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“If it sounds like writing, I rewrite it.” 

- Elmore “Dutch” Leonard, the late crime novelist described by The New York Times as a modern 

master, on one of his 10 rules for writing.  

Notes on Style   

This style guide has one purpose: to help the Los Angeles Unified School District present 

written information to the public in a clear, consistent manner.   

 

Weaving together elements from dictionaries, encyclopedias, grammar books into one, this 

style guide offers ideas on how to avoid jargon, clumsy sentences, garbled meanings and 

other barriers to what every writer seeks: clarity.  

The Internet has created a world where organizations no longer depend solely on the mass 

media to tell their story. Increasingly, organizations provide news directly to their audience, 

placing more importance than ever on style.   

This guide was cobbled together from the Associated Press Stylebook, which remains widely 

influential in newsrooms nationwide; and similar references from The Washington Post; the 

Los Angeles Times; The New York Times; federal and state government agencies; as well as 

historical guides from the L.A. County Office of Education and the District itself also 

provided key contributions.  

The Associated Press, the world’s largest news provider, gave its stylebook a wonderful 

mission: “To provide a uniform presentation of the printed word, to make a story written 

anywhere understandable everywhere.”   

  

The District faces a similar task—with a twist. The aim should be, “To make our story – the 

story of L.A. Unified – engaging to anyone, everywhere.”  

  

Help us achieve that goal. This is the second version of Style Matters, updated with new 

material. Please send questions, or ideas for improving the guide to 

communications@lausd.net.  

 

Editor’s Note –It’s worth noting that style is not so much a matter of right or wrong, but of 

preference for presenting information. This includes: spelling, word usage, punctuation, 

capitalization, taste, policy. The guidelines shown here should preserve a writer’s voice, 

ensuring clarity and consistency in meaning.  

Entries in this guide were listed in alphabetical order, and examples were placed in italics. 

Other information in bold was cross-referenced. If no explanation was provided, the entry 

exists only to show proper spelling. An appendix follows describing, in broader detail, 

terms related to gender and sexual orientation.  
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##  

  

  

3D, 4G – Skip the hyphen; a number and uppercase letter will do.  Use the same style 

when describing cellular networks.  

  

20-somethings – A description for someone in their 20s, but this style can apply to any 

group: 30-somethings and so on.   

 

24-7  

 

50-50   

 

911 call – Use in all cases for an emergency phone call. An alternative: called 911 or 

dialed 911.  

 

 

Aa  
 

  

a lot   

  

abbreviations, acronyms, initials – All writers strive to present ideas with enough 

clarity so that readers absorb the meaning on their first reading—not their second or 

third attempts. So, shun unfamiliar abbreviations in stories.   

Even when writing out a title and enclosing the initials in parenthesis, the reader still 

works harder than they should. This is especially true when two or three of these appear 

in the same article.   

  

Those who skim or scan paragraphs, particularly online readers, can easily miss 

something in parenthesis. And if the reader is tripped up, they’re probably lost for good.  

So, in all cases, avoid alphabet soup. A better idea: Spell out the full name of a program 

or an organization on first reference. Then, rather than using an abbreviation on the 

second mention, consider using a short description instead.   
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For instance, United Teachers Los Angeles could be called on second reference the 

teachers’ union; Common Core State Standards could be cited as the common core 

rather than CCSS. For the U.S. Department of Education, use the education 

department.   

  

The same holds true when mentioning the District. Spell out the name on first reference, 

then use alternatives after that: L.A. Unified (note the periods), the District (uppercase 

letter) or L.A. Unified or L.A. schools or L.A. school district. See Los Angeles Unified 

School District.  

  

Some abbreviations or acronyms, however, are well-known, like FBI, NFL, NASA; Note 

that periods are not needed with uppercase letters, unless a city or nation is stated, like 

L.A. or U.S.. Abbreviations that use lowercase letters will more likely need periods: For 

instance, a.m., p.m.  

If writing for a specialized audience, initials or acronyms may be appropriate. Certainly, 

they are more likely to be familiar with industry terms. After spelling out the title on first 

mention (and initials placed in parenthesis), then abbreviations may be effective on 

second reference for a well-versed crowd.   

  

But that’s rarely the case for a lay audience. So avoid using initials, acronyms or 

abbreviations that are unfamiliar to them. (Keep in mind, in Los Angeles County alone, 

there are more than 70 school districts.) Instead, spell out the terms and try 

descriptions.   

  

The upshot: A reader will be more likely to stick with a story, and more importantly, 

absorb the message that goes along with it.   

academic decathlon – A  contest between school teams that typically focuses on a 

single academic theme. These events could be described with the shortened name 

AcaDeca, but for a general audience that may come across as jargon. Consider using, on 

second reference, “decathlon” or “contest” or other common word that conveys 

“competition.”  

academic degrees – Try to avoid using abbreviations for degrees. Preferred: Robert 

Washington, who has a doctorate degree in education, spoke at the seminar. Or: Julio 

Jimenez has a bachelor’s degree in mathematics. Or: Sharon Qin, who has a master’s 

degree in science, teaches high school chemistry. Or: John Doe, who has a bachelor of 

arts degree from Pepperdine University, has been hired as a teacher. 
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If the individual prefers, then use Dr. for those with a doctorate degree but using the 

word is preferred to an abbreviation. Otherwise, some people might confuse the 

degree with a medical doctor. See bachelor’s; master’s; doctorate.  

accent marks – Use these or a tilde, particularly where appropriate in names. Omit 

from headlines if all capital letters are used.  

 

acquit, not guilty, innocent – When writing about a court case, use not guilty, which 

has a clearer meaning than innocent. For one thing, a person legally pleads not guilty, 

rather than innocent. Innocent implies that an individual did nothing wrong.  For these 

reasons, stick with not guilty.   

Another option is the word “acquit.” For example: He pleaded not guilty. Or, the jury 

found her not guilty. Or, the jury acquitted him of charges.  

 

acronyms – See abbreviations, acronyms and initials.  

 

actor – A word that describes either males or females.  

  

addresses – With numbered addresses, abbreviate avenue, street, or boulevard, as well 

as compass points. Correct: 333 S. Beaudry Ave. Add a comma, and specify floor if 

necessary.   

  

Also, spell out similar words, such as drive, road or terrace, alley, as those may be less 

familiar to readers. Correct: 1267 W. Mulholland Drive.   

  

Without a numbered address, then spell out passageways: A parade along South 

Figueroa Street draws thousands of fans when the Lakers win a championship. Or: 

The coffee shop is located near Wilton Avenue and West Sunset Boulevard.   

  

If citing a pair of street names, then lowercase the street: Several tall buildings populate 

Hope and Grand avenues.   

  

Also, spell out numbered streets, first through ninth, and use figures with two letters for 

10th and above. For instance, 1731 E. 120th St., or, if there is no numbered address, East 

120th Street.   

On media advisories and news releases, use state postal codes to complete an out-of– 

state address. When citing examples that involve California cities, a description only 

needs the city and zip code. For instance: 14350 Rosecrans Ave., Bellflower 90706.  

adopt, approve, pass, enact – Resolutions and amendments can be adopted or 

approved; bills are passed; laws are enacted.  
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adverse, averse – Adverse means unfavorable, while averse means opposed.   

  

Correct: They assured every parent that, despite adverse weather conditions, all 

students were safe. The mother felt averse to her child playing football.  

affect, effect – Affect means to influence. But effect means, as a verb, to cause or, as a 

noun, a result.   

  

His lack of sleep from the previous night affected his test score.  The school’s policy had 

little effect on littering. The effects from the car crash caused him to take aspirin for 

two consecutive days.  

  

African-American – Hyphenated with two words. Can be used to describe any person of 

African descent who is American, for native-born or immigrant. Black also is acceptable. 

This identification, as in all cases involving race and ethnicity, should be used only when 

essential to the story’s meaning. In all cases, follow the individual’s preference for racial 

identification. See black.  

  

afterschool    

  

afterward – No such thing as afterwards, so drop the ‘s.’  

  

ages – Always use figures. The girl is 6 years old. The man is in his 60s. Use hyphens if 

the age comes before a person, place or thing: The 6-year-old boy attends Gratts 

Elementary School. Or: The 8-year-old boy has a brother, who is 13 months old.  

all right – Avoid using alright, which when spelled this way—despite being correct— 

may confuse readers.  

  

all — Use a hyphen with this prefix: all-star, all-clear, all-weather.  

 

all time, all-time – Using a hyphen depends upon whether the word is used as a noun or 

adverb. For instance: The number of students who passed the standardized test rose to 

an all-time high. Many considered the latest results as the greatest of all time. Also, 

avoid the redundancy all-time record. See redundancies.  

  

allege – This word, and similar ones, like accuse, arrest or indict may cause readers to  

doubt an individual unfairly. In order to prevent confusion, make clear that actions were 

only alleged to have occurred. Correct: John Doe, accused of stealing computers from a 

classroom, is expected to appear in court tomorrow.  
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Avoid writing, “Accused thief John Doe…” Also, try to prevent redundancy. Correct: 

“The district attorney accused her of taking a bribe.” Wrong: The district attorney 

accused her of allegedly taking a bribe.   

In other cases, use allege in the right place. Wrong: The teenager stole the purse from 

an alleged department store. Correct: The teenager allegedly stole a purse from a 

department store.   

  

allude, refer – Allude means to speak of something without specifically mentioning it.  

To refer means to mention something direct. 

 

alma mater – Lowercase both words in all cases.  

alumnus, alumni, alumna – Use alumnus when describing a man who attended a 

school; use alumna for similar references to women. And try alumni when referring to a 

group of men and women. If it is unnecessary to distinguish by sex, then graduate is 

always appropriate.  

 

a.m., p.m. - Lowercase with periods between the letters.  

 

Amber Alert – A technique used to rapidly publicize news about a child’s 

disappearance. Capitalize both words.  

 

among, between – In most cases, use between when writing about two parties; among 

when writing about three or more.   

 

He stood between his two best friends, Steve and Rob. Or: His test scores stood out 

among all ninth-grade students. Or: Negotiations have begun among the district and 

unions that represent teachers, principals and truck drivers.   

 

ampersand – A symbol for the word and. For instance: The Office of Communications 

& Media Relations.  

 

annual – Only use when an event occurs for the second consecutive year. So, avoid 

writing first annual. (leave out annual and call it the ‘first.’) The same rules apply for 

anniversary.  

 

another – Often confused as a synonym for more or additional. This word refers, 

however, to a duplicate quantity. Such as: I ate another 10 cookies. Or: She finished 

another 10 math problems.   
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Wrong: In all, 50 students completed the assignment, and another 10 failed to finish. 

