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The Campus Life Voice (adopted from Suffolk University’s Web Style Guide) 

Voice, per MailChimp’s content lead and style authority Kate Kiefer Lee, 
is a brand’s personality that permeates all content. This does not change 
and is consistent over time. Tone, however, may vary based on situation 
and audience. As an organization, we should speak with one voice, with 
a tone that adapts based on the context.

Striving for a consistent voice across all web content on kent.edu/
campus-life helps reassure our users that they are in the right place, 
whether they are researching housing options, looking to join a student 
organization or learning how to find a specific dining facility.

A consistent voice and an appropriate tone build trust and rapport, and 
ultimately, a relationship with the user. Remember: People are reading 
our content. They are depending on us for information, enlightenment or 
guidance. They are approaching our content from an emotional context 
-- apprehension, curiosity and enthusiasm. And our web content can 
often start a conversation. Voice and tone are critical in shaping the 
success of those experiences, for both us and our audience.

While tone may be adapted for different platforms, such as an 
announcement versus a tweet versus a police bulletin report, and may 
vary slightly depending on audience and source, all Kent State web 
content should draw from a common voice that is true to the Campus 
Life personality.
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Message Architecture 
A message architecture is a set of attributes organized into a hierarchy, which help define communication goals. The Campus Life message 
architecture can be used to create a consistent and cohesive voice when communicating with users across all digital platforms. Using a 
shared terminology ensures that all communication goals are reflected in the Campus Life voice. When creating new content or updating 
existing content, please keep the following architecture and attributes in mind. 

At Kent State Campus Life, we value: 

Exploration-based Education
•   Forward-thinking, Imaginative, Exploratory, Transformative
•   Inspirational, Empowering
•   Cutting-edge, Modern, Pioneering, Progressive

Genuine and Valuable Connections 
•   Authentic, Approachable, Friendly
•   Community-building, Diverse
•   Fun, Spirited

Honest and Dependable Support 
•   Welcoming, Helpful, Supportive 
•   Accessible, Accommodating
•   Resourceful, Informative, Experienced
•   Trusted, Reliable, Responsible
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Who is Campus Life? 

We are exploratory but not directionless
•   We offer students many opportunities to discover who they are, who they want to be and where they want to go.
•   We serve as role models and peers in this journey to discovery. 
•   Pose introspective questions to readers as to encourage thinking and self-examination. 
•   Don’t assume that all students are the same. Cater your messaging to meet the needs of all students types.

NO: About 6,200 students from a variety of backgrounds and locations live in campus housing. There’s always someone new and 
interesting to meet right down the hall. Plus, when you live on campus, your dining choices are limited only by your imagination.

YES: Most students will tell you that the best college memories are made in the residence halls and at our dining facilities. What 
memories will you make?  

We are friendly but not overbearing 
•   We enjoy meeting new people and encouraging students to get involved on campus, but we don’t want to make them feel obligated.  
•   Use inviting phrases, such as, “I am just wondering if...” 
•   Avoid appearing fake with your interactions.
•   Don’t use language that may come off as pressuring.   

NO: Tweet - Looking to get involved? Join Us! Fill out this quick sign up! http://goo.gl/forms/EZRfa4i8RM
 
YES: Tweet - Thought about joining a new student org? We invite you to become a member of the KSU Business Leadership Club. 
http://goo.gl/forms/EZRfa4i8RM

We are fun but not immature 
•   As members of the KSU community, we enjoy participating in campus activities, organizations and events. 
•   Remember that we all represent the face of the institution and Campus Life. 
•   Use contractions to make your writing seem accessible and friendly. For example, use “we’ve” rather than “we have.” 
•   Avoid the use of words or phrases that convey partying, alcohol and illegal activities.      

NO: Heading to the game this Saturday? Be sure to wake up early, crack open a beer at your local tailgate spot and head over to Dix 
Stadium to cheer on the Golden Flash!

YES: Come join 25,000 of your closest friends this Saturday as Kent State takes on Minnesota at Dix Stadium! 
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We are spirited but not overzealous 
•   We are proud members of the KSU community.
•   Use images of smiling students to convey excitement.
•   Share the most exciting news, update or announcement first to draw in the reader’s attention. Then provide supplemental details.  
•   Avoid using excessive exclamation marks or all caps when conveying excitement. 

NO: Simply attend designated FLASHperks events and swipe your Flashcard to earn points. Each event you attend gives you one entry 
into the year-end prize drawing. You could win FREE TUITION FOR A YEAR! Get out there and get swiping!

YES: We’re giving away free tuition for a year! Simply attend FLASHperks events, swipe your Flashcard and earn points. It’s that easy. 

We are helpful but not stodgy 
•   We recognize that Kent State is a big place and we look forward to helping students find their way.
•   Answering questions is what we do. 
•   Be light with your responses and don’t be afraid to use humor, when appropriate. 
•   Be conversational and use common words and phrases.
•   Avoid long, heavy and drawn out content.

NO: Kent State University and the City of Kent invite you/your organization to participate in the 2015 Homecoming Parade. The parade 
is scheduled for Saturday, October 3, 2015. Participation in the parade is limited to the first 100 entries. Each entrant is responsible for 
securing their own parade mobility, whether by foot or vehicle. Signs and/or banners are also the responsibility of the entrant. Parade 
entries are welcome to pass out your organization’s promotional items and/or candy to the parade spectators, both children and adults.  
All entries should be in good taste and not make any reference to alcohol, drugs or other distasteful or offensive behaviors.

