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Introduction
It is of utmost importance that Union Academy Charter School always present a strong,
consistent public image. Our public image must be reflective of the high standards we set
for our students and employees.
The public has high expectations for all materials and publications produced by educational institutions. Therefore, in addition to using a clear and consistent style, it is critical
that materials be free from grammar and spelling errors.
The Communications Standards Manual and Style Guide have been prepared to help
anyone who writes, edits, designs, or presents on behalf of Union Academy Charter
School.
The consistent application of our new logo on all print and web-based communications
and materials, along with adherence to the other standards outlined in this Manual, will
reinforce our image as a strong, successful charter school that is committed to our guiding
principles of challenge, character and community.
While this Standards Manual attempts to be specific to ensure consistency, it may not
answer all questions. You are encouraged to contact the Union Academy Charter School
Communications Department with questions about the standards or how they should be
used.
All printed, interactive or visual material produced by or for Union Academy Charter
School must contain proper identification of Union Academy Charter School using the
approved logo or seal. If you have any questions, please submit a mock-up of your
materials or comps to the Union Academy Communications Department for review before
production. This will enable UA to maintain a clear understanding of school materials and
ensure adherence to these graphic standards.

Communications Department
Luan Ingram, Director
704.238.8883 ext. 640 (Office)
704.238.2345
(Fax)
704.651.3839
(Cell)
lingram@unionacademy.org
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The UA Logo

Mission Statement
Union Academy (UA) is a K-12 preparatory school dedicated to educating the whole child,
providing challenging, high quality instruction, strong character development in all of
its students, and collaborative family and community involvement.

Vision
Union Academy is a pathway by which children mature into confident young adults who
are highly prepared and motivated to make positive contributions to their local and global
communities.

Values
As a school of challenge, character, and community, Union Academy places great value
on:
-high standards and expectations for academic achievement and continuing education;
-high standards and expectations for character and personal integrity;
-school as a community of students, teachers, families, and friends;
-commitment of service to others.
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Basic Logo Guidelines
There are two approved renderings of the UA logo. No variations or modifications are
permitted under any circumstances. Do not add to it or delete from it in any manner.
The logo must be duplicated from authorized artwork and may not be redrawn,
re-proportioned or modified.
The official colors for the UA logo are red (Pantone 187), navy (Pantone 2766), gold
(Pantone 7408).
These are the preferred and approved uses of the UA logo for the majority of applications.
Fig. 1

The logos may be used in all black, red or navy when necessary.
Fig. 2

The logo may be used in all white reversed out of any color that provides adequate
contrast. The logo may not be reversed out of a light screen tint of any color.
Fig. 3
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Acceptable Logo Use
Optimum legibility, contrast and design aesthetics are the criteria for decisions about
applications of the UA logo.

Area of Isolation

Generally, the UA logo is more visually distinctive when placed within a generous
amount of white space. Do not place graphics, text, headlines or other information within
the protected area.
Fig. 4
The minimum area of isolation is the height of the text below or beside the UA letters,
which is required on all sides.

Horizontal Logo

Vertical Logo

Prominent Placement

The logo should be given prominent placement on the first page or cover of all print
documents and stationery. The logo should appear in the top left corner of all web pages
and e-newsletter headers. Refer to samples within this guide for suggested use.

Logo Alignment

The logo should align horizontally with respect to the page or field for all media
applications.

Proportion of the Logo

The logo may only be reduced or enlarged proportionately so that all elements retain the
correct spatial relationship.
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Graphic Options
The UA slogan graphic may be used separately as a stand alone design element
ONLY - as long as the complete UA logo is placed in a prominent space within the design.
Fig. 5

The athletic logo is for athletic application only and should appear as depicted below
without any alteration.
Fig. 6

Electronic files and templates can be found on the UA website at www.unionacademy.org
on the Communications page.
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Minimum Size

To ensure legibility, do not use a logo size smaller than two (2) inches in width for the
horizontal logo or one and a half inches in height for the vertical logo.
Fig. 7

Smaller versions of the logo, without the name spelled out, may be used ONLY on
promotional items, such as pens or lapel buttons.
All other applications must be approved.
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Incorrect Use of the Logo
Use the official artwork when reproducing the logo. As presented on pages 5, 6 and 7, the
UA logo is flexible to suit most applications and encourage innovation and creativity;
however, the following examples illustrate unacceptable variations of the logo.
DO NOT stretch the logo out of proportion. The logo may only be reduced or enlarged
proportionately.
Fig. 8

DO NOT angle the logo on a page – the logo must align horizontally with respect to the
page or field for all media applications.
Fig. 9

The UA graphic may be used separately as a stand alone design element ONLY - as long as
the complete UA logo is placed in a prominent space within the design.
Fig. 10
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DO NOT change the logo type or manipulate the logo typography in any manner.
Fig. 11

Challenge. Character, Community.