Correct: In all, 50 students completed the assignment, and 10 others failed to finish.  

anti- Hyphenate in all cases, except for several words that have their own meanings. For 

example, antidote, antiseptic, antiperspirant, antidepressant, antihistamine.  

 

anticipate, expect – Anticipate means to prepare for something; expect does not.   

The teacher expected her students to be polite. She anticipated asking those who were 

impolite to remain after class for a short lecture on civility.  

anymore, any more – Typically two words unless expressing time in a negative fashion. 

Do we have any more reams of copier paper? We do not follow those guidelines 

anymore.  

 

anyone, any one – Anyone means any person in a group; any one means any 

individual. Does anyone know where there’s more notebooks? Any one completing an 

essay on the environment and in high school is eligible for the contest. approve, adopt, 

pass, enact – See adopt.  

 

apostrophe – This punctuation has three purposes. To show 1. Omission of numbers, 

Class of ’89, or He was born in the ’70s.; 2. Contractions: don’t, won’t, can’t; or 3. 

Possession. Possession can be expressed in many ways.  

 

Add an apostrophe if none exists to show possession. The children’s theater.  

Add only an apostrophe to a noun that ends in ‘s.’ The United States’ positions on Syria.  

  

Add an apostrophe ‘s’ to singular proper names ending with ‘s.’ James’s, Charles’s, 

Arkansas’s football team or Kansas’s wheat crop.  

 

Use an apostrophe to show common possession. This is Steven’s and Kellie’s school. Or, 

to show separate possessions, try: These are Steven’s and Kellie’s toys.  

 

app – A popular abbreviation for what’s known as an application. These are a program 

that run inside another service, like a smartphone, an iPad or another other device. App  

is well-known enough to use on second reference.  

Adopt, approve, pass enact -   

 

arrest – Avoid using the word by itself when related to a criminal case. Instead, write 

“arrested on a charge of killing…” or “arrested on suspicion of…”  

 

Asian-American – A term that broadly describing people with ancestry originating in 
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Asia but live in the U.S. This identification should only be used when essential to the 

story’s meaning. As in all cases involving race and ethnicity, always follow the 

individual’s preference.  

Note that some people of Asian descent may prefer Asian-American/Pacific Islander. If 

so, then please use those terms.   

 

Assembly – Capitalize this word on first reference when referring to the California 

Assembly, or the state Assembly. The Assembly, with an uppercase letter, is suitable for 

subsequent references.  

 

For those who serve in the Assembly, refer to them as: Assembly Speaker John Perez of 

Los Angeles; Assemblyman Donald Wager of Irvine; Assemblywoman Norma Torres 

of Pomona. See legislative titles.  

 

assistant – Do not abbreviate when part of a formal title. Assistant Superintendent 

John Doe manages the Office of School Endeavors.   

 

association – Do not abbreviate the word when part of a formal name. Example: 

National Education Association.  

 

assure, ensure, insure – Ensure has a similar meaning to guarantee; insure is best 

used for insurance references; assure means to give confidence.  

at least – Use this expression when a final figure may not be known, but a smaller, more 

conservative number is. Correct: The principal expected at least 40 parents to attend 

the meeting. Or: At least four students were injured, but none were hurt seriously.  

  

attorney, lawyer – The words, in common usage, can be synonymous, though in 

technical terms, they can have different meanings. An attorney can act on someone’s 

behalf. A lawyer has a license to practice law in a court system. See lawyer.  

  

Avenue, Street, Boulevard – Abbreviate only as part of a numbered address. For 

example: 333 S. Beaudry Ave. Note: Always spell out Drive or Terrace. See addresses.  

  

awhile, a while – Awhile generally means for a short period; a while indicates a longer 

duration of time. The word while means for a period of time.   

  

Examples: The student asked the teacher to stay awhile until her parents arrived. The 

principal’s interim tag was removed, meaning he will stay a while at the school.   
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Bb  

  

baby boomer, baby boomers – A term that describes a large increase in births. In the  

U.S., the last baby boom occurred in the mid-1940s to the early 1960s. Most 

demographers generally define those years as from 1946 and 1964 as the “baby 

boomers.” No hyphen used in the term.     

  

bachelor’s degree  – See academic degrees.  

  

back-to-school, back to school – Use hyphens when modifying a word; otherwise 

omit them. For example: She bought her son new pencils at a back-to-school sale. Or: 

Her daughter goes back to school on Tuesday.  

  

backward – Avoid writing backwards, which seems to exist in speech but not always in 

the dictionary. If erring on the said of caution, skip the ‘s.’ See toward or upward.  

  

beside, besides – Beside means next to; besides means in addition to. My best friend 

sat beside me during the bus ride. Three people besides Susan bought raffle tickets.   

  

best-seller, best-selling   

  

between, among – In most cases, use between when writing about two parties; among 

when there are three or more.   

  

Correct: The student stood between his two best friends, Steve and Rob. Or: His test 

score stood out among all ninth-grade students. Or: Negotiations have begun between 

the district and unions that represent teachers, principals and truck drivers.  

  

bi – In general, no hyphen: bilingual, bipartisan. See prefixes.  

  

billion or million – Always spell out with a numeral. For instance: The department’s 

budget grew last year to $1 million. The district’s annual budget now exceeds $6 

billion.  

  

birth date – Use two words, instead of one.  
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biweekly, bimonthly, biannual – Try to avoid using these terms that often confuse 

readers. Instead, use a few more words for clarity’s sake: every two weeks; every other 

year; twice monthly, or others.  

  

black – When using a social system of racial classification, this term relates to those 

with African ancestry. The term African American also can be used as a substitute for 

native-born blacks, but technically applies to a broader range of people, including 

immigrants. Such identification, as in all cases involving race and ethnicity, should only 

appear when essential to the story’s meaning and should follow the individual’s 

preference for identity. See African Americans.  

  

Bluetooth – Typically, a wireless headset or device enabling someone to operate a 

smartphone or cell phone without using their hands.   

  

Board Member – Use the title on first reference for the elected representatives who set 

District policy, paired with their first and last names. It is a style unique to L.A. Unified. 

Correct: Board Member Jane Doe. When including the president or vice president of the 

board, use their title, such as Board President Dr. John Smith  

  

On second reference, use titles with last names. In a news release, if quoting board 

members in a news release, quotes should be placed in order following this protocol: the 

president, vice president, superintendent, and the other board members.   

  

boy/girl – Use boys or girls when referring generally to students in middle school or 

younger. By high school, it is best to use teens, youths, or young man or young men; or 

young woman or young women. See teenager.  

  

Beaudry Building – Always capitalize the term as part of a proper name. For example:  

the Beaudry Building. See district headquarters.  

  

Cc  
  

 

California – Use state names for cities outside of California only. Correct: Inglewood 

Incorrect: Inglewood, California. For addresses, use city and postal code: 333 S. 

Beaudry Ave., Los Angeles 90017.  
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City names of well-known metropolitan cities stand alone: Cleveland, Dallas, Chicago; 

abbreviate state names only for small and mid-size cities: Ann Arbor, MI, College 

Station, TX; Madison, WI.  

  

California Highway Patrol – Always capitalize on first reference. On second reference, 

use the “highway patrol,” or the “patrol.”  

  

capital, capitol – Capital indicates a city that serves as the seat of government. Also, the 

word conveys wealth through money or property owned. Capitol, on the other hand, is a 

building where state or federal representatives meet. Or, Capitol Studios is the name of a 

landmark building in Hollywood.  

  

capitalization – Uppercase first letters for names, places or things: Joe Johnson; Alta 

Loma Elementary School; Common Core State Standards. In general, lowercase 

common nouns on second reference: the street; the ocean; downtown; Third and 

Fourth streets; Mar Vista and Manchester elementary schools. 

 

One exception: the District, which on all repeated mentions, is uppercase. (It is a quirk 

in District style.) Shortened names of one-of-a-kind events, such as AcaDeca, which 

stands for an academic decathlon, should be capitalized, if used.  

  

In headlines, every word at the beginning of a line and all words overall except a, an, if, 

by, the, to, of, and, but, off, on, in, as and for. See headlines; Los Angeles Unified 

School District.  

  

cell phone – Use two words, rather than one. See smartphone.  

  

chairman, chairwoman, chair – Capitalize as a title before a name on first reference.  

Chair is the preferred, nonsexist term. However, defer to the individual’s preference or 

note the title given on a webpage that represents the organization or company. See 

gender neutral.  

   

check-in, check in – If used as a noun or adjective, then use a hyphen. Otherwise, use 

two words with no additional punctuation needed. For example: Please check in with 

the principal before going anywhere else on campus.   

  

When used as a verb, and followed by “at,” “to,” “with” or other preposition, then 

hyphenate the two words. All visitors must check-in at the principal’s office.  
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chief – Capitalize titles when preceding a name. Los Angeles School Police Chief Steve 

Zipperman. Always lowercase titles when they appear after the name. Or, Steve 

Zipperman, chief of the Los Angeles School Police. See titles.  

  

children – It’s typically fine to call children 15 or younger by their first name. For those 

16 or older, use last names unless the story includes siblings or a family where the last 

name pertains to several people. In those cases, use first names. See boy, girl.  

  

child care   

  

city – May require an upper or lower letter depending upon how the word is used.  

Capitalize if part of a formal name: Cathedral City; Windy City. Also, uppercase when 

part of a formal title, like City Councilmember Jane Doe.   

 

Lowercase any description that uses “city of.” For instance, the city of Gardena. 

  

City Hall – Call it Los Angeles City Hall. On second reference, just use city hall with 

lowercase letters.  

  

clauses (essential and non-essential) – Both types of clauses provide additional 

details. The difference is: The essential clause, if eliminated, alters interpretation of a 

sentence. For instance: The teacher that helped Julia understand her math homework 

also aided Jeannette with hers.  

 

The non-essential clause, if cut, does not change the meaning. Example: John Smith 

,who is wearing glasses and sitting in the front row, enjoys reading. (The sentence is 

still coherent without the underlined clause.)  

  

Keep in mind, commas should set off nonessential clauses but no commas are needed 

for essential clauses.  

  

co- Use the hyphen for indicating status or occupation: co-author, co-sponsor, co-host; 

In other cases, use no punctuation: coed, coexist, coordinate.   

  

coast – Always lowercase when describing the shoreline: Pacific coast; But always 

capitalize when referring, in general, to a well-known phrase: West Coast.  

  

colon – The colon gives emphasis to the material that follows by causing readers to take 

a longer pause. This is useful, in particular, with a list. He made three key points: A; B; 

and C.   



15  

  

 

Or, when a writer wants a reader to focus on a key point. He had one goal: a baseball 

championship.   