YES: Don’t miss your chance to join Flash the Golden Eagle and KSU alumni by participating in the 2015 Homecoming Parade! We 
have space for only 100 student organizations so make sure to sign up today and claim your spot in the Parade. All participating 
organizations will receive additional information including rules and regulations. Thanks for joining in our annual KSU tradition.  

We are informative but not all knowing
•   We have a wealth of information and resources to share with students, but we don’t always have the answer. Don’t be afraid to ask   
 someone for help.  
•   Use simple language. 
•   Provide links and external resources. 
•   Avoid coming off as condescending. 
•   Don’t show off your knowledge. Stick to answering the question.  
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NO: We hope that by coming to the site, you are ready to learn all sorts of things about commuting, off-campus living and going to 
school at the same time. We have compiled a lot of information for you to browse through! If you have any questions regarding any of 
the information on our site, or any other question related to commuting, off-campus living, parking, classes, etc., feel free to contact us 
at our office in person (120G in the Student Center), via e-mail (coso@kent.edu) or phone (330-672-3768).

YES: We recognize that living off-campus and commuting to school has its own set of challenges. The Commuter & Off-Campus 
Student Organization is a free service that provides commuter students with information regarding off-campus living, parking, classes, 
events and more. Stop by our office at the Student Center, Room 120G, or contact us at coso@kent.edu and 330-672-3768.
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Overview
The editorial guidelines below have been adapted from the Suffolk University Web Style Guide. All Kent State University Campus Life faculty, 
staff and students who are responsible for producing digital communications are encouraged to reference this document, as well as the 
Associated Press Stylebook.  

All modifications from the original Suffolk University Web Style Guide are highlighted in navy blue. Modifications represent differences in style 
between the Suffolk guide and the current KSU Campus Life web pages. Irrelevant items and categories have been removed. All examples 
below are adapted to Campus Life. For a rationale on each decision to amend the original style guide, please reference the Appendix on 
pages 29-31.     

Abbreviations
Always define (write out) an abbreviation or acronym on first reference and put the abbreviation or acronym in parentheses after the 
definition, unless the abbreviation or acronym is used more commonly than the term it represents (e.g., Ph.D.).
 
Use periods when abbreviating academic degrees.
 

Examples: B.A.; B.S.; M.A.; Ph.D., J.D.

Months and Days of the Week
Days should be written in full: Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and Sunday.

Example: The parade is scheduled for Saturday, October 3, 2015.

Abbreviate select months when featured in an event calendar or listed in a series of events. (Jan., Feb., Aug., Sept., Oct., Nov. and Dec. 
March, April, May, June and July are always spelled out.).

Example: Deadline – Monday, Oct. 3, 2015

Company Names
Names of companies and firms should be written out in full on first reference. If the company uses an abbreviated form, second and further 
references should use the abbreviation.
 

Example: Procter & Gamble on first reference, P & G in second and further references.
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Country and State Names
The names of countries are spelled out in text, especially in the most formal writing. When used as an adjective, however, the abbreviated 
forms (e.g., UK) can be used.

“USA” should be used in addresses that involve international mailing.
In running text, state names should be written out in full. Use the two-letter abbreviation for listed addresses.
 

Example: Kent State’s performing and visual arts have a reach far beyond the borders of Ohio. 

Example: Mailing Address - P.O. Box 5190, Kent, OH 44242-0001
 
Major cities—such as Los Angeles, Boston and Chicago—may be listed independently of their states. While towns around Ohio may be 
readily familiar to the traditional Kent State audience, the University’s increasingly national and international student body calls for Ohio to be 
listed after these towns in publications.

Names and Titles
Include the full name of persons the first time they appear in a news article. Thereafter, use the person’s last name. In the case of some 
more marketing-oriented web profiles/spotlights, particularly when referencing students, you may refer to the individual by first name upon 
second reference.
 
Abbreviate the following titles when they precede a name: Dr., Mr., Mrs., the Rev., Fr. and all military titles.
 
Abbreviate complimentary titles, such as Mr., Mrs. and Dr., but do not use them in combination with any other title or with abbreviations 
including scholastic or academic degrees. 
 

Example: Timeka Thomas Rashid, Ph.D. not Dr. Timeka Thomas Rashid, Ph.D.
 
Do not abbreviate the words professor or professors.
 
Do not abbreviate assistant and associate when used in a title, such as associate dean of students.
 
Use “for” when indicating a person’s formal administrative title.
 

Example: Business Manager for the Center for Student Involvement and the Kent Student Center
  
Set off the abbreviations “Jr.” or “Sr.” following a name with commas, but do not use a comma with Roman numerals.
 

Example: John Doe, Sr., but James Doe III
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Academic Degrees
Only capitalize an academic degree when the full, formal name of a degree is used in its entirety.
 

Examples:
She completed a Master of Science in User Experience Design.
He wants to earn a master’s degree in user experience design. Mary has a master’s degree. (Do not use “MS degree.”) The College 
offers a MS in User Experience Design. Jack is thinking about getting a bachelor’s degree in French. The College offers a BS in Spanish.
 