DO NOT change color of, outline, emboss, deboss, bevel, glow or feather any component
of the logo under any circumstances.
Fig. 12

AVOID reproducing the logo in non-contrasting colors. Strive for maximum contrast.
DO NOT enclose the logo inside a shape, panel or design that might cause confusion about
its actual shape. DO NOT feather or illuminate the background.
Fig. 13

DO NOT create a drop shadow effect.
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Incorrect Use of the Logo Continued
DO NOT add to the existing logo.
Fig. 14

DO NOT use any outdated logos. Upon exhaustion of materials with the outdated logo,
replace with the new logo. Remember, the logo must be easily recognized and no part
should be obliterated or diffused by competing imagery.
Fig. 15
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Fonts and Typography
The logo font and typography have been chosen to accurately and distinctly reflect and
represent UA. As created, these elements reproduce easily on any application.
Each department within UA will be permitted to have its own identifying text as shown
below.
The font of choice is Georgia and must never extend beyond the width of the official logo.
Fig. 16

Administration

Technology
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Logo Usage in Electronic Media
On Web Pages, PowerPoint Presentations and in Videos

The logo should always appear in a prominent position on every home page and should
serve as a link back to the main UA website.
In PowerPoint and video presentations, the logo should appear at either the beginning or
the end of the presentation.
A standardized .ppt has been created and includes a standardized slide to cover all slide
types. The standardized UA .ppt, with the dark blue background, should be used for all
official UA .ppts.
The presentation .ppt with the lighter background should be used when projected on a
wall or large screen in a well-lighted room where the lights cannot be dimmed (such as a
gymnasium).
The logo should not be distorted or animated in any way. Fig. 17
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Email Signature Guidelines

In order to maintain the UA brand, we must have the
same email signature throughout the organization. The
following signature format should be applied to the bottom of all emails. Use the Georgia
font to create the signature. Can be colored navy (Pantone 2766)
/// SAMPLE SIGNATURE START ///
Your Name (Georgia, 12 point)
Title (ex. Teacher, Teacher Assistant) (Georgia, 12 point)
Union Academy Charter School (Georgia, 12 point)
School address (Georgia, 12 point)
Monroe, NC 28110 (Georgia, 12 point)
School phone (Georgia, 12 point)
Fax number (Georgia, 12 point)
http://www.unionacademy.org (you can also include your link to your class webpage)
(Georgia, 12 point)
Union Academy Confidentiality Notice
The information contained in this email and any attachments may be privileged and confidential. If you are
not an intended recipient, you are hereby notified that any dissemination, distribution, or copying of this
email is strictly prohibited. If you have received this email in error, please notify the sender and permanently delete the email and any attachments immediately. You should not retain, copy or use this email or any
attachments for any purpose, nor disclose all or any part of the contents to any other person. Personal views
expressed in this email do not necessarily represent the views of the School. All email correspondence to
and from this address is subject to North Carolina Public Records Law, which may result in monitoring and
disclosure to third parties, including law enforcement, through proper procedures. (Georgia, 10 point)

/// SAMPLE SIGNATURE END ///
PLEASE NOTE: The UA Logo is not permitted on email signatures. There should be no
personal, religious, or notable quotes of any nature in UA email signatures. Please do not
include photos or other graphics. Email wallpaper should be white with no additional
graphics included.
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Board Seal
UA Board of Directors Seal
The official Union Academy Charter School seal was created in 2015.
This seal is used for official Board of Directors documents including diplomas,
certificates, certified financial documents, ground breaking ceremonies, building
dedications, etc. The seal may only be used on official Board of Directors documents and
correspondence. Questions concerning the usage of the seal should be directed to the
Communications Department.
All other publications, banners, trade show items and district property should use the UA
logo.
Similar to the UA logo, please allow ample clear space for the Board of Directors
seal, size proportionally and always use the approved seal without alterations.
Fig. 18
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Name Tags and Badges
Name tags should include the UA logo and adhere to the standards for font, color and
size. Fig. 22

Jane Doe
Title
Department
www.unionacademy.org

The tags should include Name, Title, School or Department.

