full title of book (including any subtitle)

· Name of editor, compiler, or translator (if applicable)

· Edition (if not the first)

· Volume (if applicable)

· Series title (if applicable)

· Publication facts: city, state, and publisher

· URL for Internet source (if applicable), including an access date
Basic Format: Author last name, author first name. Year of publication. Book Title. City (and abbreviation for state, province, or country if needed for clarity): Publisher.

Examples

	One author
	Geary, D. C. 1994. Children’s Mathematical Development: Research and Practical Applications. Washington, DC: American Psychological Association.

	Two authors

· List names as they appear on the title page.
	Ginsburg, H. P., and S. Opper. 1988. Piaget’s Theory of Intellectual Development. Englewood Cliffs, NJ: Prentice Hall.

	Three authors

· List names as they appear on the title page.
	Smith, Ralph, Karen Long, and James Knight. 2010. Why We Love Books. New York: Fictional Publishing Company.

	Four or more authors
· Be sure to list all names; do not use “and others” or “et al.” in place of authors’ names.
	Stubbs, Franklin, Jeremy Affeldt, Robert Kelly, and Stanley Morgan. 2010. Bigfoot Walks Among Us. Walla Walla, WA: Artificial Publishers.

	Book, with organization as author (most CDE books)
	California Department of Education. 2003. Foreign Language Framework for California Public Schools. Sacramento: California Department of Education.

	Part of a book, with author and editor
	Greenes, C. 1999. “Ready to Learn.” In Mathematics in the Early Years, edited by J. V. Cooper. Reston, VA: National Council of Teachers of Mathematics.

	Editor, no author
	Goldstein, B., ed. 2004. Bilingual Language Development and Disorders in Spanish-English Speakers. Baltimore, MD: Paul Brookes.

	Book edition
	Patry, William F. 1995. The Fair Use Privilege in Copyright Law. 2nd ed. Washington, DC: Bureau of National Affairs.

	Handbook, one of series
	California Department of Education and WestEd. 1995. A Guide to Cognitive Development and Learning. Infant/Toddler Caregiving Series. Sacramento: California Department of Education.


B.
Periodicals (journals, magazines, and newspapers)

Information to include:
· Full name of author or authors
· Year of publication
· Title and subtitle of article or column

· Title of periodical

· Issue information (volume, issue number, etc.)

· Page references (if applicable)

· URL for online periodicals, including an access date
Basic Format: Author last name, author first name. Year of publication. “Title of Article or Column.” Periodical Title Volume number: page range.

Examples

	One author
	Dorfman, Albert R. 2008. “Poverty in the 21st Century.” North American Journal of Sociology 11 (2): 1–15.

	Two authors
· List names as they appear on the title page of the publication.
	Sawyers, Janet K., and Cosby S. Rogers. 1988. “Helping Babies Play.” Young Children 13:13–21.

	Three authors

· List names as they appear on the title page of the publication.

	Morrison, J. L., J. P. Jones, and B. J. Hanford. 1997. “Why People Are Strange.” Fictional Journal of Psychology 85:450–65.

	Four or more authors
· Be sure to list all names; do not use “and others” or “et al.” in place of authors’ names.
	Brady, T., R. Colvin, W. McGinest, T. Johnson, and T. Fox. 2006. “Parent Involvement in High School Curricula.” Educator Today 94, no. 3: 55–64.

	Quarterly publication
	Wilson, George. 1992. “Again, Theory: On Speaker’s Meaning, Linguistic Meaning, and the Meaning of a Text.” Critical Inquiry 19 (Autumn 1992): 1–21.


C.
Miscellaneous

Examples

	Speech
	O’Connell, Jack. 2009. “State of Education Address.” Address given at the California Department of Education, Sacramento, CA, February 3, 2009. http://www.cde.ca.gov (accessed April 26, 2010).

	Paper
	Mangione, Peter L. 2003. “Beginning Together and the Program for Infant/Toddler Caregivers: A Partnership.” Presentation given at the Beginning Together Institute, San Diego, CA, October 2003.

	Brochure
	California Department of Education. 2004. Reasons for Concern (brochure). Sacramento: California Department of Education.