When using academic degrees/terms more colloquially, use lower-case letters.
 

Examples: bachelor’s degree, master’s degree, associate degree, doctoral degree, doctorate, honorary degree, certificate
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Capitalization of Proper Nouns
As a general rule, capitalize the full, formal names of departments, colleges and schools, offices, institutes, University buildings, libraries, 
programs, awards, scholarships, academic associations and student organizations. However, since this is often lengthy, the full name is 
ideally introduced once, and following references use the shortened name, and therefore are not capitalized. This rule is applicable to many 
areas of academia including: titles, departments, fellowships, scholarships, honors, programs, majors and concentrations.
 

Examples: The Student Financial Aid Office, the office of financial aid. 
 
The name of Kent State University should always be capitalized. This rule is applicable to shortened versions of the name, too.
 

Example: Kent State University; Kent State; the University.
 
Do not use Kent State campus; all references to the Kent Campus should be capitalized.

For Schools, Colleges and Departments – uppercase and use the official name on first reference; lowercase for shortened, subsequent 
references.
 

Example: College of Arts; the college, students in the arts. 
 
However, when referencing schools or universities in general, do not capitalize.
 

Example: Many US schools and universities, including Kent State are offering online education courses.

Capitalize all conferred and traditional educational, occupational and business titles when used specifically in front of the name or in lists 
and programs. (Exception: Do not capitalize such titles in the text when they follow the name, unless the title is a named or distinguished 
professorship.) Capitalize named, distinguished and similar professorships. 

Do not capitalize unofficial titles preceding the name.
 

Example: The chorographer Christopher Morgan

Do not capitalize titles standing alone or when titles follow someone’s name.
 

Example: Contact the dean of students for more information.
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Government and judicial bodies are typically uppercased, and their full names are used. However, when referring to a general term and no 
one court or office, do not uppercase the term.

Capitalize the names of calendar listing information such as events, shows and gatherings.
 

Example: Cultural De-Bunking on Thursday, October 1.
 
Names of disciplines or areas of study are not typically capitalized. An exception to this rule is the names of languages.
 

Example: She takes many user experience design classes and supplements them with theatre classes for a creative outlet. He is a 
French major.

 
Lowercase academic semesters, years and class standing.
 

Examples: spring semester, fall 1996, summer session, academic year 1994–95, freshman, sophomore, junior, senior, transfer, first term
 
Position titles are capitalized only when they precede the person’s name.
 

Examples:
Joel Nielson is athletic director.
Gregg Floyd was at the luncheon and so was Provost Diacon. He’s been promoted to executive officer. 

  
Trustees should be handled as follows: Board of Trustees, Kent State Board of Trustees, the trustees, the board.

Capitalize names of athletic clubs and teams.

Capitalize names of ethnic groups and nationalities, including when used as adjectives.
 
Capitalize all words in the titles of books, plays, lectures, musical compositions, etc., unless they are prepositions, articles or conjunctions. 
(Exception: The first word of a title is always capitalized, regardless of what part of speech it is.)
 
Capitalize recognized geographical regions. (Exception: Do not capitalize points of the compass.)

Example: He moved to the Midwest. She grew up in the South.
 
Capitalize designations of officers of a class, social organization, etc.
 
Do not capitalize seasons: fall, winter, spring, summer.
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Numbers
Spell out numbers zero through ten in running text. Use numerals for numbers 11 or greater, including ordinal numbers.
 
Use numerals for days of the month, omitting “st,” “nd,” “rd” and “th”.
 

Example: Oct. 18
 
Use numerals for sums that are cumbersome to spell out; however, spell out the words million and billion.
 

Example: 5.75 million
 
Use numerals for measurements of size, time and temperature (but spell out percent).
 
Exception: charts and tables
 
Use numerals with credits.
 

Examples: 3-credit course or 3 credits to complete
 
Use numerals for ages.
 

Examples:
The average student age is 26.
The student’s child is 4 years old.
That 14-year-old graduate student has genius qualities.

 
Use numerals for amounts of money with the word cents or with the dollar sign (i.e., $3, $5.09, or 77 cents) unless tabulated in columns.
 
Do not begin a sentence with numerals; supply a word or spell out the numerals. Please note: numbers less than 100 and fractional 
numbers (e.g., fifty-seven, two-thirds) should be hyphenated when they consist of two words.

Write out full name of centuries in lowercase.

Times for events and activities should be written in the following abbreviated form. Note the space after the number. It is also not necessary 
to use “00” for minutes when the event is on the hour.
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Examples: 10 a.m.–12 p.m.; 9:30 a.m.–3:15 p.m.; 8 p.m.–12:15 a.m.

Use noon and midnight, not 12 p.m. or 12 a.m.
 
For formal invitations, etc., it may be appropriate to write out the dates and times.
 

Example: eight o’clock in the evening; Saturday, January third, nineteen hundred and ninety-eight
 
When writing out a range, “between” must be matched with “and,” and “from” with “to.”
 

Example: There were between 40 and 45 students, and the game went from 8 a.m. to 12 p.m. 

For all KSU Campus Life publications, phone numbers should be written with hyphens; no parentheses or periods.
 

