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Abbreviations

1. Acronyms
2. Spell out the first use of any acronym in the report in full, followed by the acronym in parentheses 

3. Thereafter, use only the acronym.

Ex. 1: Co-curricular groups include the Greylock Multicultural Student Union (GMSU), the Gay-Straight Alliance (GSA) and the Civilian Authority for the Protection of Everybody, Regardless (CAPER).  

Ex. 2: The GSA and GMSU meet regularly; the lattermost is largely fictitious. 


High school/middle school

Spell out references to the high school and middle school using lower case.

4. Ex: The middle school guidance counselor also carries 33% of the students in grade 9.
5. Identifying Mount Greylock
6. For the first reference to the school in each report, use Mount Greylock Regional School. 

7. For each reference thereafter, use Mount Greylock.

Ex. 1: Mount Greylock Regional School is nestled in the scenic Berkshire Hills of northwest Massachusetts.
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Ex. 2: Relatively few alligator attacks have been reported at Mount Greylock since the last accreditation visit.

Capitalization
A. Departmental references
Capitalize only proper nouns or adjectives in references to Mount Greylock’s departments.

1. Ex 1: Budget cuts have reduced the guidance staff.

2. Ex 2: The annual South Corridor ‘Gator Wrassle between the Spanish and math departments is successful both as a fundraiser and as a community service.
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B. Job titles
4. Render job titles used alone in lower case.

5. Capitalize titles followed by a proper name.

Ex 1: The principal reviews MCAS scores.

Ex 2: Principal Russell B. Norton has announced his retirement.

Numbers
C. General Rule
Spell out all numbers through ninety-nine. Render numbers 100 and above with Arabic numerals.
Ex 1: Twenty-three members of the Student Council attended the meeting.  

Ex 2: Mount Greylock’s current enrollment is 770.  

D. Exceptions
1.
Render grade levels with Arabic numerals.

Ex: The English department assigns a research paper to students in grade 10.  

2.
Render percentages in Arabic numerals.
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Ex: Reptiles comprise 7% of the current senior class.  

3.
Spell out numbers and percentages at the beginning of a sentence.

Ex: Fifty-nine percent of the class of 2001 attended a four-year institution. Three students from that class joined the armed services.  

4.
Render statistics in Arabic numerals.

Ex:  Among the academic departments, 5 out of 8 use portfolio assessment.

5.
Render dates in Arabic numerals.

Ex: The visiting committee will arrive in May, 2005.

Punctuation
E. Acronyms
Express acronyms without periods
Ex: GMSU, SMILE, GSA, Student Council, and UNITY promote awareness of diversity and problem-solving.
F. Commas
1.
Use a comma after the penultimate item in a comma-separated list.
Ex: GMSU, SMILE, GSA, Student Council, and UNITY promote awareness of diversity and problem-solving.
2.
Prepositional or participial phrases two or three words in length at the beginning of a sentence do not require a comma.
Ex 1: Under the tree sat an alligator family.

Ex 2: Inexplicably wearing bowler hats and propeller beanies, the alligator family discussed grammar, spelling, and punctuation.
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G. Sentence Terminating Punctuation
Punctuation at the end of a sentence is followed by only one space.
Ex: 

I'm very well acquainted too with matters mathematical. I understand equations, both the simple and quadratical. About binomial theorem I am teeming with a lot o' news with many cheerful facts about the square of the hypotenuse.
Other Items
H. etc.
Avoid using this abbreviation in lists. Work-arounds include listing all items, using footnotes to the evidence bin, and changing the wording of the sentence.
Ex 1: Peer Mediation, A World of Difference, GMSU, SMILE, Student Council, and UNITY promote awareness of diversity and problem-solving.
Ex 2: Many extracurricular groups at Mount Greylock promote awareness of diversity and problem-solving(A1).

Ex 3: Work-arounds include listing all items, using footnotes to the evidence bin, and changing the wording of the sentence.
I. First person references
Avoid them.
Ex 1: The Tech Coordinator is the very model of a modern major-general. He has information vegetable, animal and mineral. He knows the kings of England and he quotes the fights historical, from Marathon to Waterloo in order categorical.

J. Titles of Publications
1.
Italicize the titles of publications without underlining or quotation marks.
Ex 1: The district communicates to the community by means of The Forum, The Echo, the guidance bulletin, and the district website.


2.
Use quotation marks to express the title of a handout or pamphlet.
Ex 1: “The Circle of Life” is available in the nurse’s office.
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