 

Capitalize the first word after a colon if a common noun or the start of a complete 

sentence. He promised this: The company’s profits will rebound next year. Otherwise, 

use a lowercase letter as in the earlier example. He had one goal: a winning season.   

  

collective nouns –Nouns that are singular require a singular verb and pronoun, even if 

the person, place or thing includes more than one. For instance: a herd of cattle is 

singular, as it denotes only one group.   

 

Correct: His science class is going on a field trip. The committee will vote tomorrow. A 

crowd of students is walking to the museum.   

  

But other examples of these nouns are plural in form take plural verbs. The Detroit 

Tigers are in first place. The LAUSD/All-City Jazz Band perform tomorrow night at 

the Hollywood Bowl.  

 

Team or group names without plural forms still require plural nouns. The Miami Heat 

are playing the Indiana Pacers for the conference championship.   

 

In essence, the key for determining collective nouns is: do the words form a collective 

group or do they describe a single unit? See data  

  

college admission tests – Since such descriptions are fairly well-known, use initials 

for SAT, ACT and similar college-entry tests. To be sure, provide readers with some 

general reference for the initials, to reduce any hesitation on their part.   

  

For instance: A rising number of Los Angeles Unified School District seniors have taken 

SAT’s, the rigorous College Board exams commonly used by universities to determine 

admissions.  

 

For Advanced Placement, spell out on first reference, and place the phrase in context so 

that readers can quickly grasp the meaning. Then, abbreviate on second reference.  

  

collide, collision – This word indicates that two objects were in motion and crashed. 

Correct: A pickup truck collided with a car at a busy intersection yesterday, but no one 

was hurt. Incorrect: A car collided into a parked camper yesterday, but no injuries 

were reported.  
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comma – The comma separates words or phrases and clarifies text. It tells the reader to 

pause, but not to stop. For this reason, it’s often helpful to read text aloud to determine 

where commas should be placed. Nonetheless, commas are often overused. Consider 

these guidelines.   

  

In a simple series of three or more, use a comma like this: A, B and C. The student 

studied science, math and geography for homework. Or: She ate tilapia, salad and rice 

for dinner. 

  

But when clauses turn more complex, then use an extra comma after the second item to 

ensure clarity, like this: The coach needed to learn during tryouts whether the athletes 

were skilled enough to play football, tough enough to endure a grueling schedule that 

stretches to nine months per year, and strong enough to compete on the playing field 

and in the classroom.    

 

Commas, when paired with quotes, also set off attribution that makes clear who’s 

quoted. Consider this example of an indirect quote or paraphrase:  The car, Jimenez 

said, was silver, not gray.  

  

Commas also separate schools and addresses: Hollywood High, 1521 N. Highland Ave.; 

Grape Street Elementary, 1940 E. 111th St.; and Soto Street Elementary, 1020 S. Soto  

St.  

  

Separate independent clauses in the same sentence with commas: Paul skipped lunch, 

and he went home. But if there’s a compound verb, the comma is not needed. Paul 

skipped lunch and went home.  

  

company names or products – A company’s formal name should be used on first 

reference. For public companies, check the New York Stock Exchange, www.nyse.com, 

or NASDAQ, www.nasdaq.com.   

  

For privately-held companies, always check the corporation’s website, and follow their 

spelling style. For instance, iPod, YouTube, eBay, MasterCard. FedEx, Yahoo!, 3M. (No 

trademark symbols ever needed.)   

  

Also, if a company uses all capital letters, then uppercase only the first letter and 

lowercase the others. So, turn the retailer STAPLES into Staples.  

  

Common Core State Standards – Capitalize the phrase that describes a new set of 

standards for reading and math, adopted by 45 states and the District of Columbia. 

Those standards, called the Common Core, mark the first time a near-national 

http://www.nyse.com/
http://www.nyse.com/
http://www.nasdaq.com/
http://www.nasdaq.com/
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consensus existed on what students should learn in math and language arts from 

kindergarten through 12th-grade.   

  

On second reference, use common core or common standards with lowercase letters.   

  

compared to, compared with – Compare to shows similarities, while compare with 

emphasizes differences.  

  

compass points – For the most part, lowercase compass points, for example:  Carson 

is south of Los Angeles. Or, lowercase the compass point when referring to a general 

area of Los Angeles, by geography, like northeast Los Angeles, or southeast Los Angeles 

County.   

  

But capitalize when describing a specific region, as in West Coast, Midwest cities or a 

Southern accent. Also, uppercase well-known descriptions like East Los Angeles; South 

Los Angeles; the Westside.  

  

Also, capitalize the term when referring to a specific region, as in West Coast, 

Midwestern cities or a Southern accent. Or, uppercase well-known geographic 

descriptors like East Los Angeles; South Los Angeles; the Westside.  

  

compliment, complement — A compliment expresses praise. A complement completes 

or makes whole.  

  

composition titles – Capitalize the main words, including the, a or an, if appearing at 

the beginning of the title and use quotation marks. “All Blues,” “Charlotte’s Web,” “The 

Today Show,” “Lincoln.”   

  

Keep in mind, when listing several works in a row, commas, periods and other 

punctuation goes inside the quotation marks.  

  

continual, continuous – Continual means a steady, enduring repetition. The office 

phone rang continually today.  The word continuous or continuously, however, means 

uninterrupted. Continuous rain this afternoon led to cancelling the outdoor festival.  

  

contractions – These require an apostrophe to replace omitted letters (for example: 

can’t, don’t, won’t) that reflect informal speech patterns. They convey an informal tone 

in feature stories, but may not work as well for urgent news.  

 

convince, persuade – Convince is a state of mind. He was convinced she told the truth. 
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Persuade, on the other hand, includes action or to do something. Based on what she 

knew about high blood pressure, Mary persuaded herself to get a physical.   

  

cop – A reference best used in casual or light stories, perhaps. In a news release that 

contains serious themes, it is better to say police officer rather than cop. See gender 

neutral.  

  

council, counsel – A council is a group of people who discuss topics, and typically are 

elected or appointed to act in an official capacity. Counsel, on the other hand, is advice 

or guidance.  

  

counter – In general, this term requires no hyphen when paired with other words. For 

example: counteract, countercharge, counterintelligence.  

  

county – Capitalize when part of a proper name: Los Angeles County, or when part of 

agency name, Los Angeles County Sheriff’s Department.   

  

Then, lowercase the word if referring to a county without using the full name, like this:  

The county Department of Social Services, or on second reference as “county.”   

  

If a news release contains more than one county, then refer in general, as a plural: 

Students in Los Angeles and Orange counties... (note the word in lowercase form.) Or, if 

mentioning two counties, but at different times in the news release, then use the formal 

name throughout on each reference.   

  

criteria, criterion – Criterion is the singular form of criteria.   

  

Example: The first criterion for success in school is understanding the material. Or: 

Seven criteria drive student success in school, the author said.  

  

crowdsourcing – A method for seeking ideas from other people online.   
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Dd  
  

  

dash – The dash often is confused with the comma. While the latter mark tells readers 

to pause, the dash, when properly used, indicates an abrupt change or a long pause in 

thought.   

  

Example: He will replace his laptop—if he gets a raise. Or: The teacher spoke to the 

parents about their son’s behavior on three occasions – each session lasting an hour or 

more.   

  

In datelines, the dash comes after the city name.  

  

data – This word indicates a plural, but how it’s used, may refer to a whole unit or 

individual items.   

 

For instance: Much of this data is specific, making it useful. . (This example 

describes a single unit of data.)  Or: The data was collected over the entire school 

year. (This indicates a collective amount of information, making the usage plural.)   

 

In addition, the word data is often overused, so consider using another word.. Other 

options include: information, numbers, survey results.             

  

datelines – Use all capital letters, followed by a dash for news releases. No state 

abbreviation needed for Los Angeles. The dash is placed after the city name. Example: 

LOS ANGELES -   

  

daylight saving time – Lowercase at all times. Note there’s no ‘s’ at the end of saving.  

  

days of the week – Spell out days of the week even when paired with a numerical date, 

like this: Monday, Jan. 26, 2013.   

  

Abbreviate January, February, August, September, October, November, December, 

using the first three letters followed by a period.   
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Otherwise, spell out months with five letters or less. Also, if part of a tabular setting, 

abbreviate with the first three letters, such as Mon., ending with a period.  

  

decades – Use an ‘s’ to indicate years in plural: the 1990s, for instance. Or, include an 

apostrophe to indicate years that have been left out, like this: the ‘60s.  

  

defense attorney – Lowercase unless used at beginning of sentence. See 

attorney/lawyer.  

  

differ from, differ with – Differ from means to be unlike. Differ with means to 

disagree.  

  

digital divide   

  

dilemma – A dilemma is deciding between two unappealing choices.   

  

dimensions – Use numerals for measurements. For example: The classroom is 35 feet 

long, by 30 feet wide and 11 feet high. It contains more than 1,000 square feet of space.  

  

disabled – Those who are disabled, generally don’t like to be known as handicapped. 

It’s better to use the word disabled or specify what causes them to be disabled. Try not 

to make their condition seem as though it’s somehow limiting their life.   

  

For instance: Rather than write, “Robert is confined to a wheelchair,” instead write  

“Robert uses a wheelchair.”   

  

disburse, disperse – To disburse means to pay out. To disperse is to scatter.  

 

District – No other word in the stylebook created as many questions as this one. Should  

the word, when referring to L.A. Unified, appear with an upper or lowercase letter?   

  

Typically, the print media uses a small letter on second reference for this word in context 

to L.A. Unified. But many employees capitalize the letter, something that’s been done for 

years.  

  

The preference is to lowercase the word, but most important is consistency. In this case, 

whether the word appears in upper or lowercase form, the meaning clearly refers to L.A. 

Unified.   
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District headquarters – The official name for L.A. Unified’s main office is the District 

Administrative Headquarters. Few people refer to it in those words, though. Most say  

the Beaudry Building, which is fine for internal documents, or even use District 

Headquarters.   

  

In general reference, it may be better to use additional language that makes clear the 

Beaudry Building is the District’s main office. Example: The District’s headquarters, 

known as the Beaudry Building, is a 29-story high=rise in Downtown Los Angeles.  

  

district pronouns – When referring to the district, use pronouns such as it and its. The 

district expects its student graduation rate to rise next year. Other acceptable pronouns 

include we, us, our and ours.  

 

For instance, Our revenues per student are expected to increase each year until 2020. 

Or, pronouns can be scuttled altogether. The district expects student graduation rates 

to rise next year.  

  

districtwide - See entry for -wide   

  

doctorate degree – See academic degrees.  

  

do’s and don’ts – Note the apostrophes.  

  

drop out (verb) dropout (noun) – Both refer to leaving school without a diploma, but  

using one word or two depends upon usage. He dropped out of high school. The former 

dropout now has a doctorate degree.  

   

due to – Because is often preferred to this phrase—in part, it’s shorter. Moreover, due to 

is best referenced when dealing with payment or time, like this: He paid the amount due 

to the company. Or: The bus is due to arrive in 10 minutes.   

 

Otherwise, try the word ‘because.’ Correct: The school’s power went out for nearly an 

hour because of a glitch.  (not due to a glitch.)   
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 Ee  

e.g., i.e., ex. – A set of initials that sometimes causes confusion for writers and readers. 

These abbreviations may be worth using for internal audiences, but not for a general 

one. Nonetheless, it’s worth noting that e.g. means for example, while i.e. means in 

other words, or further clarification. Ex. is another abbreviation for example.  

  

Correct: The class played games at recess that have delighted children for decades, e.g. 

four-square, kickball and duck-duck-goose. (Ex. also can be a substitute for e.g.) Or: 

She enjoys board games, i.e., Life, Monopoly, Risk. (Using i.e., in this case, suggests she 

enjoys only these board games.)  

  

either– meant to indicate one or the other, but not both. Wrong: Parents parked on 

either side of the street. Right: Parents parked on both sides of the street. Right: 

Students can choose either an apple or an orange for a snack. Right: Students may 

complete their assignment using either a blue or black ink pen.  

  

email  

  

election returns – Use figures to count votes. Example: John Smith received 4,234 

votes to 3,229 for his opponent, Henry Jones.  

  

elected representatives – See legislative titles  

  

emigrate, immigrate – To emigrate means to leave a country permanently. To 

immigrate means just the opposite, that is, to move permanently to a country.   

 

enact, adopt, approve, pass – See adopt, approve, enact, pass.   

  

e-reader, e-book reader – A device that displays electronic books, such as Amazon’s 

Kindle. Use a hyphen for this word.  

 

ensure, insure, assure – Ensure has a similar meaning to guarantee; insure is best 

used for insurance references; assure means to give confidence.  

  

everyday (adj.); every day (adv.) – These words are easily confused. Here’s a tip: 

“Everyday” often is used to convey something “ordinary,” “usual,” or “normal,” like this: 
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I wore my everyday jeans to the restaurant. Or: “My everyday routine eating 

breakfast.” 

 

But use two words when expressing a phrase of something that happens each day, for 

example: The donut shop on the corner is open every day. Or: I drink orange juice 

every day. 

 

ex. – See e.g., ex., i.e. A set of initials that sometimes causes confusion for writers and 

readers. These abbreviations may be worth using for internal audiences, but not for a 

general one. Nonetheless, it’s worth noting that e.g. means for example, while i.e. means 

in other words, or further clarification. Ex. is another abbreviation for example.  

  

Correct: The class played games at recess that have delighted children for decades, e.g. 

four-square, kickball and duck-duck-goose. (Ex. also can be a substitute for e.g.) Or: 

She enjoys board games, i.e., Life, Monopoly, Risk. (Using i.e., in this case, suggests she 

enjoys only these board games.) See e.g., ex., i.e. 

 

exclamation point or mark – Indicates surprise or strong emotion, which should be 

reflected in word choices, not solely by this punctuation mark.   

  

In general avoid using in news releases, but can be effective elsewhere, if used sparingly. 

Also, these punctuation marks always are placed within, not outside of, quotation 

marks. “Look!,” she said. “There’s Beyoncé!” Or, “Stop!” the police officer said. Or, “I did 

it!” she said.  

  

  

Ff  

Facebook – The largest of the social networking websites often used to keep in touch 

with family and friends. Businesses also use the social media tool to talk directly with 

those who want to create a dialog or learn more about the company. Always uppercase 

the first letter in all references.  

  

farther, further – Farther relates to distance; further means to a greater extent. 

Examples: After riding a half hour on a transit bus, we still had 18 miles farther to go 

before reaching the museum.  Or: The principal told us further details on the 

standardized test would be told next week.   
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Federal – Capitalize this word when part of a formal name. Otherwise, it should appear 

in lowercase letters.  

  

fewer, less — Use fewer when referencing the number of people; typically choose 

less for items of bulk or quantity. For instance: Fewer people turned out for the 

fundraiser than expected. The school, as a result of budget cuts, received less 

than four boxes of paper.  

  

firefighter – This is preferable to writing fireman. See gender neutral.  

  

flashmob – A group of people who assemble in a public place for a single purpose. For 

example, a group may dance in unison.   

  

flaunt, flout – To flaunt is to display oneself in a bold fashion. To flout is to treat  

with scorn or contempt.  

  

flounder, founder – Founder means to sink or fall down. Flounder means to  

struggle.  

  

follow, friend, like – These actions demonstrate ways of staying connected with others 

on social media websites, Facebook and Twitter.   

  

On Facebook, a person can friend or like someone else, allowing them to receive news 

from that person. Twitter features a similar option, allowing users to follow another 

person or to have followers. For these words, (follow, friend, like,)  use quotation marks. 

See Facebook, Twitter.  

  

former – Once a person leaves a position, do not capitalize a title if preceded by 

former. Example: Ramon Cortines, the former superintendent of Los Angeles Unified 

School District, attended the fundraiser.  

  

When referring to a previous tenure, sometimes to avoid writing an awkward sentence, 

it may be better to leave out the word former. An alternative: In 2010, then 

Superintendent Jane Doe urged state lawmakers to spare District budgets from 

further cuts.   

 

Fourth of July or July Fourth  
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fractions – Always use a figure when describing amounts of less than 100 percent, like 

this: 44 percent.   

  

If rounding, then use a hyphen connecting the two words. For example: four-fifths, 

three-fourths.   

  

Another thought is to convey common meanings through words rather than numbers. 

Reader’s eyes can glaze over quickly with too many numbers in a story. Avoid that 

problem by using one-half, one-quarter; or one out of four or five out of six to explain 

quantities   

  

A writer can say 0.4 percent, or better yet, round off by describing as less than 1 percent.  

 

freeways – Refer to local freeways by number, rather than by name, as people do in 

conversation. There is the 405, 10, 91, 110, 210 and others.   

  

For example: The 405 Freeway was congested this morning. (See the uppercase letter 

in freeway.) Or: Sections of the 405 and 710 freeways were repaved last month. (Note 

the lowercase letter when describing two or more freeways.)  

  

friend, like, follow – See follow, friend, like; Facebook; Twitter.  

  

full-time, full time – The hyphen depends upon how the word is used. As an adverb: He 

works full time on classroom instruction. As an adjective: She holds a full-time job as a 

teacher.  

  

Fundraiser, fundraising   

 

 

Gg  
 

  

gay – A term best used to describe a person attracted to a member of the same sex, 

especially a male. For women, lesbian is the preferred description. Before using this 

term, always defer to how a person wishes to be identified. As with matters of race, 

sexual choice should only be included when essential to the story. See Appendix   

  

GED – These letters stand for general educational development test, which measures 

whether a student’s academic skills have reached high school equivalency.  In 
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referencing this achievement, keep in mind a student does not have a GED. Instead, say 

this: John Ford received his GED certificate, the equivalent of graduating high school, 

in May.  

  

gender neutral – Writing without using gender titles.  

  

Some examples: business executive rather than businessman; council member instead 

of councilman; firefighter instead of fireman; letter carrier rather than mailman; 

reporter instead of newsman; police officer over policeman; flight attendant rather than 

stewardess; humanity or humankind rather than mankind; handmade or machinemade 

instead of manmade.  

 

Sometimes an individual may have a preference, and if so, then either choice can be 

correct, for instance: Board Chairman Jane Doe or Board Chairwoman Jane Doe.  

  

Keep in mind that some words that end in man, like freshman, but have no connotation 

to males, describing equally women, as well as men.   

  

Also, avoid mentioning gender with occupation unless necessary: a male nurse; a 

female truck driver. (For a broader look at gender, see appendix) 

  

goodbye   

  

google, googling, googled – A verb describing a user looking up information on the  

Internet, using the search engine ‘Google.’  

  

government – Lowercase in all cases and never abbreviate in text.    

  

governmental agencies – Always capitalize the full, proper names of any governmental 

agency on first reference. The Los Angeles Police Department; Los Angeles City Council; 

Los Angeles City Board of Education, U.S. Department of State. Then, lowercase further 

mentions, like this: the police department, the city council, the school board, the state 

department.  

  

governor – When used before a name, abbreviate the term: Gov. Jerry Brown. On 

second reference, as with most titles, use the last name alone.   

  

Otherwise, lowercase the word when used without a name. For example: The 

governor, who visited Palmdale today, did not remark further on his proposal for 

public school funding.  
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grades – To be clear, use words rather than symbols, in these cases. For instance: B-

plus or B-minus.  

  

grade levels – Spell out first grade through ninth grade and include a hyphen. Other 

options: Use a hyphen, like this: a seventh-grader or grade-10.   

  

Use numerals, with two letters, for 10th and above. Jane Doe is in the 11th-grade. Or, 

Jane’s sister, Mary, is a 10th-grader at Manual Arts Senior High School. Remember to 

spell grade using a lowercase letter.   

  

As an alternative, consider using freshman, sophomore, junior or senior to describe 

grade level.   

  

grade-point average – Spell out on first reference.   

  

graduate – Best used in the active voice, like this: John Doe graduated in 2009 from 

South East High School.   

  

grand jury – In Los Angeles, there is no single grand jury; there are many grand juries. 

For that reason, always lowercase the phrase like this: A Los Angeles grand jury....  

  

grant-in-aid or grants-in-aid –Presented in both singular and plural forms.  

  

guns – See weapons.  

 

 

Hh  
  

  

half-day, half day – Use a hyphen when used as an adjective, like this: The half-day 

workshop was held in Culver City. Or: A committee meeting lasted a half day.   

  

hashtag – A number sign (#) followed by a keyword or phrase that makes it easier for 

other users to track such messages. Often used with Twitter. See Twitter.   

  

handmade   
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hanged, hung – The difference in these words depends, in large part, upon the receiver 

of the action. For instance, a person is hanged, but a portrait is hung on the wall.   

 

headlines – Traditionally, the district has capitalized the first letter of all words. Among 

the exceptions: Uppercase both parts of a hyphenated word, for instance, Able-Bodied. 

For elected or appointed officials, use title and last name, not first names.  

 

Capitalize every word at the beginning of a line and other words, except a, an, if, by, the, 

to, of, and, but, off, on, in, as and for. But increasingly, only proper nouns appear 

capitalized in headlines. Let’s establish this style for documents intended for the public. 

So, for headlines, please capitalize the first word and proper nouns in headlines. 

  

head-on  

  

hip-hop  

  

his, her – When writing about gender, avoid constructing a sentence using his/ her in 

copy by being specific. Wrong: A teacher reviewed the fire drill with In the example, the 

word her makes all the difference. A teacher reviewed the fire drill with her students.   

  

Or, if referring to both males and females, a slight rewording and using the pronoun, 

their, typically solves the problem. Teachers at Meadowbrook Middle School reviewed 

the fire drill with their students.   

  

Hispanic— Latino is a popular choice for many, but some prefer to be known as 

Hispanic. If necessary to include race or ethnicity in a story, an individual’s preference 

takes precedence. See Latino.  

  

historic, historical – Historic describes something that’s history-making. Or, put 

another way, for something that is a historic event.   

  

Historical explains something that relates directly to history, like a historical book, or 

a website, a person’s research on something from the past.  

  

hoard, horde – Hoard means to save, but a horde refers to a large group.  

  

holidays – Always capitalize holidays: New Year’s Eve, Christmas, Memorial Day, 

Martin Luther King Jr. Day. See Fourth of July.  

  

homepage   
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home-school or home-schooled – Always separate with a hyphen.  

  

honorary degree – Be sure to specify the degree as honorary, and avoid adding the title 

Dr. or Ph.D along with the individual’s name, which with this symbolic degree, would be 

inappropriate.  

  

hourlong   

  

hyphen – Use these to link together words and form a single meaning. Hyphens should 

help avoid ambiguity, ensuring clarity.  

 

When two words help modify a noun, which in technical terms is known as a compound 

modifier, then use a hyphen, like this: A full-time job. A five-mile hike. A pay-as-you-go 

cell phone plan.  

  

But when meanings are clear without a hyphen, feel free to omit them, as in these cases: 

a navy blue shirt or a candy apple red car.  

  

Often, in cases where a hyphen comes before a noun, no punctuation is needed if the 

same words follow the noun. Example: She attends college full time. He went for a hike 

that covered five miles.   

  

Always key is making sure the words that precede the noun are clear. The example 

shows what can happen when hyphens get left out.  

 

A 6-foot man, eating shark, was killed. ( The man met his demise.)  

A 6-foot, man-eating shark was killed. (The fish died.)  

  

Hyphens also can be used in a “suspensive” manner. For example: The fourth-  and 

sixth-grade students will ride to the museum by bus.  

  

Also, use a hyphen when spelling out numbers. 20-20 vision; an 8-ounce glass; a 2-by4. 

But always leave out hyphens when the word to is placed between numbers. The board 

vote was 4 to 3.  See election returns and fractions.   

  

Bottom line: Follow a dictionary’s example, preferably Webster’s New World  
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Ii  
  

 

i.e., e.g., ex. – See e.g., ex., i.e. A set of initials that sometimes causes confusion for 

writers and readers. These abbreviations may be worth using for internal audiences, but 

not for a general one. Nonetheless, it’s worth noting that e.g. means for example, while 

i.e. means in other words, or further clarification. Ex. is another abbreviation for 

example.  

  

Correct: The class played games at recess that have delighted children for decades, e.g. 

four-square, kickball and duck-duck-goose. (Ex. also can be a substitute for e.g.) Or: 

She enjoys board games, i.e., Life, Monopoly, Risk. (Using i.e., in this case, suggests she 

enjoys only these board games.)  

 

  

Illegal immigrant, illegal immigration–Avoid using descriptions that label an 

individual as “illegal”, a word widely considered to be “loaded” or “offensive.” For that 

reason, “illegal” should describe an action, not a person. Instead, explain a person’s 

circumstances by providing more context, even if the sentence becomes slightly longer.  

  

Correct: His family arrived from another country without completing the paperwork. 

Or: She came to the U.S. to attend college but overstayed her student visa. Or: He was 

brought here as a child by his parents, who entered the U.S. without a visa.  

  

When describing trends, it’s acceptable to use illegal immigration when depicting the 

action of breaking laws by living or entering a country illegally, as long as the action 

involves some broader group, rather than a person.   

 

But terms, such as these, continue to evolve, as another one gaining currency is using 

Undocumented American. Bottom line: Be thoughtful when applying labels to people. 

Avoid using, if possible. It may be better to describe an action than to use words to 

define people. That way, readers might stay focused on the writer’s point, instead of 

feeling insulted through the author’s choice of terms.  

  

immigrate- To emigrate means to leave a country permanently. To immigrate means 

just the opposite, to move to a country permanently.  
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imply, infer– A writer or speaker implies meaning with their choice of words. A listener 

infers meaning through their interpretation of those words.  

  

initials, acronyms, abbreviations –When writing for a specialized audience, using 

acronyms and initials in some cases may be appropriate. Rarely, does that occur with 

the general public, however. The letters, with few exceptions, typically appear like 

jargon.    

  

While LAUSD might be familiar to employees and parents of schoolchildren, the initials 

may be unfamiliar to those without children or to those living beyond the district’s 

boundaries.   

  

For these reasons, spell out Los Angeles Unified School District preferably on first 

reference. Also acceptable is L.A. Unified. (Note the periods.) Other options for variance 

after the first reference are: L.A. schools (note schools is lowercase) or L.A. school 

district or the district, also in lowercase letters, when referring again to the institution.  

See Los Angeles Unified School District; unions; abbreviations, acronyms, 

initials.   

  

innocent, not guilty, acquit – When describing someone in a court case who avoids 

penalty, use not guilty. A person legally pleads not guilty, rather than innocent, clarifies 

the meaning.   

  

Innocent also implies broadly that an individual did nothing wrong, beyond the legal 

charges.   

  

For these reasons, stick with not guilty. Also correct: acquitted. Examples: He pleaded 

not guilty. Or, the jury found her not guilty. Or, the jury acquitted him of charges.  

  

in spite of – Despite means the same thing, but uses fewer words.   

  

Internet   

  

iPad, iPhone, iPod Note the second letter is capitalized in all cases. 

  

irregardless – This word is repeated so often, it must exist, right? Nope. The correct 

word is regardless.  

  

 



32  

  

Jj-Kk  
  

 

jargon – Avoid jargon, the specialized language of a profession or group.  When trying 

to reach a broad audience, replace jargon with every day English. Using technical 

language is fine when talking to a group of like-minded PhD’s. But when dealing with a 

broad audience, a technical explanation backfires. Using long words may seem like lofty 

language, but what good is it if the audience misses the point? The bigger goal is 

understanding. Explain thoughts using shorter, common words; writing crisper 

sentences containing no extra words; and explaining terms, if needed. Linking to more 

information is a good idea so that readers can learn more background.    

  

job titles – Always lowercase unless it is placed in front of the individual’s name. 

Correct: Superintendent of Schools John Doe was the featured speaker at today’s 

seminar. Correct: Jane Doe, superintendent of schools, was the featured speaker at 

today’s seminar. Correct: Mayor John Jones attended the meeting at Hollywood High 

School.  

 

judge – When writing about a judge or court case, avoid using court in the title unless 

required to avoid confusion. Correct: U.S. District Judge Michael Johnson heard the 

case. (without court after District); Superior Court Judge Lana Chong received an 

award. (with court in title).   

 

Also, when referencing a chief judge, try to avoid listing the entire title before the name. 

Instead try this: Chief Judge Robin Benson of the 9th U.S. Circuit Court of Appeals.   

 

As with other titles, capitalize when placed before a name, like this: Judge James Smith 

ordered the attorneys to approach the bench. Lowercase judge when used in examples  

outside of court. Mary Jones was a judge for the talent show.  

  

judgment   

 

Junior – An abbreviation  can be used for Junior (Jr.) following a full name. Correct: 

Mario Gonzalez Jr. (Do not separate name from junior with a comma.) On second 

reference, if the story has both father and son, use words to distinguish them rather than 

abbreviations. For instance: the elder Smith and younger Smith.  

See Senior.  

 

k-12 – For this description, use a lowercase letter. See kindergarten.  
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keynote speech – For variation, keynote address also is correct.   

 

keyword – A single word that makes a file searchable online.   

 

K-9 – This term refers to a police canine. In this exception, use a number; do not spell 

out.  

 

kickoff  

 

kindergarten – Use a lowercase letter, unless of course, it starts a sentence.   

 

kind, kinds – Proper usage is that kind, or as a plural, those kinds.  

 

know-how   

 

Latino – Those with family origins from a Spanish-speaking country in Latin America 

often prefer to be called Latino, or Latina for a female. Instead of a general term, it’s 

usually better to be precise: Mexican or Mexican-American, for instance.   

 

Still, only use the term when race or ethnicity is pertinent to the story. The term chicano 

or chicana usually is understood to a person of Spanish heritage and born in the U.S.  

But in all cases of race or ethnicity, always use a source’s preference. Read more about 

new research here.  

 

lawyer – A generic description for anyone who passes the bar exam, and is not a formal 

title, so always use in lowercase form. Lawyer, by the way, means something different 

than attorney. The words are not interchangeable.   

 

An attorney represents a person or an organization. They become a lawyer only if 

representing a client in legal matters. There are many examples of lawyers who do not 

work as attorneys. See attorney.  

 

lay, lie – Lay is an action; lie indicates someone or something in a horizontal position.  

 

lectern, podium – See podium, lectern.  

 

left-handed   

  

http://www.pewresearch.org/fact-tank/2013/10/28/in-texas-its-hispanic-por-favor/
http://www.pewresearch.org/fact-tank/2013/10/28/in-texas-its-hispanic-por-favor/
http://www.pewresearch.org/fact-tank/2013/10/28/in-texas-its-hispanic-por-favor/
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legislative titles – On first reference, abbreviate members of the U.S. congress: Rep. 

Janice Hahn of Los Angeles. Or, Reps. Janice Hahn and Maxine Waters, both of Los 

Angeles; Sen. Barbara Boxer of California. Add U.S. in front of the titles, if needed, to 

avoid confusion. Also, avoid using honorable or other self-serving titles.  

 

On second reference, use the person’s last name only, or if making a general reference, 

their title, in this case also works. For instance, use the person’s last name or title (the 

mayor, for instance)  on second reference.   

   

lesbian – A female who is attracted to a member of the same sex. As with matters of 

race, sexual choice should only be included when germane to the story. Before using this 

description, always defer to how a person wishes to be identified. See Appendix.  

   

less, fewer – See fewer, less  

  

Lesbian, Gay, Bisexual, Transgender, Queer/Questioning – A phrase describing 

sexual orientation in broad terms. Always spell out and abbreviate in headlines. Another 

umbrella term that can be used loosely as an alternative is “gay community.”    

  

likable – This word derives from ‘like’ but it’s not spelled that way. Note the word 

is spelled with only one ‘e’, which appears at the end of the sentence.  

  

like – When used to measure popularity on Facebook, put quotation marks around the 

word “liked” or “likes.” See follow, friend, like; Facebook; Twitter.  

  

located – The word, located, or the phrase, located at, often are not needed when 

writing about place. So, it’s okay to omit.   

 

Incorrect: The art show will be at Gardner Elementary, located at 52345 S. Central 

Ave., Los Angeles. Correct: The art show will be at Gardner Elementary, 52345 S.  

Central Ave., Los Angeles.   

 

Incorrect: Where is the warehouse located at?  Correct: Where is the warehouse?  

  

lockdown –  

  

Los Angeles Board of Education – Spell out on first reference in all cases. Use the 

board (lowercase) on second reference if making a general description of the seven-

member body. See Board Members.  
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Los Angeles School Police – The Los Angeles School Police help keep L.A. Unified 

schools safe. On second reference, use the school police. If conducting a joint 

investigation with another police department, then say for example: The School Police 

and the Los Angeles Police departments have opened an investigation into the case.  

  

Los Angeles Unified School District – Write out the organization’s full name, then on 

second reference, use L.A. Unified (note the periods in L.A. to denote a city), or the 

district (in lowercase letters) or L.A. schools (lowercase letters again). Try to avoid 

referring to the organization by initials only, even with the full name in parenthesis for 

news releases. For most readers, unfamiliar letters are a turnoff, especially as more 

people beyond Los Angeles read over the Internet what the Office of Communications 

writes.  

  

L.A. Unified or L.A. schools also is acceptable for all communication channels, including 

social media. See abbreviations, acronyms, initials.   

  

 

Mm  

mailman – See gender neutral.  

  

masterful, masterly – Masterful means overwhelming or powerful. Masterly, in 

contrast, indicates skilled or expertise.  

 

Master’s, MBA – A master’s, a master’s degree or a Master’s of Business Administration 

are good ways to describe this academic achievement. See academic degrees.  

  

May Day, Mayday – May Day is celebrated as an international holiday. On the other 

hand, Mayday is a distress signal, usually from someone piloting a ship or plane.   

  

mid- Hyphen needed only if the second word is capitalized, and often is it not. For 

example: midterm or midsemester do not include a hyphen.  

  

midnight – Stands alone as a specific time. Placing a 12 in front of the word is 

redundant. See noon or redundant phrases.  
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million or billion – Always spell out with a numeral. For instance: The department’s 

budget grew last year to $1 million. The district’s annual budget now exceeds $6 

billion.  

  

money – Write out amounts, and include the dollar sign, like this: The T-shirts cost  

$5.50 each.   

  

months – Always capitalize the names of months. If only a month and year appear, then 

spell out without using commas. Abbreviate months with more than five letters when 

paired with a date and year. But include a comma when using a specific date and year. 

For example, Nov. 5, 2012; March 16, 2013; June 2013; April; October.  

  

more than – The traditional term for describing something through numbers. For 

instance: More than 500 parents attended the meeting. He makes more than $20 per 

hour. See over.  

  

multipurpose –   

 

Nn  

   

names – After mentioning a person’s first and last name, it is fine, in most cases, to 

refer to them by last name. Use first and last name if the previous guideline causes 

confusion, in cases where of a married couple or siblings. Often, pronouns provide 

clarity. For example: His twin brother, John, also is on the wrestling team. Or: Carol 

Smith enjoys gardening, as does her husband, Carl. Or: Marla and Carla Jones are 

identical twin sisters.   

  

national anthem – Use lowercase letters for this general reference, but if the specific 

song name is used, then go with “The Star-Spangled Banner.”  

  

Native American – This term applies to those who descended from the early ancestors 

of this land. Since many tribes exist, try to be specific where possible, but always follow 

the individual’s preference. This identification, as in all cases involving race and 

ethnicity, should be used only when essential to a story.  
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news conference – This term, which conveys a broader range of media than simply 

newspapers, is preferred over press conference. See press conference.  

  

New Year’s Day, New Year’s Eve – Note the apostrophe. See Veteran’s Day, or 

holidays.  

  

noon – Stands alone and without a number. See midnight, redundant phrases.  

  

not guilty, innocent, acquit – When describing a court case, use not guilty, which has a 

more precise meaning than innocent. A person legally pleads not guilty, rather than 

innocent.   

  

Innocent also implies broadly that an individual did nothing wrong, even beyond the 

charges. For these reasons, stick with not guilty or acquitted. Examples: He pleaded not 

guilty. The jury found her not guilty. Or, the jury acquitted him of charges. See acquit, 

innocent  

  

not only … but – Must construct words structures that are parallel, like this: A crew 

from the facilities department not only repaired the lights but fixed the broken fence. 

Or: The volleyball team defeated not only their crosstown rival but also the top team in 

their conference.  

  

not so much – When constructing a sentence with this phrase, begin the second 

part with as, not but. It was not so much the homework assignments that lowered his 

grade as his test scores.  

  

numerals – Use figures for ages, money, votes, heights and weights. For instance: He 

turned 6 today. She stands 5 feet, 4 inches. I have $4.16 cents in my pocket. She won 

the school board race 15,901 to 13,211.   

  

Never start a sentence with a number, unless it is a year. Correct: 1999 was a very good 

year. Otherwise, always spell out numbers one through nine and use numerals for 10 and 

higher. Correct: Six students scored a perfect test. Or: Overall, 11 students were honored 

at the reception.   
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Oo  

occur – This word often is used incorrectly. When something occurs, it is 

unplanned or unexpected. A car crash occurred on my way home. But scheduled 

events should be described as something that takes place, took place or was held. 

For instance: The arts fundraiser was held at a museum.  

  

O.K., O.K.’d, O.K.’s – All forms are, well, o.k., with periods, but avoid using okay.   

  

Olympics – Capitalize all references to the international athletic contests: the Olympics, 

the Olympic Games, the Winter Olympic Games, Olympic-sized swimming pool.  

  

only – Be careful of where this word appears in a sentence. Its placement may change 

the meaning of the sentence. For instance: He carries the only purple gym bag at 

school. He only carries his purple gym bag at school.   

  

oral, verbal, written – Oral is spoken, written is on paper, and verbal can be either one.  

   

organizations – Always use an organization’s full name on first reference. Then, 

depending upon how the first mention was used the second one should be either an 

abbreviation, or a short description.   

  

out of court, out-of-court – The hyphens depend upon how the phrase is used. As an 

adverb: The family settled their case out of court. Or, as an adjective: He accepted an 

out-of-court settlement.  

  

over – In most cases, works best when dealing with matters involving physical space. 

He jumped over three feet high. Or: The plane flew over Dodger Stadium. See more 

than.  
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Pp  
  

  

page view   

  

palate, palette, pallet – One word that sounds the same, but has three meanings and 

three spellings, depending upon how it is used. Palate means the roof of one’s mouth; a 

palette is a range of paint colors for an artist; and a pallet is a flat wood bed used for 

shipping cargo.  

  

Parent Teacher Association – It’s o.k. to use initials on second reference. But it might 

be a good idea to spell out on first mention, as with most other initials— just to be sure.  

  

parentheses – A tool typically used to insert background into a story. But be careful 

when doing so. Parentheses containing initials cannot alone do the heavy lifting that a 

story may need.  In every case, readers still need short explanations of unfamiliar 

material to stay on track.    

  

Listen to the Associated Press. “The temptation to use parentheses is a clue that a 

sentence is becoming contorted. Try to write it another way. If a sentence must contain 

incidental material, then commas or two dashes are frequently more effective. Use these 

alternatives whenever possible.” See abbreviations, acronyms, initials.  

  

pass, adopt, approve, enact – See adopt.  

  

password   

  

people, person – When referring to an individual, use person. But when describing 

more than one person, use people, not persons.  

  

percentage, percentage points – Spell out percent with a number; use the percentage 

sign for tables or charts to conserve space. Also keep in mind the difference between 

percent and percentage points is huge. For instance: Enrollment in the chemistry class 
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grew from 15 to 30. Such growth represents a 15 percentage point gain, or a 100 percent 

increase, depending upon the writer’s point of view.   

  

period – A period should be placed at the end of a sentence, telling the reader to stop.  

This punctuation indicates an abbreviation, as with initials: John F. Kennedy, U.S.; or 

separates numbers: $6.1 billion; $4.25. Periods always go within—not outside—of 

quotation marks. For instance: The principal said, “I expect every child to succeed.”  

  

plead – The past tense of this word is pleaded, not pled.  

  

Pledge of Allegiance –  

  

podium, lectern – Often the two words are used as a substitute for each other, and that 

is probably okay, but technically, there is a difference between them. A lecturn stand has 

a slanted top that can hold, say a book, and a person stands behind it. A podium, on the 

other hand, is similar in looks but has a raised platform. It comes from the same Greek 

word family as “podi” meaning foot. So, for example, a person stands on a podium, like a 

symphony conductor might do.  

  

politicians – See legislative titles or Assembly.  

  

prefixes – In general, a hyphen is used for prefixes ending with a vowel and the next 

word is capitalized (un-American) or begins with the same letter. (Except for coordinate 

and cooperate.) In all other cases, follow the rules found in the dictionary.  

  

press conference – News conference is the preferred term. Such events draw 

television, radio, newspapers, even bloggers, making news conference the preferred 

term. Using “press” to describe the media is an outdated description. See news 

conference.  

  

principal, principle – A principal is the top administrator for a school. But principle is a 

fundamental truth.  

 

pro-choice   
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Qq-Rr  
  

  

Q-and-A – The abbreviation for describing a question and answer format.  

  

  

question mark – The question mark follows a direct question. What was the final 

score?; When does the play begin?; Where will they go?  

  

quote – Whenever these marks are used, make sure that the words are exactly what the 

individual said. If uncertain, do not use the quote—just paraphrase instead. Always 

paraphrase in context, meaning it’s important to mention the spirit of what was said. 

Reporting a smile, or a gesture often is important as the exact words themselves.  

  

quotation marks – Direct quotes indicate a speaker’s exact words, and should be set 

apart by quotation marks. Periods and commas always go with quotation marks. 

Dashes, semicolons, question marks do as well when they apply to the quote.    

  

“We celebrate the performance of these extraordinary schools,” said Superintendent 

John Doe. “These results are a testament to the outstanding work of the administration 

and faculty on those campuses.”  

  

If the quote extends into a second paragraph, then use open quotes for the first graph, 

and then open and close marks for the last paragraph.   

