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Overview
Working at Yale promotes the work efforts, initiatives, and accomplishments of individual staff members, departments and groups who contribute to achieving the University's mission. It supports employee engagement and provides information that enables individuals and groups to successfully achieve their goals.

Working at Yale is a quarterly publication for the staff of Yale University. It is published by the Office of Human Resources, Internal Communications with editorial offices at 155 Whitney Avenue, third floor. Please email queries to working@yale.edu or call the editor at 2-6263. 

Organization of the Newsletter
Working at Yale is an 8-page, four-color, quarterly publication that is printed on a web press by Turley Publications. Its recurring columns are: Who’s News, Did You Know?, More Than a Face in the Crowd, Human Resources Frequently Asked Questions. Its repeated graphic elements are: Masthead photo, upper left, page 1; graphic essays, top of pages 2&3.

Writing Guidelines
Working at Yale welcomes submissions, which may include stories, news items, announcements or photos. Please submit articles using the inverted pyramid style of writing (also see samples at end of style guide) with 400 words or less. Submissions are considered based on such factors as content and available space. The editors reserve the right to edit submissions for length, content or style. Working at Yale uses a modified Associated Press (AP) style.
 

Names and Titles
Names  Per AP: On first reference, use first and last (formal) name. On second reference, use last name only. First reference: Kent Keith’s enthusiasm for his Credit Balance Team colleagues has helped to build his department’s strong community. Second reference: Joining YMG was a “breath of fresh” air for Keith. 

Job Titles  Per AP: Confine capitalization to formal titles used directly before staff member’s name: Chief Human Resources Officer Rob Schwartz. Otherwise, lowercase and spell out when set off from a name by commas: Rob Schwartz, chief 

human resources officer, spoke at the last Town Hall meeting. Exception: listings of titles as in Promotions section   

Sources of job titles, in order of preference, are:
a) Yale Directory:  print version or online at http://scripts.its.yale.edu/cgi-bin/ph  (many workers, including Dining Services and Facilities staff, are not in the directory, however)

b) Departmental websites

Format Guidelines
Departments:  “department” is a catchall term for a staff member’s place of employment.  It may refer to an office (Development), a professional school (School of Drama), a college (Timothy Dwight College), and so on. 

 Sources of department names, in order of preference, are:

a) Yale Directory:  print version or online phonebook at http://scripts.its.yale.edu/cgi-bin/ph  (many workers, including Dining Services and Facilities staff, are not in the directory, however)

b) Departmental websites 

Writers can help to ensure clear and consistent department listings by also referring to the Departments List, a separate Internal Communications reference document, and the guidelines below.

a) No Abbreviations on First Mention in Text
· Information Technology Services, not ITS 

· Reprographic Imaging Services, not RIS
First mention: Information Technology Services (ITS); second mention: ITS

b) Omit “Yale” (See also Yale in Style Guide)

· School of Nursing, not Yale School of Nursing

· University Health Services, not Yale University Health Services

· Dining Services, not Yale University Dining Services 

· Exceptions:  departments well known to a wider non-Yale public:

1. Yale Center for British Art
2. Yale Cancer Center

3. Yale Medical Group

4. Yale University Art Gallery

5. Yale University Press

Please note: When in doubt, the department listings provided by the Oracle database is the reference of record.

Style guide
Print references for Style, Usage, and Spelling
This style guide is organized like a dictionary, for ease of use. Entries are boldfaced, and examples are set in italics. Working at Yale uses a modified Associated Press (AP) style.
Many of the entries in The Working at Yale Writer’s Guide are taken/adapted from the Long-Service Recognition Yearbook Writer’s Guide.
Lists of references (print and online) for style, usage, spelling, and Yale information follow the entries below.

