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0 Bachelor of Science in Nursing
(BSN)

o Master of Science (M.S.)

0 Master of Science in Nursing
(MSN)

e Other than the BSN and MSN or when
the subject matter is a proper noun (i.e.
English), no other degree has a
FDSWDOL]HG (HIWHU DIWHU WKH ZRUG 31Q ~

academic titles: Capitalize and spell out formal
titles such as chancellor, chair, etc., when they
precede a name. Lowercase elsewhere. For
instructors, use the corrected earned title or
UDQN GR QRW XVH 33URIHVVRU™ DV D FRXUNHV\ WINH
e President Miles K. Davis
o Miles K. Davis, president
e  7KH SUHVLGHQW VDLG<«<
e The class was taught by Assistant
Professor Mack Wildcat.
e Mack Wildcat, assistant professor of
biology, led the seminar.

academic year: Write as 2020-21, omitting the
century in the second year.

advisor: Preferred spelling for one who advises.
This is an exception to AP style.

afterward, backward, forward, toward:
These words do not end in s.

African American: No hyphen. Acceptable for
a Black American of African descent. Black
(capitalized) is also acceptable. The terms are
not necessarily interchangeable and African
American should not be used as a default for
any person of color, or any Black person. For
example, a Black person may be Haitian or
Jamaican, which would mean they are not
African American )RNRZ D SHWRQV SUHIHUHQFH
on use. See also dual heritage, person of color
and Black.

ages: Always use numerals. Use a hyphen when
the age precedes the subject.

e The student turned 21.

e The Wildcat is 5 years old.

e The 5-year-old Wildcat.

alumnus, alumni: The forms shown are the
singular and plural. Do not use gender-specific
options of alumna or alumnae. Do not shorten to
3DIXP”~ RU 3DIXPV” 1Q RIILFLD) FRP P XQLFDWLRQV






Emmaus House

Facilities

Kenneth W. Ford Hall

Graf Hall

Health, Human Performance and
Athletics Complex

Mac Hall

Malthus Hall

Melrose Hall

Michelbook House

James F. Miller Fine Arts Building
Murdock Hall

Jereld R. Nicholson Library
Observatory

OCE Admission

Pioneer Hall

Potter Hall

3UHVLGHQWV +RXVH
Renshaw Hall

Riley Campus Center
Taylor Hall

W.M. Keck Science Center
Walker Hall

Withnell Commons

C

campus: Linfield has three campuses + two
physical locations in McMinnville and Portland
and an eCampus that houses Online and
Continuing Education. The word campus should
not be capitalized as a standalone word unless it
is being used in the proper name of the campus,
i.e. Linfield University Portland Campus or
Linfield University McMinnville Campus. All other
references should be lowercase.

campus-wide: Hyphenated as a modifier.
Exception to AP style. Use in reference to an
individual campus. See also -wide.

‘Cats: 8VH - UGFDW RQ ILUWW UHIHUHQFH {&Dwv
should be written with the apostrophe tail going
to the left.

CatAlert: One word.
Cat Connect: Two words.

Catdome: Informal nickname referencing
Maxwell Field. Avoid using in official
communications.

CatNet: One word with capital N.

CatZone: Student section at home football,
PHQV EDVNHWEDY DQG ZRPHQJV EDVNHIEDYN JDPHV
2QH ZRUG ZUIK y]f FDSWDILJHd.

Caucasian: Avoid as a synonym for white,
unless in a quotation. See also Black/white.

centuries/decades: Lowercase. Spell out
numbers under 10. In using spans of decades,
XVHDQV QRWDQ |V See also years.

e The first century

e The 21st century

e He was raised in the 1980s.

chair: Use the gender-QHXIWD) 3FKDW ~ QRW
chairman or chairwoman (exception to AP style).
Also vice chair, not vice-chair. Co-chair is
hyphenated. Capitalize if it precedes the name
as a formal title.

e Committee Chair Mack Wildcat

e Mack Wildcat, committee chair

class: Capitalize when referring to a specific
class. Otherwise lowercase.
e The Class of 2021
e The classes of 1985, 1995 and 2005
were celebrated at the event.

class year: Students and alumni are identified
with the last two numbers of their class year






e This year, the convocation ceremony
opened with a benediction from the
chaplain.

e The campus community attended
Opening Convocation in the Oak Grove.

course numbers and titles: Use numerals and
capitalize the subject when used with a numeral.
Capitalize the official name of a course.
Otherwise, lowercase. If including the course
title and number, a colon should follow the
course number.

e He took Philosophy 209.

o She registered for Sports in Saciety.

e The world history class «

e She is teaching ARTS 330: Topics in

Ceramics.

coursework: One word.
curriculum vitae: Spell out on first reference.

&9 LV DFFHSIDEH RQ VHFRQG UHIHUHQFH 3&XUULFXID
YUWIDH™ RU 3&9V~ IRU SIXUDO









multiple Indigenous groups. Use people when
referring to multiple individuals from different
Indigenous groups.

interoffice: No hyphen. Describes functioning
or communicating between the offices of an
organization or company.
e The interoffice memo addressed changes
in management.

internet, intranet: Lowercase.

J

January Term: Academic offerings during



can be used on second reference. See also
campus.

login, logon, logoff: Use as one word for
nouns. For verbs use two words. Do not
hyphenate.

e The login changes every 30 days.

e | log in my hours each week.

long term, long-term: Hyphenate when using
as a modifier.

e He will win in the long term.

¢ He has a long-term assignment.

long time, longtime: One word when used as
a modifier.
e They are longtime Linfield supporters.

more than, over: Over refers to location and is
not interchangeable with more than. More than
refers to figures.
e The cow jumped over the moon.
e More than 2,000 students attended the
event.

months: See gates.

M

Mack the Wildcat: Full name on first
reference. 30ODFN” RQ IXWXUH UHIHUHQFHV ODFN
the Wildcat is his own individual with his own
personality, style and brand. Do not allude to
the idea of the person inside the suit unless
relevant to the content.

majors: Lowercase in all instances unless it is a
proper noun. If referring to the formal name of a
program, capitalize.

e She is an economics major.

e He is an English major.

e She isin the Asian Studies Program.

magazine names: Capitalize the initial letters
of the name, but do not put in quotes.
/RZHUFDVH 3PDJD]LQH" XQIHVV W LV D SDUI RI WKH
SXEILFDWLRQIV IRUP DO WLWH

master’s degree: See academic degrees.

McMinnville campus: Should never be
VKRUWHQHG IR 30ODF ~ See also campus.

N

names: Preferred use is current first and last
name, followed by title or position on first
reference. Last name only on further references.
Use of middle name(s) and maiden names (in
parentheticals) is optional. The use of courtesy
titles (Dr., Mr., Mrs.) is discouraged, unless the
individual holds a medical or veterinary degree.
Avoid using previous names or using guotation
marks around names.
e Miles K. Davis, Linfield University
president, spoke today.
¢ Jane (Wildcat) Doe earned a psychology
degree.

Native Americans: Acceptable general
reference for those in the U.S. when referring to
two or more people of different tribal affiliations.
For individuals, use the name of the tribe; if that
information is not immediately available, try to
obtain it. Some tribes and tribal nations use
member; others use citizen. Try to determine
IKH FRUUHFW WHUP LQ HDFK FDVH 1 WKDW FDQW EH
determined, use citizen.

¢ He is a Navajo commissioner.

e She is a member of the Nisqually Indian

Tribe.

nonprofit: One word in all cases.

numbers: Generally, spell out numbers below
10 and numbers at the start of a sentence. Use
figures for 10 and above. Use figures for age.
See also age, centuries/decades, dates, class
years and years.



e They had three children.
She was the first in her family to
graduate.

¢ Twenty-one students attended.

e Nearly 100 students attended.
The girl is 3 years old.

O

Oak & Vine Society: Capitalize and use
ampersand in official name. Exception to AP
style.

offices: See departments.

off campus, on campus, off-campus, on-
campus: Two words after a noun and
hyphenated before a noun.
e He lived in an off-campus apartment.
e The event will happen on campus.

on: "R QRI XVH 3RQ" EHIRUH D GDIH RU GD\ RI WKH
week when its absence would not lead to
confusion, except at the beginning of a
sentence.

e The meeting will be held Monday.

e He will be inaugurated Jan. 20.

online: One word in all cases.