Name Badges (UA)

Badges are to be issued by Administration or the IT Department only.
All badges are required to include the school logo and must conform to the standards of
the logo, fonts and colors.
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Stationery Guidelines
Letterhead, envelopes and business cards for all departments and schools must carry the
registered UA logo.
The letterhead, envelopes, and business cards used by UA departments, schools
and staff represent the system’s formal, public image. Because of their importance,
consistency is fundamental to ensuring that the school presents an attractive, unified
and readily recognizable appearance.
All departments are strongly encouraged to use the official stationery.
Stationery may be personalized with your individual department or school campus (i.e.
lower campus, upper campus), address, phone and fax numbers and email address.

Customizing Letterhead

A Microsoft (Word) template file of stationery is available for local, in-office printing
through the Communications webpage. Double click on the faded header of the letterhead
and customize for your use.
This letterhead is to be used for official UA business only. This template may not be
altered in anyway (other than personalization) and must consistently adhere to the
standards set with this document.
See Fig. 20
When customizing stationery, please verify all pertinent information (address, phone, fax,
e-mail, etc.) and PROOF CAREFULLY.
The color version of the stationery should be used for external communications whenever
possible. When large quantities are required, a clean black-and-white copied version is
acceptable.
Requests to deviate from stationery guidelines must be referred to Communications (see
page 1).
See examples of business cards, letterhead and envelopes below and on the following
page.
Fig. 19
Note: Fig. 19 is not scaled to size.
The outside border is only shown
here to indicate dimensions and
placement of the logo and text.
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Fig. 20
Union Academy Charter School
Dr. Ann Walters, Headmaster

Note: Fig. 20 is not scaled to
size. The outside border is
only shown here to indicate
dimensions and placement
of the logo and text.

Main Office: 675 N. Martin Luther King, Jr. Blvd., Monroe, NC 28110 Phone: 704-238-8883 Fax: 704-238-8823
Lower School Campus: 3828 Old Charlotte Hwy., Monroe, NC 28110 Phone: 704-283-5678 Fax: 704-283-0406

Fig. 21
Note: Fig. 21 is not scaled to
size. The outside border is
only shown here to indicate
dimensions and placement
of the logo and text.
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Tagline and Slogan
Placement and Use

Use with the UA logo. The UA logo MUST be placed on the cover or first page of a
document in a prominent position.
The three C’s tagline, may be used without the UA logo within the document body. See
Fig. 23 and 24.

Fig. 23

Fig. 24

Tagline

The UA tagline is Challenge. Character. Community. A tagline is more permanent than a
slogan. The UA tagline always appears as part of the UA logo and the UA seal.
The 3 C’s tagline may be used without the UA logo within the document body. See Fig. 23
and 24.

Slogan

The UA slogan WE ARE UA! may be used on UA collateral. When using the slogan, the
UA logo MUST always be included in a prominent position.
Fig. 25

WE ARE UA!

Interior Pages of Documents

Within multiple-page collateral pieces (i.e., brochure, catalog, etc.), the UA slogan
and tagline may be used together or separately. The UA logo MUST always be
included on the cover or first page.
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General Specifications
Primary Color Palette

When a project requires color, Pantone 187 (Red) and Pantone 2766 (Navy) should be the
first choices.
White space is also an effective use of color.
Fig. 26

Pantone 187 Red

Pantone 2766 Navy

For school-wide publications requiring more than two colors, other acceptable uses of
color include Pantone 7408 (Gold).
Ink color can shift based on the color and type of material on which it is printed. To
ensure that colors reproduce accurately, consult with graphic productions or your vendor
before beginning the project.

Primary Font

The primary typeface used for the majority of UA literature should be as follows.
(point sizes are a basic guideline; design may dictate actual size). Their complete
families of light, bold, black, roman and italic – are recommended for all publications.
Georgia
Headlines					Subheads			Body Copy

Georgia Bold		 Georgia Bold		
(24 pt.)				(14 pt.)			

Georgia
(12 pt.)
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How We Use Our Tagline and Slogans
Tagline Challenge. Character. Community.
Graphic Usage
Font:
• Georgia
• Minimum size: 8 point
Capitalization:
Uppercase “C” in Challenge, Character and Community
Punctuation:
• ALWAYS follow each word in the tagline with a period (.)
• NEVER wrap with quotation marks
Colors:
• Specify 100% of chosen color (Pantone 187, 2766, Black or White)
• Reverse on dark backgrounds
Editorial USAGE ONLY:
• Union Academy Charter School or UA initials should be referenced when using the
slogan.
• Should always be underneath on next line and never on the same line as UA.
Example:
UA
Challenge. Character. Community.
• Emphasis may be given by using an italicized form of the body copy font.
Example:
UA
Challenge. Character. Community.
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Design Guidelines
Print Collateral

Our overall goal with all UA collateral, whether printed publications and support
materials or on-line Web site and emails, is to promote the UA brand. Captivating
photos of students, teachers, or support staff can build our “brand” as a school that people
trust and respect. Using the UA logo in a prominent place with ample clear space around
it gives UA instant recognition. Using UA approved colors and basic layout adds to the
value of our “brand.”
Fig. 27

General Design Advice

Keep publications simple – A well-designed
publication communicates quickly and clearly.
Use photographs – Whenever possible, incorporate
photos of UA children, families and staff. Fig. 27
Do not use more than two fonts in one
publication – For emphasis, use bold or italic or a
larger size.
Help the reader know what’s most
important – what should be read first - by making it
bigger, bolder and more prominent than the other
elements on the page. Not all stories and photos should
be the same size.
Don’t be afraid of white space – use it as you would
any other visual element.
Use standard sizes - use standard brochure sizes and folds and standard envelope
sizes to reduce costs.

Brochures, Flyers AND Newsletters

(Also includes handbooks, course guides and employee publications.)
All collateral produced for UA must conform to the school standards in the use of
the logo, fonts and colors. Colors used are flexible, but the logo must be printed
prominently with ample clear space in one of the approved colors. All collateral must
include the following compliance statement:
In compliance with federal law, Union Academy Charter School administers all educational programs, employment activities and admissions without discrimination against
any person on the basis of gender, race, color, religion, national origin, age or disability.
January 2016
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3 Dimensional Media Guidelines
Uniform Patch, Shirt & Cap Embroidery

• Shirts, uniforms, coats, etc. that include the logo are an important identifier and
therefore should be easy to read.
• The logo must conform to the school standards in the use of the logo, fonts and
colors.
• The manufacturer must be able to match the formal logo colors (Pantone 187,
Pantone 2766, Pantone 7408, Black and/or White).
• The embroidery or printing should display the official UA logo.
• The minimum size of the logo printed on a uniform, cap or shirt should be no smaller
than 2.5 inches wide.

Promotional Products

All school identified items, including mugs, hats, t-shirts, other clothing, paper weights,
plaques, pens, pencils, awards etc. should bear the UA logo.
Consider whether the horizontal or vertical logo is more appropriate for your article. All
color guidelines must be adhered to. When using embroidery, match the thread colors as
closely as possible to the three Pantone ink colors or use black or white thread.
Fig. 28

Specialty items require care in assuring that the proper spatial relation is maintained
and the correct colors are used.
Since specialty items use different printing techniques and may not use Pantone colors,
the vendor must be able to match the required colors.
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Mugs/Drink Containers

The logo should be centered vertically on the coffee mug and aligned parallel with the
axis of the handle.
Mugs and drink containers commemorating special events may print event graphics on
the opposite side of the cup from the logo.

Pens/ Pencils

Pens and or pencils should contain the UA Logo or tagline or slogan matching required
colors and fonts.

Vehicular Identification

Logo placement varies according to the vehicle type, make and model, as well as
doors, trim and body style. The logo should be placed on both the driver’s and passenger’s
door of the vehicle.
On a white vehicle, the color version of the logo should be used. The manufacturer must
be able to match the formal logo colors (Pantone 187, Pantone 2766, Pantone 7408 110,
Black and/or White).

Signage
Posters & Signs
All posters produced by UA departments must conform to the school standards in the use
of the logo, fonts and colors.
Standard poster sizes are 11x17, 12x18, 16x20 and 18x24.
Please use one of these standard sizes when producing a poster.
The UA logo should be clearly included on the poster or signage.
The logo should never appear to be cramped against the bottom or side and should align
with the edge of the text margins, photo or graphic element.

Banners

All banners produced by UA departments must conform to the school standards in the
use of the logo, fonts and colors.
The UA logo should be clearly included on the banner.
The logo should never appear to be cramped against the bottom or side and should align
with the edge of the text margins, photo or graphic element.
All signage should whenever possible, include the school or department website.
Example: www.unionacademy.org
January 2016
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Style Guide
WHY HAVE A STYLE GUIDE?
As the school continues to grow, our standards continue to rise. It is important that our
increasingly higher expectations for our students and employees be reflected in our printed materials. Consistency is key in maintaining a solid, organized public image.
This style guide will help school communicators achieve a consistent image across the
variety of written materials that represent UA, including brochures, news releases, web
pages, letters and reports. Please use it in preparing your own written publications for
external audiences.
This guide will provide you with assistance in choosing the correct language and reference
points for UA when communicating with our customers and our partners. It is not
comprehensive, but does offer guidance on common words and titles associated with our
school, along with general grammatical usage.
As always, the Communications Department is happy to assist you with any questions;
please contact us!
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How Do We Refer to Ourselves
Union Academy Charter School - spell out the complete name on first reference.
On second reference, the following designations are appropriate:
• UA
• Union Academy
• the school
• Upper Campus
• UC
• Lower Campus
• LC
When identifying individuals, groups or departments, it is acceptable to use the word
“Union Academy,” “UA,” or other designations listed above as adjectives, as in Union
Academy teachers, UA students, Lower School Principal, or Upper School
administrators.
Main Office- The correct term for the administrative offices and services at
675 North MLK, Jr. Blvd., Monroe, NC 28110.
When referring to the teachers, students, schools and other individual components of
Union Academy Charter School, it is acceptable to collectively make reference as Union
Academy, i.e. Union Academy teachers, Union Academy students, Union Academy
schools.
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Staff Member Titles

On first reference, spell out the name of the school and the title: Union Academy Charter
School Headmaster Joe Smith and John Anderson, Chief Financial Officer.
On second reference, refer to the title only (capitalized), or simply the last name. (Please
note that if the employee has a doctorate, you should so indicate): the Headmaster or
Dr. Smith; the Academic Dean.

Administrative Departments

For first reference, spell out the entire department; then you may drop the specification
of type of department on the second reference or use an acronym, if that particular
department does so. Following are examples, but please confirm with the specific
department or office to which you refer:
First Reference
Finance Department
Communications Department
Exceptional Children’s Department

Second Reference
Finance
Communications
Exceptional Children or EC

Compliance Statement

The following compliance statement, in its entirety, should be included in all publications
that are distributed to the general public:
In compliance with federal law, Union Academy Charter School administers all
educational programs, employment activities and admissions without discrimination
against any person on the basis of gender, race, color, religion, national origin, age or
disability.

Spacing Between Sentences

In running text, only one space should separate sentences.
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Capitalization:
In general, avoid unnecessary capitalization. Official names and proper nouns are capitalized, but the lowercase style for such things as job descriptions and unofficial department
names is preferred for external communications.
Capitalize 						lowercase
Union Academy Charter School 			
the school
The Union Academy Board of Directors
the board
The Communications Department 		
the department
Union Academy Lower School			
the lower school
Headmaster Dr. Ann Walters			
the headmaster

Committee, Team, Council, Program, Initiative: Capitalize only when

part of the formal name; lowercase with informal use.

The Union Academy Charter School Parent Council will meet next week.
The student council meeting has been canceled.

Course Names: Generic course names and fields of study should be lowercase.

However, you should capitalize the proper names of languages.
She is taking biology, algebra and English this semester.

Students: Do not capitalize freshman, sophomore, junior or senior unless they appear
at the beginning of a sentence.

Department/Division Names: Capitalize official department names and

division names. Lowercase the department and the division when they stand alone and
in plural uses, but capitalize the proper name element.
The Accounting Department is responsible for the school’s fund collection.
The Human Resources and Purchasing departments are working together on that project.

Directions and Regions: Generally, you should lowercase north, south, southeast,
etc. when they are referring to compass directions. However, you capitalize them when
you are referring to regions or widely known sections of a city or state.
The school is located in the western part of the county. Officials from the state will visit
schools in North Raleigh.
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Job and Position Titles: Capitalize job titles only when they are used immediately
before a name. Lowercase job titles when they are used alone or in constructions that
set them off from a name by commas. Use lowercase at all times for terms that are job
descriptions rather than formal titles.
Headmaster Joe Smith gave the opening remarks.
Joe Smith is the headmaster of Union Academy Charter School.
The headmaster, Joe Smith, is expected to attend the meeting.
Joe Smith, headmaster of the school, will be our speaker.
When teacher Mary Smith entered the room, the students grew quiet.

Legislature: Capitalize when preceded by the name of a state or when the reference
is specifically to a state’s legislature. Lowercase when used generically.

The North Carolina Legislature is still in session. The Legislature voted against that bill.
No legislature has approved the amendment.
The term for a member of the legislature is legislator.

Publication and Composition Titles: Capitalize the first word and all principal words, including prepositions and conjunctions of four or more letters. Italicize the
title rather than placing it within quotation marks.
The class is reading The Wind in the Willows.

State Names: Spell out the names of all 50 states when they stand alone in textual

material. However, when they are paired with the name of a city, town or village, use the
U.S. Postal Service format (two letters, no periods) to abbreviate.
Union Academy Charter School is the first charter school in North Carolina.
The school’s administrative offices are located in Monroe, NC.
Abbreviate the United States only when used as an adjective. Spell it out when it is used as
a noun.

Seasons: Lowercase all seasons, spring, summer, fall and winter, unless they are part
of a formal name.
Students have about six weeks off in the summer.
The Student Council is sponsoring its annual Winter Social at the school.

January 2016

Union Academy | Communications Standards Manual | 28

Numbers

Generally, spell out numbers under 10. Use figures for 10 and higher, unless the number
is at the beginning of a sentence. In those cases, spell out the number, using a hyphen to
connect the word ending in “y” to another word. For large numbers, do not use commas
to separate words that are part of one number. In cases, where a sentence starts with
a large number, it may be better to recast the sentence to avoid having to spell out the
number. Spell out casual uses such as thousands of students attended.
Mr. Moore had nine students in his class.
Mrs. Smith had 23 students in her class.
Thirty-six students attended the session.
One hundred forty-three students signed up for the course.
A total of 143 students signed up for the course.
For ordinals(1st, 2nd, 3rd, etc.), spell out first through ninth. Use figures starting with
10th.
He is a first-grader, she is a fourth-grade student, he is in the 11th grade, she is a
12th-grade student.

Ages: Always use figures. Ages expressed as adjectives before a noun or as a substitute
for a noun use hyphens.

A 5-year-old boy, the 5-year old read a book, the boy is 5 years old.

Days and Dates: Always spell out a day of the week. When a month is used with a

specific date, abbreviate the month as follows: Jan., Feb., Aug., Sept., Oct., Nov., and
Dec. All other months should be spelled out all the time. All months should be spelled out
when used with a year only:
Students will return on Monday, July 25, 2016.
The class field trip is scheduled for Friday, March 18, 2016.
The second semester begins in January 2016.
Always use Arabic figures, without “nd”, “st”, “rd” or “th” when spelling out dates.
For years, always use figures, and use an “s” without an apostrophe to indicate spans
of decades or centuries: the 1990s. When referring to a school year, use the 2015-16
school year, not ‘15-’16. However, the shortened form with the apostrophe is appropriate
when referring to a specific year:
The Class of ‘16 will have their senior portraits made over the summer.
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Time: Use figures with a lowercase a.m. or p.m. rather than writing out “o’clock.” The

exception to the use of figures is with noon and midnight. Use a colon to separate the hour
from the minutes, however, do not use a colon and zeroes to specify an hour. Also, avoid
such redundancies as 9 a.m. in the morning.
The meeting starts at 3 p.m. The school day begins at 7:30 a.m.
Lunch is served at noon.

Fractions: Spell out numbers less than one in running text, using hyphens between the
words. Use figures for precise numbers greater than one, converting to decimals whenever
practical.
One-third of the student body voted in favor of the measure.
She had to walk 2.5 miles during her P.E. class.

Percentages: In running text, use figures and spell out the word percent. Also, use
decimals rather than fractions. For amounts less than 1 percent, precede the decimal with
a zero. The percent symbol, %, may be used in charts.
Only 1 percent of the students surveyed agreed with the statement, while 10.5 percent
said they were unsure.
Out of the total school population, 0.6 percent are Native American.

Punctuation

Following are just a few reminders about the more common punctuation and spacing
mistakes.

Ampersand: The ampersand (&) should not be used in place of the word and. Only

use the ampersand when it is part of a company’s formal name or if it is used as a graphic
element in a publication.
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Apostrophes:
Possessives:

Plural nouns not ending in s, add ‘s: women’s rights. Plural nouns ending in s, add only
an apostrophe: the students’ books. Nouns plural in form, but singular in meaning, add
only an apostrophe: mathematics’ rules. Nouns the same singular and plural, treat them
the same as plurals: the two deer’s tracks, the lone moose’s antlers. Singular nouns not
ending in s, add ‘s: the teacher’s desk.
Singular common nouns ending in ss, add ‘s unless the next word begins with s: the hostess’s invitation, the hostess’ seat. Singular proper names ending is s, use only an apostrophe: Jones’ house, Dickens’ novel.