academic degrees Per AP, preferred form is to avoid abbreviation: John Jones, who has a doctorate in psychology. Use apostrophe in bachelor’s degree, a master’s, etc. NO possessive in Bachelor of Arts or Master of Science. Use abbreviations only when identifying by degree on first reference is cumbersome: B.A, M.A., LL.D., Ph.D. When used after a name is set-off by commas: Daniel Moynihan, Ph.D., spoke. Do not precede a name with a courtesy title and then follow it with an abbreviation: Wrong: Dr. Pam Jones, Ph.D; Right: Dr. Pam Jones, a chemist.

ages 
Per AP, always use figures, not words, for ages: He attended the reunion with his 3-year-old daughter and 10-year-old son.  See numerals. 

a.m., p.m.  Small caps with periods (modified AP) see times
co-  Per AP: “Retain the hyphen when forming nouns, adjectives and verbs that indicate occupation or status.” Examples: co-chair, co-worker.  Do not use a hyphen in other instances: cooperate, coordinate, coexist. These last examples are exceptions to rule #1 in the prefixes entry regarding use of hyphen.
colleges, residential When more than one residential college is mentioned, use lowercase: Berkeley and Pierson colleges (not Colleges).  See schools, streets.  
comma, serial Modified AP: Use serial commas in the instances below:  
· Use a serial comma if the meaning will be unclear without it or within a very long construction. 

· Per AP: “Use a comma also before the concluding conjunction in a complex series of phrases: The main points to consider are whether the athletes are skillful enough to compete, whether they have the stamina to endure the training, and whether they have the proper mental attitude.” 

· Use a serial comma if it is part of an official title (of a department, etc.) 

compound words  See hyphen.  See also MW for specific words, AP Punctuation Guide for compound modifiers, and CMS 7.90 for compounds in general. 

comprise  Use comprise when referring to all components of something: The United States comprises 50 states. Use include when only some components are mentioned: Saturday’s reunion activities include brunch in Commons. See AP for more detail.

co-worker  see co-.

data  Plural; use with plural verb: The data were convincing.

dates  Use cardinal, not ordinal, numbers: June 2, not June 2nd.

directions and regions  Per AP, “Lowercase north, south, northeast, northern, etc., when they indicate compass direction; capitalize these words when they designate regions.”  See AP for specifics.
fractions  Spell out fractions less than 1, using a hyphen between the words: two-thirds, four-fifths, three-eighths.  
headlines  Pronouns and articles not capitalized in Working at Yale headlines

hyphen  (Per Long-Service Recognition Yearbook Style Guide see Chicago Manual of Style 7.90 and AP for examples and more detail than given here.  See also prefixes and suffixes and individual entries [co-, multi-, -wide, etc]).
Hyphens are used to form a single idea from two or more words or to avoid ambiguity. 


   Compound Modifiers:  Use a hyphen to link words in a compound modifier (two or more words that express a single concept) that precedes a noun (e.g., early-stage study, second-year student, very-low-birth-weight babies, protein-synthesizing activity, primary-care experience), except when the compound modifier includes the adverb very or any adverb formed by adding –ly to an adjective stem: highly developed species, rapidly migrating particle. A hyphen is usually not used for such modifiers when they follow the noun. 
END-OF-LINE BREAKS:  A few things for proofreaders to watch for:

· Do not divide words before -ed (e.g., research-ed). 

· Do not divide words such that the first syllable is a single letter (e.g., e-ven, a-gain, a-mong). 

· Divide compound words at the natural break point (e.g., data-base [not da-tabase], chicken-pox [not chick-enpox]). 

· Divide words following the prefix rather than elsewhere (e.g., ultra-sound, bio-medicine, endo-scope). 

· Do not hyphenate one word in a hyphenated term (e.g., life-threat-ening, cocaine-depend-ent). 

· Try to avoid dividing persons’ names. Instead, mark copy to drop name down to next line. 

include  See comprise.
job titles  not capitalized Refer to the online phonebook, http://scripts.its.yale.edu/cgi-bin/ph, for job titles.  Eudora Directory Services may also be helpful.

laboratory, lab The shortened form, lab, is fine after using the full term first. 

libraries  When more than one library is mentioned, use lowercase: Cross-Campus and Beinecke libraries (not Libraries).  See colleges, residential; schools; streets.  