Online and Continuing Education: An
academic unit at Linfield that administers online
degrees, certificates and educational
opportunities through the eCampus. Use full
name on first reference. OCE is appropriate of
subsequent references.
Oregon cities: Stand alone in publications
written for Linfield University alumni, employees
or students. Out-of-state towns and cities should
be followed by a comma and the state.
e Rick Smith of Hillsboro received the
scholarship.
e Rick Smith of Layton, Utah, received the
scholarship.
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Oxford comma: See commas.

P

Pacific Islander: Used to describe the
Indigenous people of the Pacific Islands,
including but not limited to Hawaii, Guam and



o Write out the number at the start of a
sentence.

e Use decimals, not fractions, in

percentages.

Examples:

The pay rate rose 4.5% last year.

Seventy SHUFHQI RI IKH VHQLRU FIDVV«<

The opponent has zero percent chance of

winning.

phone numbers: Always include area code
with phone numbers. Format with hyphens. Do
QR LQFOXGH 3 ~ EHIRUH IIKH DUHD FRGH *R QRW XVH
parentheses around the area code.

Portland campus: See Linfield University
Portland Campus and campus.

prelicensure: No hyphen.

prerequisite: No hyphen.

president: Capitalize president only as a formal
WOH XVHG GLUHFWO\ EHIRUH DQ LQGLYLGXDIV QDPH
Lowercase in all other uses.

professor: See academic titles.

pronouns: Growing numbers of people use
they/them/their as a gender-neutral singular
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titles: Titles that serve primarily as occupation
descriptions should be written in lowercase. See
also academic titles.

e astronaut John Glenn

TopCat Club: TopCat is one word with a capital
C.

transgender: Describes people whose gender
does not match the sex they were assigned at
birth. Identify people as transgender only when
relevant, and use the name by which they live
publicly. The shorthand trans is acceptable on
second reference and in headlines.

¢ Avoid references to a transgender person
being born a boy or girl, or phrasing like
IELWK JHQGHU § 6H[ DVVLIQHG Dl ELWK LV
the accurate terminology.

Do not use transgender as a noun, such as
UHIHUULQJ IR VRPHRQH DV 1D WDQVJHQGHU { nor
should you XVH WKH WHUP {iUDQVJHQGHUHG.{

e 5HIHU IR D WDQVJIHQGHU SHUVRQ{V SUHYLRXV
name, also called a deadname, only in
the rare instance it is relevant to the
story.

tribe: Capitalize the word tribe when part of a
formal name of sovereign political entities or
communities sharing a common ancestry,
culture or language.
e The Confederated Tribes of Grand Ronde
e /HDUQ DERXW WKH 0RFD0 WULEHV <<

U

upper division, lower division: No hyphen in
all uses.

URLs, web addresses: In printed material, it is
acceptable to leave off the http://www. For
internal web addresses, such as linfield.edu, only
type out http:// if not doing so prevents the link
from working. For web content, it is preferred to
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hyperlink relevant words rather than type out a
URL.

university: Uppercase only when part of a
formal name. Lowercase when used alone, even
when specifically referencing Linfield.

e He was accepted to Linfield University.

e The university announced <«

university-wide: Hyphenated as a modifier.
Exception to AP style. Use in reference to the
entire Linfield community. See also -wide.

V

vice president: No hyphen. Capitalize only
when used as a formal title.

voicemail: 2QH ZRUG $GG 3PHVVDJIHV” IR make
plural.

W

webpage, website: One word in all cases.

white: Lowercase the term as an adjective in a
racial, ethnic or cultural sense. Do not use as a
singular or plural noun. See also Black and
Caucasian.

-wide: No hyphen on most words. Campus-
wide, institution-wide and university-wide are
hyphenated (exception to AP style).

e citywide

e campus-wide

e university-wide

Wildcats: Capitalize if referring to college
mascot.

Wildcat Events Board: Created by the
Associated Students of Linfield University to
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