  

Example:  

“This is my 13th nationals and by far the most exciting,” said Cliff Ker, coordinator for 

the LAUSD Academic Decathlon.  “It was a close race between Granada and El Camino. 

All the kids and the coaches are so wonderful and they worked hard for this event. I also 

want to extend my praise and support to Franklin High School who participated in the 

Academic Decathlon online competition.  

“Congratulations to all the students and coaches who participated in the academic 

decathlon. It was a remarkable and unforgettable competition.”   

  

Other material that is appropriate for quotation marks are:   
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Nicknames: Earvin (Magic) Johnson  

Irony: The “discussion” among the executive team turned into a laughter.  

Unfamiliar terms: The software program measures “click-throughs,” which tracks how 

many times an online link is used.  

Also enclose composition titles of movies, music and book titles in quotation marks. See 

composition titles.  

  

RSVP – Please use the word reply instead of using these initials in a news story. Quick: 

what does RSVP mean?  Figure out the answer? Didn’t think so. (It stands for the 

French phrase, “Répondez, s’ill yous plait.”) So, save RSVP for party invitations, where 

the letters may seem more chic.   

  

rainstorm    

  

rank and file (noun); rank-and-file (adjective) – For example: The rank and file union 

members were pleased with the agreement. Or: The president advised the rank-and-file 

that negotiations would begin in August.   

  

reality show, reality star, reality TV – Note the lower case letter for reality in all cases.  

  

redundant phrases – Some common examples include:  

  

 

More 

unique 

7 a.m. in 

the 

morning 

Written 

down 

Join 

together 

New 

record 

Cash 

money 

Rarely 

ever 

Warn in 

advance 

First 

ever 

Actual 

experience 

Free gifts Commute 

back and 

forth 

Past 

history 

Blend 

together 

Exact 

replica 

Final 

outcome 

At the 

present 

time 

Eliminate 

entirely 

Absolutely 

essential 

Completely 

eliminated 

First of all 

Very 

unique 

Invited 

guests 

Cheap 

prices 

Past 

experience 

Ask the 

question 

Filled to 

capacity 

True facts 

Added 

bonusD 

Plan 

ahead 

Close 

proximity 

Personal 

opinion 

Less 

unique 

Skipped 

over 

Introduced 

for the 

first time 

 

 

pre-recorded   
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refute, rebut – Refuting an argument, means to disprove it and implies that a person 

has proved their case. It’s a word best avoided. To rebut, is to dispute an argument, or to 

counter one, making for a better word choice.  

  

reluctant, reticent – Reluctant means unwilling to act. Reticent is unwilling to speak.  

  

reply – Preceded by the at symbol and a username, Twitter users can communicate 

directly with others. The message can only be seen on the sender’s profile page. See 

Twitter.  

  

retweet – Describes a message that has been re-sent over Twitter. Use the whole word, 

not an abbreviation, and no hyphen. See Twitter.  

  

Rhodes scholar – In this case, lowercase scholar or scholarship.  

 

rif – Avoid using this jargon, unless it appears in a quotation. Use layoff or furlough 

instead.  

  

right-click   

 

right hand, right-handed – No hyphen as a noun, only as an adjective.  

  

right-to-life – Join all three words together.  

  

right-hand side – Instead of this phrase, use right side.  

  

rob, steal – See steal, rob.  

  

rock ‘n’ roll – Note the apostrophes.  

  

roundup –   

  

rushed to a hospital – Avoid the cliché. Better to write taken.  
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Ss  
 

  

school location – Use the school’s neighborhood name, if well known. For example: 

Mid-Wilshire, Koreatown or Griffith Park, which provides a sense of place.   

  

Otherwise, put the city into context. Remember Los Angeles is a big place, spread from 

mountains to beaches. So write school x is in Los Angeles, near El Segundo. Or, x school 

is in Los Angeles, near Sylmar.   

  

The same is true of smaller cities where the Example: district, as well. Doing this gives 

readers, who may not be familiar with a certain neighborhood or city, more information. 

Better still, it gives them a decent idea of location.      

  

school names – Always capitalize, using the full name. For example, Nathanial 

Narbonne High School. On second reference, the school could be called, in this case, 

Narbonne High School, or depending upon the context, just Narbonne. It may help to 

remember that a similar policy is followed for personal names. 

   

If the school is identified by a street number, then follow the rule for using numerals.  

That is, spell out numbers under 10 and use numerals for anything larger. For example: 

107th Street Elementary School or First Street Elementary School. On second reference, 

then use 107th Street or First Street.  

  

screenshot   

  

Senior – Use the abbreviation Sr. when using the full name on first reference only. See 

Junior.  

  

seasons – Always lowercase spring, summer, fall, winter.  

  

semicolon – This punctuation separates thoughts more than a comma but less than a 

period. For instance: The homework paper was turned in today; it was due last week. 

This punctuation is especially useful when presenting a list to readers.   

  

Example: The group attending the legislative session included Superintendent Jane 

Doe; Los Angeles Mayor John Smith; Supervisor Jane Smith and three other 

superintendents from Bay Area school districts. (Remember to include a semicolon 

before the final element on a list in all cases. (A; B; C; and D.)  
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Sept. 11 or 9/11 – Either one can reference the terrorist attack on Sept. 11, 2001 in New 

York City.  

  

S/he – Rather than referencing this style to describe males and females, use the word 

their, which includes both sexes when used.  

  

smartphone – Use one word for smartphone, but a pair of them for cell phone. See cell 

phone.  

  

social media – Though social media applies as a plural noun, use a singular verb. Using 

social media is the best way to market school events.  

  

sound bite   

  

spokesman, spokeswoman – Avoid using spokesperson. Use spokesman, 

spokeswoman or simply representative instead.  See gender neutral.  

  

“Star-Spangled Banner” – See national anthem.  

  

standardized college tests – Use initials for SAT, ACT and similar college-entry tests, 

since such short-hand descriptions are well-known. To be sure, provide readers with 

some general reference for the letters, as these are college-entrance exams. For example:  

  

In keeping with the goal of graduating college-prepared, a slightly higher number of 

Los Angeles Unified School District seniors have taken SAT’s, the rigorous College 

Board exams commonly used by universities to determine admissions.  

  

Spell out Advanced Placement on first reference, but abbreviate after that. Those unable 

to meet the university’s standards still may enroll in rigorous classes through the 

College Board’s Advanced Placement program. Or: He passed his ACT college 

placement exam with a high score, notching 27 of 35 points.   

  

Here’s one more option to aid readers: Spell out and abbreviate in the same sentence.  

Students will know on Monday whether they are eligible to take Advanced Placement 

courses, also known as AP. Then abbreviate on further mentions.   

  

state names – Use postal codes for smaller U.S. cities. For example, write Spokane, 

WA, not Spokane, Wash.; Tucson, AZ, not Tucson, Ariz.; Reno, NV, not Reno, Nev. If 

using only a state’s name, then spell out in all cases. For example, Students from 

Michigan, Illinois and Ohio attended the conference last week.   
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When writing about places in California, list only the city. No state name needed.  

  

statewide   

  

steal, rob – A person or institution is robbed; property is stolen.  

  

superintendent – If the title appears before a name, then capitalize without 

abbreviating. For example: Superintendent John Doe…. Lowercase in all other uses: 

Jane Doe, superintendent of the Los Angeles Unified School District, said today that 

standardized test scores rose significantly from a year earlier. On second reference, 

use the title and last name.   

 

If describing two superintendents, then lowercase the title and make plural. For 

example: For more than an hour, superintendents John Doe and Jane Doe spoke to the 

state legislature. See titles or capitalization or Board Members for more 

information.  

Tt  

teenager – A person generally between 13 years old and 18 years old. Youth also can be 

used interchangeably for this age group. In general, refer to those under 16 years old 

with first name on second reference. For those a little older, treat them like an adult, 

using their last name. See boy/girl, youth and names.  

  

telephone numbers – Use a dash to separate a telephone number, including the area 

code, like this: 213-254-8574.  

   

television program names – Put in quotations, and use a comma if there’s more than 

one listing. For example: “Families Matter,” “Meet the Cabinet,” “Between the Lines.” 

See composition titles.   

  

television station – Either style works: KLCS-TV or television station KLCS.  

  

temperature – Use numbers for all temperatures, except for zero. See numerals.  

   

text – The plural form is texts. Other acceptable forms are texted, texting.  
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that, which – The word that introduces a clause that cannot be omitted without the 

sentence losing meaning. Correct: The shoes that he enjoys wearing most are red high 

tops.   

  

The clause between commas gives new information but is not essential to the sentence.  

The school bus, which was stuck in freeway traffic, arrived 10 minutes late.   

  

theater – The preferred spelling, as the British version of the word reverses the last two 

letters. Always use the building’s official name, which may use the foreign spelling 

instead of this one.   

  

thousand, million – Typically, use a round figure and spell out, like this: $4.2 million, 

or $5.3 billion. But spell out if used in a quote. For instance: “If I’ve said ‘no’ once, I’ve 

said ‘no’ a million times.” See numerals.  

  

time – Use a colon to separate hours and minutes. For example: 11:45 a.m.; 6:30 a.m.  

to 10 a.m., 3-4 p.m. (note the periods separating a.m. and p.m.)   

  

If citing the top of the hour, no zeros needed to indicate minutes: 6 p.m. Use words noon 

and midnight instead of figures. Avoid writing, Monday morning at 10 a.m., which is 

redundant. Instead, write Monday at 10 a.m.  

   

time element – The time element often works best behind the verb. Jane Doe, the Los 

Angeles superintendent of schools, said today that he supports the governor’s plan on 

school financing. Or: The Los Angeles City Board of Education approved in August a 

proposal that limits spending on new equipment. In a feature story, the element may be 

expressed differently. Bottom line: strive for clarity.  

  

Title I – When referring to federal government amendments to the Education Act use 

roman numerals. For instance; Title I, which ensures that all children have a chance to 

receive a high-quality education. Or: Title IX, which maintains female equity in sports...  

This style remains consistent with government use.   

  

titles – Capitalize when used in front of a name, but lowercase when placed after a name 

or without a name. Examples: Principal Susan Wong; Susan Wong, principal of 

Roosevelt High School; He spoke Monday to the principal.   

  

toward – Technically speaking, tacking an ‘s’ to the end makes this word incorrect.  

despite common usage in speaking. Dictionaries sometimes vary in what is acceptable. If 

erring on the said of caution, skip the ‘s.’ See backward, upward.  
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transgender – A person who presents themselves as a member of the opposite sex.  As 

with matters of race, sexual choice should only be included when germane to the story. 

Before using this description, always defer to how a person wishes to be identified. See 

Appendix I.  

  

trees and plants – Follow Webster’s New World Dictionary for these and others: Scotch 

pine, Dutch elm, white Dutch clover.  

  

Trending – This term describes a topic that is receiving hype on a social network or in  

Internet searches. In a news release, this word needs to include context so the reader 

will understand the meaning. For instance: The District’s plan to give iPads to students 

is trending today on Twitter.  

  

T-shirt   

  

Tumblr – A blogging platform the District uses as part of its social media lineup. For 

now, this channel is the most popular. There appears to be a missing letter in the name, 

but that is the actual spelling.   

  

TV, TVs – No apostrophe in the plural form of the abbreviation.   

  

tweet, tweeted – The present and past tense forms of sending messages over Twitter.  

  

Twitter – A social media tool that allow users to communicate with others through 

messages that contain up to 140 characters. Always refer to this with an uppercase 

letter.    

 

 

Uu  

  

  

under way – This phrase always needs two words. Example: The contest is under way.   

  

unions – As with any organization, spell out names on first reference. When writing for 

a general audience, make follow up references easy on the reader. Rather than using 

initials and causing the reader to remember the meaning, help them instead by using a 

general description.   
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For instance, Members of the United Teachers of Los Angeles, which represents 

schoolteachers, showed up at the board meeting in red t-shirts. Those from the 

teachers’ union spoke about their concerns over charter schools. This phrasing, rather 

than UTLA, seems easier for readers to retain. See organizations or abbreviations.  

  

unique – This word means one of a kind. For this reason, something cannot be more 

unique, less unique or very unique. Something is simply unique.  

  

United States – Use periods in the abbreviation, U.S., except in headlines, where 

periods can be left out. Use abbreviations for government agencies if part of the name, 

like this: U.S. Postal Service or U.S. District Court, or U.S. Customs and Border 

Protection.  

   

up-to-date   

  

upward – Omit the ‘s’ to be technically correct. See backward; toward.  

  

utilize – A shorter word, with the same meaning, is use.    

  

U-turn   

 

 

Vv  

 

 

valley – Write in lowercase, or capitalize, if part of a formal name: San Fernando 

Valley.  

 

verbal – See oral, verbal, written.  

 

verbs – These are action words. In general, avoid splitting infinitive forms of a verb. 

Awkward: He was told to immediately start on the math test. Preferred: He was told to 

start immediately on the math test.  

 

versus – Spell out in direct quotations, but otherwise abbreviate as vs.   

 

Veterans Day – No apostrophe needed for this holiday. See holidays and New Year’s 

Day.  
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vice president – Capitalize or lowercase following the same rules that apply to the 

president and other titles.  

 

vice versa   

 

videoconference   

 

videogame   

 

videophone   

 

videotape   

 

voice mail   

 

vote tabulations – Always use figures for totals. The board voted 4-3, or 5-2. Spell out 

words related to voting: The proposal passed with a six-vote majority, and one 

abstention.  

Ww  
 

 

Washington D.C. – When writing about cities, use periods to mark abbreviations.  See 

periods.   

  

wastebasket   

  

weapons – The word ‘gun’ serves as a general description for any firearm. Those with a 

metric measurement can be listed as: a 9 mm pistol, a .22-caliber rifle. Correct: M16 

assault rifle, an AK-47 assault rifle. Whenever possible, be specific about the kind of 

firearms, like this: automatic shotgun; semi-automatic pistol; semi-automatic rifle.  

  

website   

  

weeklong   

  

weights – Use figures: The baby weighed 9 pounds, 7 ounces.  
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well-being   

  

well-informed   

  

well-wishers   

  

which, that – See that, which.  

  

white – Always lowercase when referring to race. A broad reference generally made of a 

person of European descent. This identification should only be used when essential to 

the story’s meaning. As in all cases involving race and ethnicity, always follow the 

individual’s preference.   

  

who, whom – Who is a pronoun used for references to humans and to animals with a 

name. It is the subject of a sentence, phrase or clause. The principal, who led the effort 

to improve test scores over the last decade at Van Nuys High School, has retired. Or: 

Who is going to the fundraiser?  

  

Whom is used when someone is the object of verb or preposition. The principal to 

whom she considered a mentor met her for lunch. Whom do you know at the school?  

  

Wi-Fi  

  

widow, widower — Avoid the redundant, widow of the late John Doe… If using widow, 

there’s no reason to include the word late.  The widow of John Doe....   

  

-wide – No hyphen needed with this suffix. Others include: Districtwide when 

pertaining to L.A. Unified; citywide; industrywide; statewide; nationwide; worldwide.  

  

word-of-mouth   

  

word processing   

  

work — No hyphens when used as a prefix. For example: workbook, workday, 

workflow, workforce, workhorse, workout, workplace, workweek.  

  

worn-out   

  

worthwhile   

  

written – See oral, verbal, written.  
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Xx-Yy-Zz  
  

 

X-ray   

  

year-end   

  

yearlong   

  

years – When a phrase refers to a month, day and year, set off the year with a comma, 

like this: Her birthday is Feb. 15, 1987. (Remember to abbreviate months with more 

than five letters to them when using a month, day and year.)   

  

Use ‘s’ without an apostrophe to indicate spans of decades or centuries: The 1890s, the 

1900s. Years also remain the exception—the only exception—to the rule that sentence 

cannot be started with a figure. 1975 was a very good year.  

  

yesterday – Use the day of the week rather than this word. Reserve this term mainly for 

direct quotations.  

  

yesteryear.  

  

youth – A person generally between 13 years old and 18 years old. Teenager is another 

good substitute for this age group.  

  

YouTube – A popular website where videos can be shared with the public. In writing,  

make this a single word, with two uppercase letters.  

  

zero-emission — When forming an adjective, connect these words with a hyphen. Also, 

keep in mind the second word ends without an ‘s’ at the end. For example: My neighbor 

bought a zero-emission car.  

  

zigzag   

  

ZIP Code – The first word is actually an abbreviation for Zoning Improvement Plan, so 

cap those letters.  

  

zip line   
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Appendix  
  

 

By Judy Chiasson, program coordinator for Human Relations, Diversity and Equity 

at the Los Angeles Unified School District. She prepared a short list of terms related to 

sex, gender and sexual orientation. Lambda Legal, a law organization representing 

the Lesbian, Gay, Bi-Sexual, Transgender community, contributed to the guide.  

 

Language is fluid. The terms presented here are broadly recognized, though due to 

political, generational and cultural specificities, may not be the preferred term for all.. A 

term that is considered embracing by one group or in one era, may be off-putting to 

another group. 

A. Gender - A person’s actual or perceived sex. This includes a person’s gender 

identity, gender-related appearance and behavior whether or not stereotypically 

associated with the person’s assigned sex at birth. A person’s gender can differ 

from their sex. Use all-gender rather than gender-neutral, indicating that all 

genders are welcome. 

B. Gender Identity - One’s understanding, interests, outlook, and feelings about 

whether one is female or male, or both, or neither, regardless of one’s biological 

sex. 

C. Gender Expression - A person’s characteristics and behaviors such as appearance, 

dress, mannerisms, speech patterns, and social interactions that are perceived as 

masculine or feminine. Students who adopt a presentation that varies from the 

stereotypic gender expectations could be considered gender non-conforming, 

gender queer, or gender fluid. Students who identify as such, may consider 

themselves as male, female, both, or neither.  

D. Gender Fluid - A person who identifies their gender within a range of 

expressions. They may or may not identify as transgender. 

E. Gender Neutral - Offensive if used to refer to facilities not designed as single-sex. 

Instead, use the term “all-gender” or “gender-inclusive.” (See gender)  

F. LGBTQ - An umbrella term that stands for “lesbian, gay, bisexual, transgender, 

and queer/questioning.” Queer/questioning incorporates those who are 

uncertain or fluid about their sexual orientation and/or gender identity.   

a. Lesbian – A woman whose primary romantic and sexual attractions are 

toward other women. Lesbian is generally preferred over the term gay 

woman, though there may be generational and geographic preferences.  

b. Gay – A man whose primary romantic and sexual attractions are toward 

other women; Gay has also been used as a neutral term to encompass the 

spectrum of the “gay” community.   
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c. Bisexual – A person who is romantically and sexually attracted to both 

women and men.   

d. Transgender (adjective) - Persons whose gender identity differs from their 

gender assigned at birth, and whose gender expression consistently varies 

from stereotypical expectations and norms. A transgender person desires 

to persistently live by a gender that differs from that which was assigned at 

birth. When referring to transgender people, use the name and pronoun 

that corresponds to their expressed gender, regardless of natal name and 

sex.  

e. Generally speaking, refer to people by their affirmed identity and preferred 

labels. Do not ask or reveal whether a person has had gender reassignment 

surgery. “Transsexual” is considered offensive and should not be used, as 

are “male to female” or “female to male.”  

f. It’s preferable to use “other” sex instead of “opposite” sex when talking 

about transgender individuals’ transitioning.  

g. Transition - The process in which a person goes from living and identifying 

as one gender to living and identifying as another. This can include legal, 

medical and/or a social transition.  

h. Queer – formerly a pejorative term, queer has been appropriated by youth 

to refer to the spectrum of non-heterosexual and challenge to the gender 

binary.  

i. Questioning – persons who may are unsure of their sexual orientation. 

Persons who are in the questioning phase of coming out as Lesbian Gay Bi-

Sexual, Transgender have significantly higher risk factors than do Lesbian 

Gay Bi-Sexual Transgender-identified students.   

G. Lesbian, Gay, Trans, Intersex, A-sexual – An expanded version of Lesbian, Gay, 

Bisexual, Transgender, Queer or Questioning that includes;  

a. Intersex – a general term for a variety of conditions in which a person’s 

sexual anatomy varies from the norm. Formerly known as hermaphrodite, 

which is now considered offensive  

b. Ally – a straight person who supports Lesbian, Gay, Bisexual, 

Transgender, Queer or Questioning rights  

c. Asexual – a person who does not have romantic or sexual attractions.   

H. Sex - The biological condition or quality of being female or male, usually as 

recognized at birth. Sometimes called “natal.” A person’s sex can differ from their 

gender.  

I. Sexual Orientation - A person’s emotional and sexual attraction to another 

person based on the gender of the other person. Common terms used to describe 

sexual orientation include, but are not limited to, heterosexual, lesbian, gay, 

bisexual, and pansexual (open to relationship with persons of any gender). . The 

terms “lifestyle,” “preference” and “choice” are considered offensive and should 

not be used. They have been historically used to delegitimize a person’s 

orientation.  
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J. Same-gender-loving -a term popularized among men of color as an alternate to 

gay man.  

K. Use ‘different-sex couples’ instead of opposite-sex couples.  

 