SPECIFICITY:  Yale has approximately 21 school and departmental libraries; never say, “He worked in the library.”  Identify clearly the specific library in which an employee works. Some of the departmental libraries are named separately, such as Divinity Library or Social Science Library. All other locations are referred to as University Libraries. The Oracle data base is the reference of record regarding the actual name of the honoree’s work location.
local of a union  Per AP: always use a number and capitalize local when giving the name of a union subdivision: Local 35.  Lowercase local when standing alone in plural uses: The local will vote tomorrow.

multi-  In general, do not use a hyphen. Examples: multimedia, multicultural, multiphase. See prefixes.

non-  In general, do not use a hyphen. Examples: nonsteroidal, noninvasive. See prefixes.

no one  Two words.

noon  Per AP: do not put a 12 in front of it  (same with midnight)

numerals  In general, spell out whole numbers one through nine and use figures for 10 and above.  Some exceptions: always use figures for ages, chapters, dates, decades, percentages, sizes, speeds. See AP for more detail. 

DECADES/CENTURIES:  in text: 1990s, 1900s (no apostrophe before s). UNITS OF MEASURE:  Use singular verb form with units of measure: The other 81 cents is (not are) spent on labor. See percent.
percent  Use a singular verb when percent of is followed by a singular word: Researchers reported that 97 percent of the genome has been mapped. Use a plural verb when percent of is followed by a plural word: About 70 percent of medical students are involved in at least one community activity. 

percentages  Use numerals and the word percent (not per cent or %). examples: 2 percent, 98 percent.

p.m., a.m.  Small caps with periods (modified AP)
postdoctoral fellow, postdoc No hyphen.  The shortened form, postdoc, is fine after using the full term first. 

prefixes  Per AP: In general, don’t hyphenate when using a prefix with a word that starts with a consonant.  
Some exceptions: Use a hyphen if (1) the prefix ends in a vowel and the word begins with the same vowel (pre-empt), (2) the word that follows the prefix begins with a capital letter (anti-Democrat) and (3) to join two prefixes (e.g., sub-subparagraph).
principal, principle  Principal (noun or adjective) means the first in rank, authority, importance or degree: the school principal, the principal problem. Principle (noun) means a fundamental truth, law, doctrine or motivating force: the principle of self-determination.
quotation marks 

Single vs. double:  Use double quotation marks for all quotations (in stories, photo captions, headlines, etc.). Use single quotation marks only for quoted material within quoted material. When a single quotation mark is followed by a double quotation mark, add a space between them: “ ‘ (not “‘).

With Punctuation:  Always place periods and commas inside quotation marks: “We need to do some things differently.” Place dashes, semicolons, and other punctuation outside quotation marks unless they are part of the quoted matter: ...is more often a result of multiple problems—described as a “geriatric syndrome”—than a symptom of a particular illness.

schools, professional  When more than one Yale professional school is mentioned, use lowercase: Divinity and Architecture schools (not Schools).  See colleges, residential; streets.  
streets  When more than one street is mentioned, use lowercase: Howard and Cedar streets (not Streets).  See colleges, residential; schools.

suffixes  Per AP: “If a word combination is not listed in the dictionary, use two words for the verb form; hyphenate any noun or adjective forms.” Follow MW for words not in AP. See -wide.
times Per AP: Use figures except for noon and midnight
University When using alone to refer to Yale University on second reference, capitalize University. 
website one word

wide (suffix) Do not use a hyphen: campuswide, citywide, countrywide, nationwide, worldwide.
World Wide Web Per AP: capitalize
United States  Spell out when it stands alone as a noun. Use abbreviated U.S. as adjective: U.S. Supreme Court.
Yale  In general, omit “Yale” or “Yale University” from names or descriptions. See also Format Guidelines, above. 