	Unpublished doctoral dissertation
	Bliss, Jefferson. 2010. “Willy Wonka and Ernest Hemingway: Two of a Kind.” PhD diss., Imaginary University.

	Audiovisual materials
	Burns, Ken. The Civil War (Commemorative Edition). 2011. DVD. Arlington, VA: Public Broadcasting Service.


D.
Online Material

Basic Format: Name of organization. Year of online posting. Title of Web page, or description of material cited (if needed). URL (access date).

Examples

	Web site reference (general)
	National Association for the Education of Young Children (NAEYC). 2010. http://www.naeyc.org/ (accessed December 10, 2009).



	Web site reference (specific page)
	Rand Corporation. 2010. History and Mission of the Rand Corporation. http://www.rand.org/about/history/ (accessed April 27, 2010).



	Government report
	California State Auditor, Bureau of State Audits. 2010. State of California: Financial Report, Year Ended June 30, 2009. http://www.bsa.ca.gov/pdfs/reports/2009-001.pdf (accessed March 31, 2010).



	Government database
	California Department of Education. 2007. DataQuest census reports. http://dq.cde.ca.gov/dataquest/ (accessed November 25, 2009).




Correct Prepositions
abhorrence—of

abhorrent—to

ability—at (doing); with (something)

abound—in or with

absolve—from or (sometimes) of

abstain—from

abstract [verb]—from

abut—against (a wall); on (a line)

accede—to

accommodate—to or with

accompanied—with (things); by (persons)

accord, accordance—with

accountable—to (persons); for (acts)

accrue—to

accuse—of

acquaint—with

acquiesce—in

acquit—of

adapted—to (a use); for (a purpose); or from

addicted—to

adherence—to

adjacent—to

adjusted—to

admit—of (a solution); to

advantage—of or over

adverse—to

averse—to; from (rarely)

affiliate [verb]—with or to

agree—with (persons); to (suggestions); in (thinking); on (a course of action)

alien—from or to

align—with

ally [verb]—to or with

aloof—from

alternate—with

amalgam—of

amalgamate—into or with

amenable—to

amused—at, by, or with

analogous—to

angry—with or at

annoyed
be annoyed—by
feel annoyed—at or with

antecedent—to

anterior—to

antipathy—to, toward, or against

apart—from

apathy—toward

append—to

apportion—to, among, or between

appreciation—for; of

apprehensive—of (danger); for (persons)

approve—of

approximate—to

apropos—of (or no preposition)

arrive—at or in

assent—to

assimilate—to or (infrequently) with

assist—at (be present); in or with (help)

associate—with

assure—of

attempt [noun]—at

attended—with (things); by (persons)

augmented—by or with

based—on or in

basis—of or for

blend—with

boast—of or about

border—on

borne—by or on

break—with or from

calculate—on

capable—of

careful, careless—with (object); of (value); about (small things)

caution—against

center—on, in, or at (not around)

characteristic—of

charge—with

chastened—by or with

chide—for

clear—of

coalesce—with

coincide—with

commiserate—with

commune—with

compatible—with

compete—for or with

complacent—toward

comply—with

concur—with (persons); in (a measure); to (an effect)

conducive—to

confide—in

confident—of

conform, conformity—to or with

congenial—to

consent—to

consequent—to or on

consistent—with

consonant—with

contemptuous—of

contend—with or against (enemies); about (issues)

contrast—to (opposite); with (different)

convict—of

cured—of

debar—from

defect [noun]—in (artifact); of (a person)

defend—from or against

deficient—in

defile [verb]—by or with

demanding—of

deprive—of

derive—from

derogate—from

derogatory—to, from, or (rarely) of

desirous—of

desist—from

despair—of

despoil—of

destined—to or for

destitute—of

destructive—of; to (injurious)

detract—from

deviate—from

devolve—from or on

differentiate—from, between, or among

difficulty—in (plus gerund)

disappointed—in, with, by, or of

disapprove—of

discourage—from

disengaged—from

dispense—with or from

dispossess—of or from

disqualify—from or for

dissatisfied—with

dissent—from

dissimilar—to

dissociate—from

distaste—for

distill—from or out of

distinguish—between, from, or (rarely) into

distrustful—of

divest—of

divide—between or among

divorce—from

drench—with

dwell—in, at, or on

eager—for, after, or in

embark—in or on

embellished—with

emerge—from

emigrate—from

encroach—on

end—with or in

endowed—with

enter—on or into

equal—to

equivalent [adjective]—to or (sometimes) with

equivalent [noun]—of

essential [adjective]—to

essential [noun]—of

estimated—at

exception—to, from, or against

exclude—from

exclusive—of

excused—from or for

exonerate—from or of

expel—from

experienced—in or at

expert—in, at, or with

expressive—of

extract—from

exude—from

faced—with

fascinated—by (person); with (thing)

fascination—for

favorable—for, to, or toward

fear [noun]—of

fond—of

fondness—for

forbid—to (infinitive)

foreign—to

founded—on or in

freedom—from or of

friend—of or to

friendly—to or toward

frightened—at or by

frown—at or on

frugal—of

fruitful—in or of

fugitive—from

full—of

grateful—to (persons); for (benefits)

grieve—at, for, or after

guard—against or from

healed—of (disease); by (agency)

heart (to take)—from or at

hinder—from

hindrance—to

hint—at

honor—with, by, or for

hope—for or of

identical—with or to

identify—with

immigrate—to or into

impatient—at, of, with, or for

impeach—for or of

impenetrable—to or by

impervious—to

implicit—in

impose—on

impress—on, with, into, or upon

impressed—by or with

improve—on

inaccessible—to

incentive—to or for

incidental—to or on

incongruous—with

inconsistent—with

incorporate—with or into

inculcate—on or in

independent—of

indulge—in or with

indulgent—to or of

inferior—to

infested—with

infiltrate—into

infiltration—of

influence [noun]—over, on, or with

infuse—with

inimical—toward

innate—in

inquire—for, about, after, or into

inroad—into

insensible—to, from, or of

inseparable—from

insight—into

inspire—by or with

instill—into

instruct—in

intent—on

intention—to or of

intercede—with or for

interpose—in or between

intervene—in (dispute); between (disputants)

introduce—to or into

intrude—on or into

inundate—with

invest—with or in

involve—in

isolate—from

jealous—of

jeer—at

justified—in

lacking—in

lag—behind

lament—for or over

laugh—at or over

lean—on, upon, or against

liken—to

made—from, out of

marred—by

martyr [noun]—to

martyr [verb]—for

mastery—of (a subject); over (persons)

meddle—in or with

mediate—between or among

militate—against

minister—to

mistrustful—of

mix—with or into

monopoly—of

motive—for

necessary—to or for

necessity—of or for

neglectful—of

negligent—of or in

obedient—to

object [verb]—to or against

observant—of

obtrude—on 

occasion—of or for

occupied—by or with

offensive—to

opportunity—of or for

opposition—to

originate—in or with

overwhelm—by or with

parallel—to or with

part—from or with

partial—to

partiality—to, toward, or for

participate—in

patient—in, with, or of

peculiar—to

permeate—into or through

permeated—by

persevere—in

persuade—to

persuaded—by or of

pertinent—to

pervert—from

piqued—at or by

pleased—at, by, or with

plunged—in (despair); into (water)

possessed—of, by, or with

possibility—of

precedence—of

precedent [adjective]—to

precedent [noun]—for or of

precluded—from

predestined—to or for

preface [noun]—of or to

preference—to, over, before, or above

prejudicial—to

preoccupied [adjective]—by

prerequisite [adjective]—to

prerequisite [noun]—of

present [verb]—to or with

preside—over or at

prevail—on, with, against, or over

productive—of

proficient—in or at

profit—by or from

prohibit—from

pronounce—on (thing); against (person)

propitious—to or for

protest—against

provide—with, for, or against

punish—by, with, or for

punishable—by

purge—of or from

pursuant—to

pursuit—of

qualify—for or as

question [noun]—on, about, concerning, or of

reason—for

rebellious—against, to, or toward

receptive—to or of

reconcile—to or with

regardless—of

repent—of

replete—with

repugnance—to, against, or for

resemblance—to, between, or among

resentment—against, at, or for

respect—in respect takes of or to; with respect takes to. By itself, the noun respect takes for.

restrain—from

revel—in

rich—in

rid—of

(at) risk—of

rob—of

satiate—with

scared—at or by

(in) search—of

sensible—of or to

sensitive—to or of

similar—to

slave—to or of

solicitous—of, for, or about

solution—of or to

sought—after or for

sparing—of

strive—for, with, or against

subject—to or of

suffer—with or from

suitable—to, for, or with

surprised—at or by

suspected—of

sympathetic—with, to, or toward

sympathy—with, between, for, or toward

tax—with or for

temporize—with

tendency—to or toward

theorize—about

thoughtful—of

thrill—to, at, or with

thronged—with

tinker—with

tired—of, from, or with

tolerance—for, of, or toward

tormented—by or with

transmute—to or into

treat—of (a subject); with (an enemy)

true—to (form); with (a line or edge)

trust—to or in

unfavorable—for, to, or toward

unpalatable—to

useful—in, for, or to

vary—from

vest [verb]—in

vie—with

view—with a view, to; in view, of

void (devoid)—of

vulnerable—to

want—of

wanting—in

wary—of

way—of (manner, method)

worthy—of

yearn—over, for, after, or toward

yield—to

zeal—for or in

How to Avoid Sexism in Writing
Authors must choose words carefully to ensure accuracy, clarity, and freedom from bias in their writing. In particular, they need to select nouns, pronouns, and adjectives that avoid stereotypes and eliminate, or minimize, ambiguities in references to gender.
Pronouns present the most frequent problem authors encounter in trying to avoid sexism in writing—that is, avoiding the use of he, his, or him when writing for a general audience. Statements that apply in general to the human race should be inclusive of both females and males.
The most obvious solution to “the pronoun problem” is to use he or she and his or her whenever reference is made to any unspecified or hypothetical person who may be male or female. The trouble with that form is that it becomes awkward when repeated too often in an extended context. One option is to alternate uses of he and she. Example: He may choose to hold his bottle of milk. She may like to use a spoon to feed herself.
There are several ways to deal with the pronoun problem. Take, for example, the following sentence:

The student must stick to his subject when he writes his paper.

Option 1: Use plural forms (they and their)
Students must stick to their subject when they write their papers.
Option 2: Address the reader directly (you)
You must stick to your subject when you write your paper.
Option 3: Eliminate masculine and feminine pronouns
Students must stick to one subject when writing the paper.
Option 4: Repeat the noun involved and use the definite or indefinite article
The student must stick to the subject when the student writes the paper.
Nonsexist writing involves much more than dealing with the pronoun problem. Here are a few additional guidelines:
· Avoid stereotypes about roles and gender. For example, in contemporary society it is common for men and women to share child-rearing duties formerly regarded as “women’s work”—so you would not want to write a sentence such as, “When diapering a baby, a mother should sing a song.”
· Use gender-neutral titles whenever possible. Examples: police officer rather than policeman; postal worker or mail carrier rather than mailman; chairperson or Chair rather than chairman.
· Use parallel terms for women and men. Example: “husband and wife,” not “man and wife.”
· Do not refer to a woman in terms of her role as a wife, mother, sister, or daughter unless the context indicates that the role is important.
The following sources offer many practical suggestions on these and other issues of inclusive language:
The Handbook of Nonsexist Writing: For Writers, Editors and Speakers. Miller, Casey, and Kate Swift. Lincoln, Nebraska: iUniverse, Inc., 2001.
How to Avoid Sexism: A Guide for Writers, Editors and Publishers. Kett, Merriellyn, and Virginia Underwood. Chicago: Lawrence Ragan Communications, 1978.
Purdue University Online Writing Lab (OWL). https://owl.english.purdue.edu/ (accessed August 11, 2016).
Hyphens and Compounds

Hyphens

To hyphenate, or not to hyphenate: that is a question many writers and editors ask themselves. Hyphenation can be a hot-button issue (did you notice that hyphen?) because some people love hyphens, and others despise them.

Does that word need to be hyphenated?

· If you are not sure whether a hyphen is needed, check the Alphabetical Reference section of this manual; many words commonly used in CDE documents appear there. 

· If the word or term is not listed in the Alphabetical Reference section, consult the latest print edition of Merriam-Webster’s Collegiate Dictionary or visit http://www.merriam-webster.com.

Compounds

Compounds are terms consisting of combinations of words, word forms, prefixes, or suffixes. Here are a few examples of compounds:
Nouns: high school, notebook, mother-in-law

Adjectives: ill-advised, reddish orange, threefold, antireflective

Adverbs: overzealously, full tilt

Open compounds are spelled as two or more words. In the examples above, “high school,” “reddish orange,” and “full tilt” are open compounds. Closed compounds are spelled as single words (e.g., “notebook” and “antireflective”). Hyphenated compounds are spelled with one or more hyphens (e.g., “mother-in-law” and “ill-advised”).

Compound adjectives containing adverbs ending in “ly”

Compounds formed by an adverb ending in “ly” plus a participle or adjective—such as “federally mandated program” and “highly complex idea”—are not hyphenated.

Lists and Outline Style

(Using bullets, numbers, letters, and so forth)

General guidance
· Lists may be set vertically (outline style) or run into the text.

· Long lists should be set vertically. Short, simple lists are usually better run in.

· Consistency is essential. All items in a list should be alike in syntax; that is, all should be noun forms, phrases, full sentences, or whatever the context requires.

· Unless numerals or letters serve a purpose—for chronology of items, hierarchy, and so on—they may be omitted.

Vertical lists
· List items should not have closing punctuation unless they are complete sentences.

· A vertical list is best introduced by a complete sentence, followed by a colon—but there are exceptions (see “Vertical lists punctuated as a sentence” on the next page).

· If items in a list are numbered, a period follows the numeral and each item begins with a capital letter.

Example: Bulleted items that are complete sentences (use closing punctuation)

Seminar participants were asked to identify the corporate clichés and buzzwords in these sentences:

· The deal breaker was that Henry missed several mission-critical deadlines.

· Julie is a team player who goes the extra mile to develop client-focused solutions.

· We need to think outside the box to increase efficiencies.

Example: Bulleted items that are not complete sentences (do not use closing punctuation)

The professor recommended that the students critique the following films:

· Chariots of Fire
· Casablanca
· Braveheart
Example: Numbered items that are complete sentences

Each student essay evaluated three statements:

1. 
Global warming is destroying our planet.

2. 
Canadian maple syrup is better than American maple syrup.

3. 
Human beings are capable of great love and horrific evil.

Example: Numbered items that are not complete sentences

Psychiatrists and psychologists often discuss the following subjects:

1. 
Clinical depression

2. 
Psychotic behavior

3. 
The use of Prozac in the Bronze Age

Vertical lists punctuated as a sentence

In a vertical list that completes an introductory phrase, use semicolons to separate the items and a period after the final item. Additionally, each item should begin with a lowercase letter. These lists often work better when they are run into the text; therefore, use them only if the context demands that items be highlighted.

Examples

Qualifying application packages include

1.
a two-page essay on the importance of being earnest;

2. 
a 10-page essay on the virtues of coffee, chocolate, and red wine;

3. 
$500 in pennies.

Gordon Ramsay recently visited New Zealand and found that

· local residents often use lamb, fish, or chicken in main dishes;

· sheep roam the land freely, frequently causing traffic stoppages;

· there are excellent local wineries throughout the country.

Run-in lists

· Lists can include numerals or letters depending on context. Numerals or letters that mark divisions in a run-in list are enclosed in parentheses.
· Items in a list are separated by commas (see examples 1 and 3, below) unless any of the items require internal commas; in that case, items should be separated by semicolons (see example 2).

· If the introductory text is a complete sentence, use a colon before the first list item (see example 3).
Example 1

The lecturer will discuss (1) energy, (2) mass, (3) the speed of light, and (4) the amount of energy released during a hydrogen-bomb explosion.