Example: 330-672-2480ED
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Punctuation
Ampersands (added from KSU Guide to University Style)

University style follows the Associated Press Stylebook and uses and, not an ampersand, in print communications unless an ampersand 
is part of the proper name of a non-university entity. When writing for Web communications, use and in the text comprising the body of a 
website page. However, ampersands are permitted as part of the Kent State University website’s navigation or a design element used as 
part of a website’s navigation if using and interferes with spacing or the overall design of the website.

Examples: Arts & Culture

Apostrophes
When referring to years, use an apostrophe only to indicate numerals that are left out. Do not use an apostrophe in plural cases.
 

Examples: Class of ’97; Chris Clark, ’92; 1960s; the ’80s; Joe Doe, MBA ’03
 
When used to describe degrees, the words “bachelor’s” and “master’s” should always be written with an “ ’s .”
 
For plural possessives or words ending in an “s,” “x,” or “z,” simply add only an apostrophe.
 

Example: It was the students’ decision. 
 
Proper names that end in “s” (ex: Charles’s) or “ss” (ex: hostess’s) are important exceptions to this rule.
 
Always use an apostrophe for the Dean’s List (Deans Council does not have an apostrophe). 

Colons
Use a colon after an independent clause to direct attention to a list, an appositive or a direct quotation of one or more paragraphs.

Example: Students should always bring the following things to the Homecoming Parade: Kent State attire, a student organization sign 
and spirit. 

 
If what follows the colon is a complete sentence, capitalize the first word; if it is an incomplete sentence, use a lowercase letter.
 

Example: We tend to fall into one of two categories: those who live in the residence halls and those who live off-campus.
  
Do not use a colon after the word “including” or similar constructions.
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Commas
Do not use the serial comma. 
 

Example: The programs and services of our department are designed to foster student growth and development through leadership, 
civic, cultural and involvement opportunities.

 
Place a comma after digits signifying thousands: 6,200 students. 
 
Introductory words or phrases such as namely, “i.e.,” and “e.g.,” should be immediately preceded by a comma or semicolon and followed 
by a comma.
 
When listing names and titles with cities or states, punctuate as follows: Jeff McLain, Kent, Ohio, executive director.
 
When writing a date, place a comma between the day (if given) and the year, and after the year.
 

Example: October 3, 2015, is the date of the Homecoming Parade.
 
Do not place a comma between the month and year when the day is not mentioned or between the season and year.
 

Examples: October 1965; spring 1994
 
Use a comma between two or more adjectives when each modifies a noun separately.
 

Example: After joining a leadership organization, her student has become a strong, confident, independent woman.
 
Use commas sparingly in introductory phrases, but always use with transitional terms such as “in addition” or “however” and after 
dependent clauses.
 
Parallel constructions such as “either/or,” “if/then,” “not only/but also,” and “neither/nor” should not be separated by commas.
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Dashes
Use em-dashes (—) to indicate an abrupt change of thought or to set off a parenthetical phrase with more emphasis than commas, or to 
set off an appositive whenever a comma might be misread as a serial comma. Do not put a space before or after em-dashes.
 
En-dashes (–) are used instead of a hyphen in a compound adjective when one of the elements is two words or a hyphenated word. Do 
not put a full space before or after the en-dash (except on the web).
 
The hyphen (-) is most commonly used in compound words and word division (as when running text is broken into lines of type in 
publications).
 

Examples:
 
Use of an em-dash: The influence of three impressionists—Monet, Sisley, and Degas—can clearly be seen in Picasso’s early 
development as a painter.
 
Use of an en-dash: Kent–Cleveland shuttle leaves at 8:10 a.m.
  

Ellipses
Ellipses are used to signal that words have been omitted. At the beginning or in the middle of a sentence, use the three-period ellipses. At 
the end of the sentence, the three periods are followed by whatever end punctuation is required, often a fourth period.
 
Exclamation marks
Avoid using exclamation marks for emphasis. Use only sparingly to indicate a strong feeling or in direct quotes. 

Hyphens
Use the hyphen to connect two or more words functioning together as an adjective before a noun (to avoid ambiguity).
 

Example: small-business profits, award-winning team, state-of-the-art invention 
 
Do not use the hyphen to connect “-ly” adverbs to the words they modify.
 

Example: A slowly moving parade float tied up traffic along the parade route.
 
Hyphenate part-time and full-time when used as adjectives and hyphenate any modifying words combined with well when preceding a 
noun.

Example: The Center for Student Involvement graduate student is a well-known candidate for the new full-time position.
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In a series, hyphens are suspended.
 

Example: The students received first-, second-, and third-place prizes.
 
Use the hyphen with the prefixes “all-,” “ex-,” and “self-” and with the suffix “-elect”.
 

Example: The University sponsors self-help projects in underserved areas. Joe is the club’s president-elect.
 
Do not hyphenate words beginning with the prefix “non,” except those containing a proper noun.
 

Examples: Non-German, nontechnical
 
Do not place a hyphen between the prefixes “pre,” “semi,” “anti,” “co,” etc., and nouns or adjectives, except proper nouns. (Exception: 
Hyphenate to avoid duplicated vowels or triple consonants.)
 

Examples: coauthored, bell-like, reapply, pro-American, pre-enroll, predentistry
 
Do not place a hyphen between the prefix “sub” and the word to which it is attached.
 

Examples: Subtotal 
 
Italics
The titles of longer works such as novels and textbooks, long poems, plays, films, operas, symphonies, television and radio programs, as 
well as newspapers, journals, newsletters and magazines should be italicized.
 

Examples: The Columbus Dispatch, Newsweek, The Call of the Wild, Cheers
   
Parentheses
When the words within parentheses form a complete sentence, put a period inside the parentheses.
 
When parentheses are used within parentheses, use brackets on the outside and parentheses within.
 
Quotation Marks
Set quotation marks outside periods and commas, and inside colons and semicolons. They should be set inside of exclamation points and 
interrogation marks that are not part of the quotation. 
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Examples:
“A rolling stone gathers no moss,” my grandfather used to say.
“The early bird catches the worm”; this is the adage that defines my life.

Always use straight quote marks rather than smart/curly quotes.

No quotation marks are necessary in printing interviews when the name of the speaker is given first or in reports of testimony when the 
words question and answer (or Q and A) are used.
 

Example:
Q: Who will benefit from the student organization fee waiver program? A: New student organizations.

 
Use single quotation marks inside double quotation marks when necessary.
 
The titles of short works, including essays, articles, short plays, short stories, pamphlets, songs, lectures, unpublished works and parts 
(chapters, titles of papers, etc.) of volumes should be placed in quotation marks.
 
Semicolons
Semicolons can be used to separate closely related independent clauses, in place of commas and conjunctions.
 
Use semicolons to punctuate complex lists, including those of people and their degrees.
 

Example: Bob Jones, JD ’56; Sally Strongarm, JD ’22; and Beth Lee, JD ’00; all came for the reunion.
 
Use before “however” when introducing a new clause (or begin a new sentence).
 

Example: Your dining experience at Kent State is more than great food; it’s a community experience centered around culinary expertise 

Spacing Following Periods
In normal text, use just one space following a period, question mark, exclamation mark or colon. 

ED
IT

O
RI

AL
 G

U
ID

EL
IN

ES



Campus Life Style Guide   |   Page 17

Text Guidelines
Use the active voice rather than the passive voice.

Example:
Active voice: Residence Services Security Aides patrol KSU residence halls at night.
Passive voice: The KSU residence halls will be patrolled by Residence Services Security Aides at night. 

Keep paragraphs short and in the present tense (except when other tenses are needed), as in magazine writing.  

Avoid jargon, awkward phrasing and excessive wordiness.

Watch out for inconsistencies in verb tense, subject/verb agreement and dangling participles. (Dangling participles occur when an “ing” verb 
and subject do not agree.) Be aware of parallel structure, comma errors between independent clauses and British spellings.

In profiles and articles, strive for multiple sources.

Whenever appropriate, the creators of publications should be recognized. Listing contributors is standard procedure and lends to the 
credibility of a work. Authors, contributors, photographers and graphic designers should be noted.

Do not identify individuals by national origin, race, religion or sexual orientation unless such identifications are essential to understanding. 
Watch out for discriminatory language or tone.
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Language
Web-related style
Do not capitalize email unless the word is used at the beginning of a sentence. Do not hyphenate email.
 
Common terms: website, internet, web, homepage, webpage, email, online, URL, HTML
  
URLs should be listed in all lowercase and boldface, without underscores or italics. 

When listing URLs in running text, do not include the preceding http:// or, if applicable, www. Do not add a preceding www if a given URL is 
(domain).kent.edu, as that could result in a non-functional web address. Also, do not forget to appropriately hyperlink URLs listed in running 
text.

Example: kent.edu, kent.edu/safety

To avoid confusion when using email addresses or URLs in running text, do not break a line on a hyphen or insert a hyphen. Generally, try to 
break before the “@” or “.” (or between discrete units in a URL). If the email address or URL is at the end of a sentence, it is acceptable to 
add a period.  
 
Commonly questioned terms (added from KSU Guide to University Style) 

A-C
advisor — use the -or ending, not -er.

alumni — feminine and masculine forms are listed in the AP Stylebook. Kent State does not use the forms alum or alums. Identify Kent 
State alumni by their class year(s) with an apostrophe before the year. The apostrophe should face left. If individuals have more than one 
degree from Kent State, place a comma between the class years. Call the Kent State University Alumni Association at 330-672-5368 to 
verify information concerning alumni. The form for listing alumni follows.

catalog — the preferred spelling ends with -log, not -logue. 

chairperson or chair — use chairperson or chair in references to heads of Kent State departments and committees. Exceptions may 
occur when referring historically to individuals who chaired departments or committees in the past when the traditional forms, chairman or 
chairwoman, were used. When referring to individuals outside Kent State, use their preferred titles.  
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Commencement — always capitalize when referring to the Kent State University event.

Example: In May 2015, Kent State University observed its 250th Commencement.
Example: The custom of wearing robes at commencement exercises dates back to the 11th century. 

Convocation — always capitalize when referring to the Kent State University event.

Example: Each fall the Kent State University Convocation is held to welcome new freshmen and their guests. A convocation is an 
assemblage or calling together.

coursework — one word.

D-F
day care — two words when used as a noun; hyphenated when used as an adjective.