SCHOOLS:  SCHOOLS:  Capitalize the shortened version of the proper name; lowercase the informal version (this is in contrast to style used for university departments).  Any acronyms listed below may also be used after introducing them in parentheses at the first complete name reference.  
· Graduate School of Arts and Sciences or GSAS

· Law School or YLS  (unlike other professional schools, its name is Law School, not School of Law)

· School of Architecture; architecture school

· School of Art; art school

· School of Medicine; medical school (also medical area, medical campus)

· School of Music; music school

· School of Nursing; nursing school

· School of Forestry and Environmental Studies or FES; not forestry school

· School of Management or SOM; management school

· School of Drama; drama school

OTHER ENTITIES:

· University Health Services

· University Police

· Dining Services

EXCEPTIONS:

· Yale Center for British Art 

· Yale Cancer Center

· Yale Medical Group

· Yale University Art Gallery

· Yale University Press

Yale Center for British Art Use this term, not British Art Center

years Use figures: 1999. Use an s without an apostrophe for decades or centuries: the 1990s, the 1900s.

References for Style 
primary references: 

· Associated Press Stylebook and Briefing on Media Law, fully revised and updated with a new Internet guide and glossary (AP), 2006
· Long-Service Yearbook Style Guide, AP, MW, CMS, 2006
Online and Print Resources for Yale Information

· Yale Phonebook, print and online, for name spellings and job titles:  http://scripts.its.yale.edu/cgi-bin/ph

· Index of Yale phone and email directories: http://www.yale.edu/search/directories.html

· Index of Yale websites, with links:
http://www.yale.edu/search/abc.html

· List of Yale College and Graduate School of Arts and Sciences departments, with links: http://www.yale.edu/academics/departments.html

· List of Yale professional schools, with links for more detailed departmental information: http://www.yale.edu/academics/professional.html
Departments List 


Source:  2006 Long-Service Yearbook

See also Long-Service Yearbook Writers Guide: Format Guidelines, Departments
Accounts Payable

Administration

Association of Yale Alumni

Athletics

Beinecke Library

Catering

Child Study Center

Classics Library

Computer Science

Computer Science, Applied Mathematics

Custodial Services

Development

Dining Services

Divinity Library 

Divinity School, Admissions Epidemiology and Public Health

Facilities

Faculty of Engineering

Finance

Finance, Shared Science Service Branch

Fire Marshall

Graduate Housing

Grant and Contract Administration

Grounds Maintenance

Human Resources

Information Technology Services

Institute of Sacred Music

Institutional Research

Jonathan Edwards College

Law School

Law School Library

Library Access Services

Library Circulation

Local 35

Mail Services, Medical Mailroom

Mathematics

Mathematics Library

Medical Library

Molecular Biophysics and Biochemistry

Molecular, Cellular, and Developmental Biology

Office of International Students and Scholars 

Organizational Development and Learning Center

Payroll Operations

Peabody Museum

Physical Plant

Physics

Pierson College

President’s Office

Provost’s Office

Psychology

Public Affairs

Publishing Services Center

Reprographics and Imaging Services

School of Drama

School of Forestry and Environmental Studies

School of Nursing

School of Management

School of Medicine, Animal Resources Center

School of Medicine, Anesthesiology

School of Medicine, Cardiothoracic Surgery

School of Medicine, Cellular and Molecular Physiology

School of Medicine, Dermatology

School of Medicine, Facilities

School of Medicine, Genetics

School of Medicine, Grants and Contracts

School of Medicine, Internal Medicine 

School of Medicine, Internal Medicine, Cardiology 

School of Medicine, Internal Medicine, Geriatrics

School of Medicine, Internal Medicine, Rheumatology

School of Medicine, Internal Medicine, Veterans’ Administration Medical Center

School of Medicine, Neurosurgery

School of Medicine, Obstetrics and Gynecology

School of Medicine, Office of Education

School of Medicine, Orthopaedics  (note spelling)

School of Medicine, Pathology 

School of Medicine, