Cambridge Admissions Office Editorial Guidelines for University of Cambridge Undergraduate Publications (January 2011)

The following is a list of some of the main points of the editorial house style, to be implemented in centrally-produced undergraduate printed and web-based information. The list covers everything from more general information about spellings to more detailed issues of grammar. If you have any further questions please contact Sarah Holt (sh559@admin.cam.ac.uk) in Cambridge Admissions Office.

SPELLINGS

All spellings and forms follow The New Oxford Dictionary of English convention. Some of the main points of style are as follows:

role has no circumflex above the o
medieval (not mediaeval)
adviser, not advisor
fieldwork is one word, ie not field work (however, course work remains as two words)
en suite is two words (and not hyphenated)
website, email and online are written as one word, not hyphenated
wi-fi (is lower case and hyphenated)

HYPHENATION

When an adverb is used to qualify an adjective, if the adverb is not readily identifiable as an adverb, then it should be hyphenated. For instance, in the phrase 'deep blue sea', 'deep' could be an adverb to indicate that the colour of the sea was both blue and of considerable depth. To demonstrate that 'deep' is being used to qualify the adjective 'blue', the phrase is hyphenated 'deep-blue sea'. However adverbs that end in 'ly' are almost always identifiable as adverbs and therefore rarely need hyphenating, eg slowly moving train, highly educated scholar. 
The rules of hyphenation within words follow The New Oxford Dictionary of English convention eg reappointed not re-appointed. A hyphen is not used to split up two vowels used together in a word unless they are the same vowel eg co-ordination, micro-organism, co-operate.

Other examples of words/terms/phrases that should be hyphenated include: 
· broadly-based

· down-to-earth

· environmentally-friendly

· extra-curricular 

· far-flung

· full-size

· hard-wired 
· long-standing

· multi-faceted 

· multi-gym (though should just be referred to as a ‘gym’)

· not-for-profit

· off-campus

· on-site
· single-occupancy (but rooms are single occupancy)

· sixteenth-century (when referring to a sixteenth-century building but no hyphen when built in the sixteenth century)

· socio-economic

· state-of-the-art

· university-funded

· up-to-date
· well-developed

· well-equipped

· well-stocked
Words/terms/phrases that should not be hyphenated include: 
· boathouse
· candlelit
· fieldwork
· graduate level
· head start
· hours a day

· interdisciplinary

· life enhancing

· multicultural

· multidisciplinary

· online

· overriding

· refurbished

· side by side

· (rooms are) single occupancy (but single-occupancy rooms)

· single study bedrooms

· single subject

· sought after

· standalone

· state sector

· straightforward

· team building

GENERAL

University of Cambridge is the official University title and should be used in all communications and publications. In order to facilitate a good writing style, the word “Cambridge” may be a suitable substitute in many circumstances. The use of “Cambridge University” should be avoided. 

Full points should not be used after abbreviations such as Mr, Dr, Mrs, BSc, MLitt, PhD, initials; or in eg, am, pm, op, no, cf, ie, ed.

Qualifications follow Association of Commonwealth Universities style. 

Dates have no punctuation, and always follow the form day, date, month, year, eg Friday 16 January 2004.

Dates – always 1890s, 1930s, not 1890's, 1930's. Preferably twentieth century should be written out in full, not abbreviated as 20th century.

Page references are always the shortest admissible. For example, pages 34–5 or 46–54 or 107–17 or 136–8. Currently, page 134 is abbreviated to p134.

Numbers are normally spelt out (one, two etc) up to, but not including, 10 (except in statistics), with numbers of 10 and over in figures. This is even the case when the number is part of a larger number, eg two million, not 2 million (but £2m); or part of a phrase, eg six-a-side, not 6-a-side. However, when numbers begin a sentence they are spelt out, even if they are statistics within a passage of connected prose, eg Sixty-four students graduated, 31 of whom were overseas students.

Numbers over a thousand should use comma separators, eg 1,234 not 1234.

Fractions do not use a hyphen, eg two thirds, not two-thirds.

Percentages – % is always spelt out within text, eg one per cent, 50 per cent, except in tables or in graphs.

Quotation marks – single quotation marks are always used, unless there is a quote within a quote, in which case use double within single. A full stop is used outside the quotation mark if the quote is part of a sentence and inside the quotation mark if the quote is a whole sentence, eg part of 'a sentence'. or 'A whole sentence.'

Dashes – use en-dashes for dates such as 1995–96 and for punctuation – as here.

Italics should be used for titles of publications, without quotation marks.

Use of & for course titles should be avoided ie Anglo-Saxon, Norse, and Celtic.

NAMES AND INITIALS

Full points are not used after initials eg Dr M J C S Smith
When alphabetical lists of staff are being given:

Mc is treated as Mac;

de Sa, du Plessis appear under D;

Spanish names appear under first surname, eg M Rangel Archila de Novais comes under Rangel.

USE OF CAPITAL LETTERS WITHIN TEXT

The general rule is to use a capital first letter within text if the noun is specific, but keep it lower case if it is general. Some examples follow below. 

The University of Cambridge is composed of a number of faculties (faculties uses lower case f here as a specific faculty is not being referred to). 

The Faculty of Archaeology and Anthropology (specific) comprises three departments (general). The Faculty (specific) includes the Department of Social Anthropology (specific). The Head of the Department of Social Anthropology (specific) is ...

An exception is Cambridge Colleges: these should always use an upper case C, even when referred to generally, in order to differentiate them from sixth form colleges, FE colleges etc. 

The University uses capital letter U, when it means the University of Cambridge; but if you are using the word university in a general way eg a place at university (meaning any university) it should remain lower case.

Capital letters are used for positions/job titles such as Senior Tutor, Admissions Tutor, Director of Studies, and Fellow.

Degree titles use capital first letters for clarity eg BA Honours in History. Single Honours, Joint Honours, Master's etc also use capital first letters for clarity.

Capital letters are also used for term names, eg Michaelmas Term.

Qualification subject titles should have capital letters eg GCSEs/A Levels in Mathematics, Chemistry and History.

Titles of papers should have capital letters eg This includes the general paper Historical Argument and Practice.

A capital letter should be used when referring to Home (UK) students.
PLURALS

Plurals should be as follows – heads of department, deans of faculty because each head or dean is head of one department or dean of one faculty.

For the plural of Master the apostrophe follows the s: Masters' regulations or Masters' degrees. For the singular of Master the apostrophe precedes the s: a master's degree in Computing Science.

PROBLEM SPELLINGS

Beware also problem spellings – below are just a few examples.

Liaise

Millennium

Practice – noun; practise – verb

Advice – noun; advise – verb

Effect/affect

Dependent/dependant

Stationery/stationary

Compliment/complement

College titles: Queens’, St Catharine’s

CONTACT DETAILS 

Postal addresses should be written in full, including the postcode.

Telephone, fax and textphone numbers should give the full dialling code. There should only be a space between the dialling code and the telephone number, for example 01223 333308. Where aimed specifically at an international audience the number should be in the international format, for example +44 1223 333308.

Email addresses should be sah66@cam.ac.uk, ie all lower case and the word Cambridge abbreviated. (Note the spelling of email.)

Web addresses should use the style www.cam.ac.uk ie do not use http:// at the beginning, unless the address doesn’t begin with www in which case http:// must be prefixed. A forward slash should only be used at the end of the address if it refers to a directory ie www.dfes.gov.uk/studentsupport/ (a forward slash should not be used if the address refers to a homepage ie www.dfes.gov.uk or if it is a specific document and therefore ends in .html or .doc ie www.dfes.gov.uk/studentsupport/update.doc).