Plurals of a single letter: Add an ‘s: Do not use an apostrophe for plurals of
numbers or multiple-letter combinations.
Mind your p’s and q’s,
She is a product of the 1980s.
He scored well on his EOGs.

Colon: The most frequent use of a colon is at the end of a sentence to introduce lists,

tabulations, texts, etc. The first word after the colon should be lowercase. Capitalize the
first word after a colon only if it is a proper noun or the start of a complete sentence. Do
not double space after colons.
Proficiency tests are given in four grades: fourth, sixth, ninth and 12th.

Commas:
In a series: Use commas to separate items in a series, but do not put a comma before

the conjunction in a simple series. Put a comma before the concluding conjunction when
an element in the series requires its own conjunction and in a complex series of phrases.
The flag is red, white and blue.
The parks and recreation supervisor, the mayor, and the city manager all agree.
The athletes must show that they are skillful enough to compete, they have the stamina
to endure training, and they have the proper attitude.
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With conjunctions: When a conjunction such as and, but or for links two clauses
that could stand alone as separate sentences, use a comma before the conjunction.
The superintendent will visit the school, and the assistant superintendent will go to the
meeting.
The students in her class did well on the test, but the rest of the school did not.

Dash (-): Use dashes to denote an abrupt change in thought in a sentence or an em-

phatic pause. When a phrase that otherwise would be set off by commas contains a series
of words that must be separated by commas, use dashes to set off the full phrase.
The scores for the proficiency tests - fourth, sixth, ninth and 12th grade - improved in
2007.

Periods: Use a single space after periods and other forms of punctuation that end sentences, questions, etc. Also, use only one period if an abbreviated word ends a sentence.

Semicolons: In general, semicolons are used to indicate greater separation of thought
and information than a comma but less than a period.
To clarify a series: Use semicolons to separate elements of a series when individual
segments contain material that also must be set off by commas.

The southern states of North Carolina, South Carolina and Georgia; the northern states of
New York, New Jersey and Conneticutt; and the mid-western states of Missouri, Iowa and
Kansas hold elections on Tuesday.

To link independent clauses: Use a semicolon when a coordinating conjunction

such as and, but or for is not present.

The package was due last week; it arrived today.
If a coordinating conjunction is present, use a semicolon before it only if extensive
punctuation is required in one or more of the clauses.
They attended class everyday, took good notes, and did their homework each night; but
they still did not do well on the test.
accept, except - Accept means to receive; except means to exclude. The teacher
accepted the present from her student. Everyone in the class except Tom participated in
the discussion.
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Commonly Misused Words
affect, effect - Affect as a verb means to influence: The extra credit report will affect
your final grade.
Effect as a verb means to bring about: He will effect change in the school.
Effect as a noun means result: The effect was overwhelming. It is best not to use affect
as a noun.
African-American - UA recommends usage of this term.
aid, aide - Aid means assistance. Aide means a person who assists.
all ready, already - All ready means completely ready or everyone is ready. Already
means previously.
all right, alright - There is no such word as alright; use all right.
among, between - Among is used when there are more than two items. Between is used
only when there are two. He split the candy between the two children. An argument
broke out among the band members.
average, mean, median - Average refers to the result obtained by dividing a sum by
the number of quantities added together. The average of 6, 8, 14 and 16 is 11. Mean
indicates the intermediate between two extremes: The mean score on the exam, with a
high of 98 and a low of 62, is 80. Median is the middle number of points in a series arranged in order of size: The median age of the staff members, ages 27, 39, 45, 51, and 58,
is 45. The average age is 44.
because, since - Use because to denote a specific cause-effect relationship:
Ms. Jones had to retire because she had reached the mandatory age. Use since when the
first event led logically to the second, but not its direct cause: Ms. Jones decided to retire,
since she had accumulated enough years of service.
beside, besides - Beside means at the side of: The students sat quietly beside one
another. Besides means in addition to: Besides going undefeated for the season, the
football team took the state title.
can, may, might - Can suggests mental or physical ability. May implies permission or
sanction: Tom can swim, but his mother says he may not. May also expresses possibility
and wish: It may snow tonight. Might is used after a governing verb in the past tense;
may after such a verb in the present tense: She says that we may go. She said that we
might go.
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cancel, canceled, canceling, cancellation - The double l is used only in cancellation.
capital, capitol - Capital refers to the city or town that serves as the seat of government.
Capitol refers to the building where legislatures normally meet. Capital also refers to
money.
chair, chairman, chairwoman - Chairman and chairwoman are acceptable when
they refer to specific people. Otherwise, use chair.
compose, comprise, consists of, include - Compose means to create or put together:
The United States is composed of 50 states. Comprise means to contain to, to include all
or embrace. It is best used only in the active voice, followed by a direct object: The United
States comprises 50 states. Consist means that all parts are listed, but include does not.
daylong, yearlong - One word without hyphens.
Drop out, dropout - Drop out is a verb; dropout is a noun: He is planning to drop out
of school. The number of dropouts has decreased.
email - Use the unhyphenated form, with the “e” lowercase unless it’s at the start of a
sentence.
ensure, insure - Ensure means to guarantee. Insure refers to insurance. Our teachers
work hard to ensure that our students achieve at their highest levels. Don’t forget to
insure the new car.
every day, everyday - Every day is an adverb; everyday is an adjective. It is important
to be on time for class every day. Wear your everyday clothes to the cookout on Saturday.
every one, everyone - Use two words when referring to each individual item. Every one
of the students in her class performed at or above grade level. Use one word when using
as a pronoun that refers to all persons: Everyone was excited about spring break.
farther, further - Farther refers to physical distance: further indicates additional degree, time or quantity. The farther he travels, the further his progress seems to be.
fewer, less - Fewer refers to individual items: I had fewer than 50 one-dollar bills in my
pocket. Less refers to bulk or quantity: I had less than $50 in my pocket.
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grade, grader - Hyphenate grade when used as an adjective, but not as a noun: Mary
is a third-grade student. Mary is in the third grade. Hyphenate grader when used as a
noun: The second-graders are going on a field trip next Friday.
Hispanic, Latino - The preferred term for those whose ethnic origin is in a Spanish
speaking country is Hispanic. Latino refers to people from a Latin American country.
When possible, use a more specific identification, such as Cuban or Puerto Rican.
internet, intranet - The Internet is capitalized. The intranet is lowercased and refers to
a private network inside a company or organization for internal use.
its, it’s - The possessive form of ‘it’ is its. Its is a possessive like his, her and your: Its
value cannot be measured. It’s is a contraction for it is or it has: It’s normal for a contraction to require an apostrophe.
lay, lie - Lay means to put or place: Please lay the books on the table. Lie means to
recline, rest or stay or to take a position of rest: I think I will lie down for a while before
dinner.
more than, over - More than should be used with numerals. There are more than 1,000
students in Union Academy Charter School. Over refers most often to spatial relationships, or the ending of a time frame. The cow jumped over the moon. After the grand
slam in the bottom of the ninth, the game was over.
online - One word when used to describe Internet connection.
principal, principle - Principal is a noun and adjective meaning someone or something
first in rank, authority, importance or degree: She has been a school principal for 15
years.
He is the principal violinist for the Charlotte Symphony. Principle indicates a fundamental truth, doctrine or value: When it comes to making tough decisions, no one stick to her
principles like Sophie.
that, which - That introduces an essential clause - one that specifically defines or limits
a description and is necessary for full comprehension of a sentence. These clauses do
not require a comma. Use that to introduce the clause if the sentence sounds or looks
awkward without it: He said that he would be there by 5 o’clock. Which is best used
to introduce a clause containing incidental or nonessential information. These clauses
require a comma: Jane said she loved her new dress, which was pink.
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their, there, they’re - Their is a possessive pronoun: They sold their car. There is an
adverb that indicates direction: The car was over there. They’re indicates a contraction
for they and are: They’re going to sell their car, which is over there.
who, whom - Use who and whom to refer to humans and animals with names. Use
that and which for inanimate objects and animals with names. Use who when someone
is the subject of the sentence, clause or phrase. The parent who had three children at
the school was elected president of the PTA. Use whom when someone is the object of
a verb or preposition: The parent to whom I was earlier referring has been elected PTA
president.
who’s, whose - Who’s is a contraction for who is. Whose is the possessive.
-wide - countrywide, districtwide, schoolwide, statewide, systemwide are all spelled as
one word without hypens.
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