Example 2

Research showed that (1) Americans like foreign cars; (2) Lexus, BMW, and Mercedes-Benz are top-selling brands; and (3) Smart Cars are actually rolling coffins.

Example 3

Alexandra reached these conclusions: (a) people like pizza, (b) people like to throw things, and (c) people like to throw pizza at other people.
Numbers

In general, spell out only single-digit numbers (nine and under) and use numerals for all others. Examples: Local police officers sprayed nine individuals with liquid chocolate. The company produces 10 different types of candy bars.

Exception: When referring to a series of numbers in the same category, use numerals throughout. Example: Students can earn 8, 10, or 12 extra points (not eight, 10, or 12).
Do not begin a sentence with a numeral; spell out the number. Correct: Nine-hundred people gathered at the event. Incorrect: 900 people gathered at the event.

Spell out grades and ages. Examples: Sophia is in the tenth grade (or grade ten). Robert is twelve years old.

Note: Use a hyphen with an ordinal that describes a student in a specific grade. Example: Ella is a seventh-grader.

Do not use an apostrophe to form the plural of a numeral. Examples: Civil unrest was widespread in the 1960s (not 1960’s). Temperatures were in the 80s and 90s.

In general, use words, not numerals, for ordinal numbers. Correct: The fourth edition of the manual will be released in the twenty-third century. Incorrect: The 4th edition of the manual will be released in the 23rd century.

Fiscal Years

Use an en dash (–) or slash (/). Example: Fiscal year 2008–09 or 2008/09.

Measurements

Use numerals throughout. Example: The floor is 15 feet long and 8 feet wide.

Money

When referring to whole sums of money (such as $5 or $500), do not use a decimal point and accompanying zeros unless the sums appear in the same context with fractional amounts. Examples: Gerald told the salesman that $25,000 was a steep price. Jennifer paid $1.35, Jimmy paid $1.25, and Heather paid $1.00 (not $1).

For very large sums of money, use a dollar sign with the spelled-out number. Examples: We have $4 million. The $2 billion gap is a significant problem for taxpayers.

Page Numbers: Abbreviations for the Words page and pages

p. (page)

pp. (pages)

Percentages

Use numerals unless a sentence begins with a percentage. In running text, use percent, not the symbol %, with the numeral. Examples: Lance Armstrong has a 95 percent chance of living until age eighty. Ten percent of the population participated.

In tables, figures, and the like, use the symbol % instead of percent. When using

the % symbol, note that there is no space between the numeral and the symbol. 
Example: 100%

Telephone Numbers

Do not use parentheses or periods in telephone-number listings. Use hyphens to separate numbers. Examples: 

1-800-555-9999

916-867-5309

Note: This format follows the Chicago Manual of Style and recommendations from the CDE’s Web Services Office. Telephone numbers without parentheses are read more clearly by screen readers, which are software applications that interpret computer-screen content and read it aloud for people with visual impairments.

Time of Day

In general, spell out times of day in running text, but use numerals to emphasize exact times. Examples: The chairperson left sometime after four o’clock. The meeting is set for 9:30 a.m.

Whole Numbers Plus Fractions

Amounts consisting of whole numbers and fractions are typically represented with numerals. Examples: We need 8½- by 11-inch paper. The playground is 79¾ feet long.

People with Disabilities
First and foremost, people with disabilities are not conditions or diseases; they are individual human beings. Only secondarily do they have one or more disabling conditions. Hence they should be referred to as persons with disabilities. For example, a person is not an epileptic; rather, he or she is a person who has epilepsy.

A disability is a condition caused by an accident, trauma, genetics, or disease that may limit a person’s mobility, hearing, vision, speech, or mental function. Some people have one or more disabilities.

A handicap is a physical or attitudinal constraint that affects someone, regardless of whether that person has a disability.


Example: Some people with disabilities use wheelchairs. Stairs, narrow doorways, and curbs are handicaps for people with disabilities who use wheelchairs.
The following are acceptable terms to use:

Able-bodied. Able to walk, see, hear, and so forth.

