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Purpose of these Guidelines
When you write or edit text for the wide range of visitors to the Worcester State
University website—prospective students, students’ families, alumni, peer institutions,
prospective employees, and so on—it is important that you reflect the established
editorial style of our existing content. When you do, you reinforce the coherence and
integrity of WSU’s institutional messages and overall brand.
We’ve pulled together this handy guide to help you to create and revise content that
will increase understanding of and enthusiasm for Worcester State and its offerings.
Don’t hesitate to contact my office if you have any questions or suggestions.
Kim Caisse, Marketing Content Manager
kbrotherscaisse@worcester.edu
508-929-8428
Please note: This website content style guide is intended as a supplement to the
Worcester State University Quick Reference for Writers and Editors, updated September
2014, and the Chicago Manual of Style.
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What’s in a Name/The Institution

Worcester State University, Worcester State, and WSU are commonly used on our
website. When referring to the University for the first time on a Web page, use the full
name “Worcester State University.” Here’s an example from the Academic Support
Services page:
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What’s in a Name/The Institution
After the first appearance of the full name on a Web page, you should feel free to
abbreviate with “Worcester State” or “WSU,” just as you would in normal conversation.
If you adopt this style, it’s not necessary to insert the abbreviation “(WSU)” as part
of the first appearance of “Worcester State University.” Here are examples from the
Professional Development and Graduate Assistantships pages:
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What’s in a Name/Departments
When you refer to an academic department, the word “department” should
appear after the name of the academic discipline. “Biology Department” is correct;
“Department of Biology” is incorrect. Remember, too, that you should capitalize the
word “department” only when using it as part of a formal title. Always use lower case
when writing phrases like “Our department …” Note these examples from the Biology
landing page:
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The Worcester State University Voice
When you write or edit content for the Worcester State website, adopt
the established voice and tone of the site.

Voice

The preferred voice for the WSU website is first person and
conversational. It addresses the reader directly. Whenever possible,
use personal pronouns like “you,” “we,” and “our” rather than
third-person nouns like “the student,” “the university,” and “the
department.”

The following excerpt from the “Education Department” page
illustrates the voice and tone we’ve adopted for our website. The text
brings you into the picture in the first sentence with a direct address. It
identifies specific skills and capabilities you’ll gain and communicates
a sense pride in the department’s legacy.

Tone
To match the tone of the existing site, do your best to exhibit the
following characteristics:

• Friendly and welcoming: Web content plays a key role in

•

establishing and nurturing relationships with our readers—it
shouldn’t read like a research paper or an impersonal business
letter.
Smart and thoughtful: Your writing doesn’t have to be scholarly
or laden with technical terms to sound intelligent. Good Web
writing is clear, concise, and well organized.

• Inspirational: Let your passion for Worcester State show. When
you display enthusiasm for your topic, you will help create
excitement about WSU and inspire readers to act.
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Tips on Writing for the Web
When writing for the website, remember that the vast majority of readers will scan your
content rather than read it from start to finish. Consider who will be reading the page
and what information they will expect to find. Then make it quick and easy to locate.

Here’s how:

• Use plain English, simple wording, and short sentences.
• Keep paragraphs brief—one or two ideas and three to four sentences, at most.
• If you have more than three paragraphs, use subheadings to give readers signposts
as to what’s ahead and where to locate the information they need.

• When you want to express many thoughts related to a single theme, consider using
bullet points with one idea each for easy scanning.

• Create clear and concrete calls to action by beginning statements with active verbs
like “create,” “explore,” “discover,” “expand,” and “innovate.”

• Use numerals rather than spelling out numbers in most instances to allow for quick
scanning.
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Heading Styles

In the screen shot below, you’ll see three heading types—banner
headline (across the image), main heading (below the image), and
subheadings (in the main content). Your headings should conform to
the specific style requirements of each type.

• Banner headline—Start with an active verb and initial capital
letter and end with a period.

• Main heading—Use title case (initial capital letter for principal
words, lower case for articles, conjunctions, and prepositions) and
mirror the navigation label.

• Subheading—Use title case for proper names or program titles and
use an initial capital letter with no period at the end for the
remaining words.
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Special Points of Grammar,
Punctuation, and Formatting
Style guides may differ on the following points of grammar,
punctuation, and formatting. For the purposes of consistency, adopt
the following standards when writing for the WSU website.

Contractions

As a general rule, we prefer to use contractions like “you’ll” versus
“you will” and “we’re” versus “we are” in Web content because it is
more conversational. There are two exceptions to this rule. Avoid using
a contraction for the very first subject/verb combination on a page. For
example:

Compound words and phrases
Be sure to match the following forms:
• “health care” rather than “healthcare;” “health-care” when used as
an adjective

• “non-profit” rather than “nonprofit”
• “full-time program” rather than “fulltime program” or “full time
program”

• “part-time program” rather than “part time program”
• “4+1 program” and “4+1 option” rather than “4 plus 1 program”

At Worcester State University, we will strive to make sure your
student experience is fulfilling. On the WSU campus, you’ll be
sure to find everything you need for a successful academic
career.
Spell out any multiword compound verb that would be split by a
conjunction like “also.” For example, “you also will be learning” is
correct and “you’ll also be learning” is incorrect.
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Special Points of Grammar,
Punctuation, and Formatting
Punctuation

We use the serial comma when including three or more items in a list:

• Correct use: “We believe that services like tutoring, advising, and
computer training are vital to your success.”

• Incorrect use: “We believe that services like tutoring, advising and
computer training are vital to your success.”
Use the em-dash (a long unbroken line) to indicate conversational emphasis—and to get your attention when driving home a point.
Use the hyphen to show ranges of time (4-6 p.m.) and dates (November 7-10).

Spacing
Single spacing is universal on our site between a period and the first
word of a new sentence.

Bulleted lists
On the WSU website, we use two styles for bulleted lists. The first style
is a sentence fragment that uses an initial capital letter and no period.
The second style is a full sentence that uses an initial capital letter,
may include a colon, and ends with a period.
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We hope you’ll find these style guidelines helpful when you write or edit content for
the WSU website. As noted above, this guide is intended as a supplement to the main
University quick reference style guide and Chicago Manual of Style.
If you have questions that are not addressed in these guidelines, please consult the
Worcester State University Quick Reference for Writers and Editors, updated September
2014, or Chicago Manual of Style.
Don’t hesitate to contact my office if you have any questions or suggestions.
Kim Caisse, Marketing Content Manager
kbrotherscaisse@worcester.edu
508-929-8428