Diversity, Equity and Inclusion Advocate Program — use this form.

dual degree programs — use this form; no hyphen. 

emeriti — Consult the online telephone directory for emeriti listings. As an honorary title, it is capitalized when it precedes or follows a name.

Example: Professor Emeritus of Physics Stanley H. Christensen presented the Glenn W. Frank Lecture. 

First-Year Experience — use this form.   

Fiscal year — use Fiscal Year 2015 for specific reference; use fiscal year for generic references.

Foundation — use Kent State University Foundation; foundation for subsequent references.

G-O
Helpdesk — use this form.

Honors College — always capitalize honors when referring to the Kent State University college; however, use lowercase when referring to 
honors courses or honors students.
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P-Z
Parents’ Day — use this form.

President’s List — always capitalize and use the apostrophe.

résumé — use the diacritical marks. 

Spring Recess — use this form, which is the official name.

student-athlete — hyphenate.

study abroad — education abroad is the preferred term; hyphenate before a noun (e.g., education-abroad program).

theatre — university style uses the -re ending unless the -er ending is part of an official name.

upper-division, upper-division students — use this form.

username — one word.
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Kent State-Specific
Commonly used words or terms related to Kent State and Campus Life (added from KSU Guide to University Style)

A-C
bioFLEX — use this form.

CASE — Council for Advancement and Support of Education.

Cuyahoga Valley National Park — use this form.

D-F
e-Flash — use this form for the Kent State University Alumni Association e-newsletter.

Flash ALERTS — use this form.

FLASHcard — use this form; refers to both the card and the office.
You may pick up your FLASHcard at the FLASHcard Office in Eastway Center.

FlashFAST — formerly Web For Students.

FlashFest — use this form.

Flashfleet — use this form for the bike-sharing program.

FlashLine — use this form.

Flash Pass — use this form.

FLASHperks – use this form.

FLASHPoint — formerly the First-year Colloquium course.

FlashWord — use this form.

FlashZone — use this form.  

FlexMatters — use this form.
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G-O
Golden Flashes — the official name of the Kent State athletic teams, both men’s and women’s teams. For subsequent references, Flashes 
is acceptable. Lady Flashes is unacceptable.

Golden Flashes Club — formerly Blue and Gold Club.

GPS — Graduation Planning System.

IdeaBase™ — use this form.

KentLink — use this form.

Kent State email — use this form.

Kent State University Alumni Association — use Kent State University Alumni Association on first reference; alumni association or the 
association for subsequent references.

Kent State University Museum — use Kent State University Museum on first reference; the museum for subsequent references; not fashion 
museum.

Kent Student Center — use this form; do not use Kent State Student Center

KSUview — use this form.

P-Z
Rock — capitalize when referring to the landmark on Front Campus.   

Rockin’ in the Plaza — use this form.

See You @ College — use this form.

Student Recreation and Wellness Center — write out in full for the first reference; center for subsequent references. Do not use Rec.

UCommute — use this form.

Welcome Weekend — use this form for the beginning of semester orientation.  
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The Student Services and Arts landing pages 
can be accessed from the site navigation.

1

2

3
1

2 Users can access up-to-date information, 
which is grouped into student service-focused 
and performing and visual arts categories.

3 The landing pages contain external site links.

Student Services - https://www.kent.edu/student-services 

Landing Page >> Collection
A landing page serves as a collection of 
information, resources and external links from one 
or more departments at KSU. A landing page can 
be accessed from the site navigation and consists 
of up-to-date information, as well as relevant 
contextual links. From a landing page, users can 
explore other related pages. 

What makes these examples landing pages?

1

Arts - https://www.kent.edu/arts

1

1

2

3

Recommendations 
For high-level landing pages, students expect to 
find a similar structural layout as they search for 
content. This includes a title, overview, topical 
resources and external links. Therefore, to assist 
students in their search for content, all landing 
pages should be consistent. Keep content short 
and to the point -- don’t get overly creative or 
wordy with your descriptions. This will make the 
page scannable allowing students to browse 
through topics before clicking on an external site 
link. Encourage readers to explore. Landing pages 
should be updated at least 2x a year.      
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The Dining Services microsite has its own 
template unique from the Campus Life site. 

1

2 Dining can be identified by its branding, which 
includes the header, “Dining Services,” as well 
as a dining-related carousel. 

3 The microsite includes a unique local 
navigation structure with dining-related labels.  

4 Dining showcases their own social media 
channel. 

Microsite >> Collection
A microsite is a small website that has its own 
identity separate from the KSU Campus Life 
section. While a microsite lives on the KSU server, 
it has its own domain, branding and navigational 
structure. Microsites are useful content types for 
promoting large-scale departments or services.

What makes this example a microsite?

Dining Services - http://www.kent.edu/dining

1

2

2

3

3 4

Recommendations
Microsites, such as Dining Services, should have 
flexibility to be more customized than landing 
pages. From layout to content, microsites cater to 
unique audiences and therefore need to create a 
specific tone. Using context-appropriate language 
is most effective at conveying a targeted message. 
For example, a student visiting Dining might 
be looking for a dining facility versus someone 
searching for counseling on University Health 
Services. Both users are searching for content, 
but have very different outcomes in mind. Be sure 
to cater to these outcomes. Microsites should be 
updated at least 2x a year.     
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The announcement contains a clearly defined 
headline, “CSI Leadership Speaker: Mr. 
Joshua Fredenburg.” 

1

2 The announcement displays the date, as well 
as a start and end time.

3 The announcement body is limited to one 
paragraph and houses the event’s location.

4 While in this example, an announcement-
specific image is missing, the page template 
allows for an uploaded image.  

Announcement >> Leaf-Level
An announcement provides objective information 
on an event or activity on the Campus Life website. 
Guided by facts, including who, what, where, when 
why and how, announcements present users with 
detailed information about a timely initiative. Users 
can find announcements in the site navigation, 
through search or by referencing contextual 
navigation. Most often, announcements include 
a date, headline, sub-head (optional), body and 
image (optional). Announcements are useful for 
quick reminders, notifications and time-sensitive 
items.   

What makes this example an announcement?

Event - http://www.kent.edu/csi/event/csi-leadership-speaker-mr-joshua-fredenburg 

1

2

3

4

Recommendations
All fields, such as title, date, body and image 
should be required to ensure consistency. 
Recognize that users are not interested in long 
descriptions. Be concise and include external links, 
if needed. Announcements should be archived at a 
specific time or after a certain number of days have 
passed following the activity.   
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The biography contains the name of a staff 
member, “Shannon Ashford.”

1

2 The page displays detailed information about 
Shannon’s role at the Center for Student 
Involvement. 

3 The biography includes Shannon’s job title, 
“Graduate Assistant.”

4 Shannon’s phone number and email address 
are easily accessible. 

Biography >> leaf-level
A biography is a profile that displays information 
about a Campus Life staff member or organization 
leader. Biographies can be accessed from the site 
navigation or through search. Typically, a biography 
contains a name, title, contact information, photo 
and content body.   

What makes this example a biography?

Shannon Ashford Biography - http://www.kent.edu/csi/profile/shannon-ashford

5 The page contains a profile image. 

1

2

3

4

5

Recommendations
Include all major profile attributes, as indicated 
above. Beyond profile basics, encourage biography 
subjects to add personality to their description, 
such as hobbies, talents and awards. Be sure 
to upload high resolution pictures and use a 
similar pose for all subjects. When searching for 
biographies, an A-Z feature should be considered 
for large departments to aid in the search process. 
Biography pages should remain active for as long 
as the staff member remains in the role. 
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The Student Organizations resource list 
contains a short summary stating the purpose 
of the resources below. 

1

2 Users can easily access and search for 
specific resources. Each resource links to 
an external page and contains additional 
information about the organization.

Resource List >> Leaf-Level
A resource list is a list of items that allow users 
to find more information about a topic or subject. 
The list contains external links to additional topical 
resources. A resource list template contains a 
headline and/or a summary stating the purpose of 
the list. The contents of the list should be updated 
regularly to accommodate changes and ensure that 
information stays relevant.    

What makes this example a resource list?

Student Organizations Resource List - http://www.kent.edu/csi/student-organizations

1

2

Recommendations
Resource lists need to include a short description, 
which explain the purpose of the list. Use proactive 
language to describe the list, as to encourage users 
to explore the resources. Use consistent metadata 
tags to help users sort through specific resources. 
Avoid duplicate entries, which can cause confusion. 
Within each resource page, ensure that all content 
fields are required to help limit missing information. 
Use third-person language when describing 
individual resources. Resource pages should be 
reviewed by the content owner every six months.     
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Editorial Inconsistencies 
In evaluating the Campus Life section of the Kent State website, kent.edu/campus-life, the sub pages contain multiple instances of editorial inconsistencies.

Times
Event times are displayed inconsistently across page templates. In some cases, p.m. is written as “pm” and with no space between the number and letters. Additionally, 
the number “00” is included on some pages, but not others. According to the Campus Life Style Guide, the “00” can be removed.

Incorrectly written: Blastoff 2015 will be Sunday, August 30, 2015 from 6 - 8pm
Correctly written: Blastoff 2015 will be Sunday, August 30, 2015 from 6 - 8 p.m. 

Incorrectly written: Friday, September 25, 2015 - 5:00pm
Correctly written: Friday, September 25, 2015 - 5 p.m.

Abbreviations 
Street names should be abbreviated. On the Things to Do page, Route is written both in full and abbreviated form. 

Incorrectly written: AMF Twin Star Lanes 2245 State Route 59 Kent, OH 44240 330-673-1800
Correctly written: AMF Twin Star Lanes 2245 State Rt. 59 Kent, OH 44240 330-673-1800

Commas
While in general, the Campus Life site does not use serial commas, there are instances where it is written. 

Incorrectly written: The Career Services Center supports students in achieving their career goals by providing assistance with choosing a major, acquiring experience 
through student employment and internships, and preparing to undertake a professional job search.
Correctly written: The Career Services Center supports students in achieving their career goals by providing assistance with choosing a major, acquiring experience 
through student employment and internships and preparing to undertake a professional job search.

Dates
As indicated within the Style Guide and noted throughout the site, “st,” “nd,” “rd” and “th” should be omitted from numerals for days of the month. On certain event 
pages and within the Off-Campus Commuter section, dates are written with the letter-ending. 

Incorrectly written: If you have not been notified by October 1st, please email parking@kent.edu or contact the Parking office at 330-672-4432 for updated 
information. 
Correctly written: If you have not been notified by October 1, please email parking@kent.edu or contact the Parking office at 330-672-4432 for updated information. 

Use of Flash(word)
Flash(word) denotes specific student services, perks and resources for Kent State students. Each Flash(word) should be written according to the examples on 
page 21.  

Incorrectly written: Flashfleet
Correctly written: FlashFleet
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Editorial Style Guide Changes and Rationale  

The tables below represent key differences between the Suffolk University Style Guide and the Campus Life Style Guide, as well as a 
rationale for each change. The colored text outlines where changes are made.  
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Abbreviations
Suffolk Style Guide Campus Life Style Guide Rationale
Do not use periods when abbreviating academic degrees or 
when using acronyms.
 
Examples: BA; BS; MA; PhD, JD; LLP; MD; HMO; UK; 
Washington, DC

Use periods when abbreviating academic degrees.
Examples: B.A.; B.S.; M.A.; Ph.D., J.D.

On the Campus Life site, including biography pages, KSU 
uses periods when abbreviating academic degrees. 

Months and days of the week
Suffolk Style Guide Campus Life Style Guide Rationale
Days should be abbreviated: Mon., Tues., Wed., Thurs., 
Fri., Sat., and Sun.

Days should be written in full: Monday, Tuesday, 
Wednesday, Thursday, Friday, Saturday, and Sunday.

On all site pages, including announcements, landing pages 
and microsites, days of the week are written in full. 

Capitalization of proper names 
Suffolk Style Guide Campus Life Style Guide Rationale
As a general rule, capitalize the full, formal names of 
departments, colleges and schools, offices, institutes, 
University buildings, libraries, programs, awards, 
scholarships, academic associations.

As a general rule, capitalize the full, formal names of 
departments, colleges and schools, offices, institutes, 
University buildings, libraries, programs, awards, 
scholarships, academic associations and student 
organizations.

To adapt the style guide to Campus Life, the amended text 
now makes reference to “Student Organizations.” 

-- 
Do not use Kent State campus; all references to the Kent 
Campus should be capitalized.

The text is newly added and does not exist on the Suffolk 
Style Guide. 

Trustees should be handled as follows: Board of Trustees, 
Suffolk University Board of Trustees, the trustees, the 
board.

Trustees should be handled as follows: Board of Trustees, 
Kent State Board of Trustees, the trustees, the board.

To adapt the style guide to Campus Life, the amended text 
now makes reference to “Kent State Board of Trustees.” 

Do not capitalize designations of officers of a class, social 
organization, etc.

Capitalize designations of officers of a class, social 
organization, etc.

Student organization officer positions are capitalized on 
pages including the Commuter and Off-Campus Student 
Organization site. 
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Ampersands
Suffolk Style Guide Campus Life Style Guide Rationale
Use only if part of the formal name of a company, building, 
school, publication, etc.
Examples: AT&T; the New England School of Art & Design 
at Suffolk University
May also be used as a design element or in graphs/tables
Ampersands are not to be used in headlines or running text. 
Do not include a comma before an ampersand.

University style follows the Associated Press Stylebook 
and uses and, not an ampersand, in print communications 
unless an ampersand is part of the proper name of a non-
university entity. When writing for Web communications, 
use and in the text comprising the body of a website page. 
However, ampersands are permitted as part of the Kent 
State University website’s navigation or a design element 
used as part of a website’s navigation if using and interferes 
with spacing or the overall design of the website.

The Kent State Guide to University Style provides a detailed 
explanation for using ampersands. The amended text now 
includes the institution’s recommendation. 

Apostrophes
Suffolk Style Guide Campus Life Style Guide Rationale

--
Always use an apostrophe for the Dean’s List (Deans 
Council does not have an apostrophe). 

The text is newly added and does not exist on the Suffolk 
Style Guide. 

Commas
Suffolk Style Guide Campus Life Style Guide Rationale
Although some writers view the serial comma (the comma 
between the last two items in a series) as optional, we 
advise using it to avoid ambiguity or misreading.

Do not use the serial comma. Campus Life does not appear to use the serial comma on 
its site pages. 

Country and state names
Suffolk Style Guide Campus Life Style Guide Rationale
In running text, state names should be written out in full. In 
the class notes section within the alumni magazines, two-
letter abbreviations are used.

In running text, state names should be written out in full. 
Use the two-letter abbreviation for listed addresses.

On the Things to Do page and within the website’s footer, 
“Ohio” is abbreviated as “OH.”
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Suffolk Style Guide Campus Life Style Guide Rationale

--
Do not capitalize email unless the word is used at the 
beginning of a sentence. Do not hyphenate email.

The text is newly added and does not exist on the Suffolk 
Style Guide. 

Commonly question terms
Suffolk Style Guide Campus Life Style Guide Rationale

--
Commonly questioned terms. The Suffolk University terms were replaced with terms 

adopted from the KSU Guide to University Style. 

Kent State-Specific 
Suffolk Style Guide Campus Life Style Guide Rationale

--
Commonly used words or terms related to Kent State and 
Campus Life.

The Suffolk University terms were replaced with terms 
adopted from the KSU Guide to University Style. 
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