Deaf or hard of hearing. Deafness is a total loss of hearing. Hard of hearing refers to a person who has a partial loss of hearing within a range from slight to severe. A hard-of-hearing person may communicate through speaking and speech reading and usually has listening and hearing abilities adequate for ordinary telephone communication. Many hard-of-hearing individuals use hearing aids.

Disability. This general term is used for a functional limitation that interferes with a person’s ability—to walk, see, hear, or lift, for example. It may refer to a physical, mental, or sensory condition.

Has a disability. The person has a condition (such as spina bifida, cerebral palsy, multiple sclerosis, muscular dystrophy, arthritis, and the like); was born without legs; and so on.

Person who has a mental or developmental disability.

Person who had a spinal cord injury, polio, a stroke, and so forth.

Continued on next page

Person with a disability. 

A person who uses a wheelchair or crutches; a wheelchair user; someone who walks with crutches.
_____________________________________________________________________________________________________________________________________________________________________________________________________________________
Adapted from the Disability Etiquette Handbook, City of San Antonio, Texas, ADA Department and Disability Advisory Committee. http://www.sanantonio.gov/DAO (accessed August 11, 2016).

3. Criteria for Manuscripts Submitted to CDE Press
Manuscript Checklist

Before submitting a manuscript to CDE Press for publication, a CDE consultant should review the document carefully to ensure it meets the following requirements. Manuscripts that do not meet these criteria will require heavier editing, which will result in higher costs for the program office. Additionally, CDE Press may return a manuscript to the program office if the document does not meet these standards.

CDE Press Intake Process


Consultant and appropriate program staff members have met with the CDE Press manager to discuss     administrative and publication details.

Management Approval


Consultant has obtained written approval of the manuscript from CDE management (unit manager, division director, and, if necessary, the branch deputy and executive office).

Adherence to CDE Writing Style


Authors of the document have followed the guidelines in the CDE Style Manual and, where appropriate, the Chicago Manual of Style.

Formatting


Manuscript was created in Microsoft Word and typed in 12-point font (Arial or Times New Roman). Double spacing is preferred.


Approximate placement of photographs, artwork, tables, figures, and so forth is indicated in the text.


There is only one space after each period, colon, and semicolon in the text.


The spacebar was not used to indent paragraphs.

Completeness


Authors of the document are identified fully and accurately; their names, titles, and affiliations with schools, school districts, colleges or universities, or CDE units are given. Exact locations of city and state are specified when appropriate.


The document contains each of the following elements (as appropriate), arranged in this order:

· Title page

· Publishing information

· Contents page

· Message from the State Superintendent of Public Instruction

· Acknowledgments

· Introduction

· Body of the publication

· Appendixes

· Notes

· Glossary

· Reference list or bibliography

· Index

Organization


The document is organized in definite divisions (chapters, sections, parts, units).


Each chapter has a title and number.


There is a clear hierarchy of heads and subheads to indicate divisions in the text. 


Each section or subsection contains a brief introduction that serves as a transition between one section and the next.


Pages have been carefully numbered throughout the document.

Title page. The title of the publication is appropriate for the content and is as short as possible.
Publishing information. Complete and conforms to CDE style. Authors should refer to previously published CDE documents for examples. 
Contents page. Reflects a logical and complete outline of the subject. Broken down conveniently for the reader and is not too long.
Message from the State Superintendent of Public Instruction. Has been approved by the executive office. Note: The approval process for these messages often involves delays, so it is advisable for the consultant to draft the message and submit it to management as early in the writing process as possible.
Acknowledgments. Included if appropriate.
Introduction. The document’s audience, purpose, and organizational structure are explained clearly and concisely. Background information necessary to orient the reader is included.

Body. Text is presented from a third-person point of view (“The Department,” “They”), not first-person (“I” or “We”) or second-person (“You”). Material is organized clearly and logically. Tone, diction, and type of information included are appropriate for the target audience. All factual information regarding people, places, events, dates, numbers, formulas, and so forth has been verified. All telephone numbers, e-mail addresses, and Web-site addresses have also been verified.
Appendixes. Should enhance the total work and be helpful to the reader, but should not be essential to the body. Appendixes are referenced in the text in the order in which they appear in the appendix section. If a document will have two or more appendixes, assign a letter and a title to each (e.g., appendix A, appendix B, and so on).

Notes. Sequential numbering begins anew with each chapter. For example, if chapter 1 contains 15 notes, any notes appearing in chapter 2 would start with the number 1, not 16. Place the notes at the end of each chapter or at the end of the document (beneath subheads indicating each chapter number). Full details for each note are provided in a reference list or bibliography according to the citation format chosen by the author; see the “Citing Sources” section in the CDE Style Manual for further guidance.
Glossary. Should be useful, clear, complete, and correct. Terms are arranged in alphabetically ascending order and are not capitalized unless they are proper nouns, acronyms, and so forth.

Reference list or bibliography. All sources cited in the document are listed. Each source listing contains complete and accurate information. See the “Citing Sources” section in the CDE Style Manual for further information.

Index. Rarely used in CDE publications. If included, author has followed guidance in chapter 16 of the Chicago Manual of Style.

Figures, Tables, and Related Elements


Arranged logically and conveniently.


Numbered sequentially throughout the document, using Arabic numerals.


Each is referred to in the text and will appear after it is first mentioned.


Each has a title, which should be as brief as possible.


Clear, complete source information is listed with each.

Photographs and Artwork


Consultants should collaborate with CDE Press’ graphic designers on the selection of photographs and artwork.


Full details of sources and credits for photos and artwork must be provided.


If photographs of children are used, the author or consultant must obtain written consent from the children’s parents or legal guardians; see section 3 of the CDE Style Manual.

If applicable, written permission to reproduce material has been obtained; see section 3 of the CDE Style Manual.

Sample Request for Permission to Reproduce Material

Date

Name of addressee

Permissions Office

Address

Dear [Name]:

The California Department of Education is preparing a publication titled [title]. Its purpose is to inform educators about [topic]. We plan to post the publication on the California Department of Education Web site and/or print [quantity] copies.

· We request permission to reproduce the following material in our publication:

Page(s) ______ from [title], by [author], published by [publisher], in [copyright year]. A photocopy of the material to be reprinted is enclosed for your information.

We are requesting worldwide distribution rights. If permission is granted, please sign and return one copy of this letter (by U.S. mail or fax) and keep the other for your files. You may also send us an e-mail to acknowledge that permission is granted. Of course, we will acknowledge the source with complete bibliographical information.

The California Department of Education is a nonprofit organization.

Your early action on this request will be most appreciated.

Sincerely,

Name

Title and unit

Mailing address

Telephone and fax numbers

E-mail address

Continued on next page
Permission to post on the California Department of Education Web site is granted:

(Yes/No) __________ by ___________________________________________________


(printed name)


_____________________________________


(title)

Date _____________ Signature _____________________________________________

Permission to reprint is granted: 

(Yes/No) __________ by ___________________________________________________


(printed name)


_____________________________________


(title)

Date _____________ Signature _____________________________________________

Sample Photograph Release Form

I hereby authorize the California Department of Education to use any and [image: image3.jpg]et
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all pictures of ________________________________________________________________________
taken on these dates: ________________________. 
I understand that such photographs will be used for California Department of Education publications, which may include online and/or print editions.
____________________

Date

___________________________________________________________________
Printed name of participant
Signature of participant
________________________________________________________________________________
Printed name of parent or guardian if participant is under the age of eighteen

_________________________________________________________________________________
Signature of parent or guardian if participant is under the age of eighteen

Mailing address

_________________________________________________________________________________
Address line 1

_________________________________________________________________________________
Address line 2
_________________________________________________________________________________
City
State
Zip code

Additional contact information
Phone number: (           )__________________  Fax: (           )__________________
E-mail address:  __________________________________
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�University of Chicago, The Chicago Manual of Style, 16th ed. (Chicago: The University of Chicago Press, 2010), 655.


�In the physical, natural, and social sciences, the author-date system is commonly used to cite sources. In literature, history, and the arts, footnotes or endnotes are preferred.
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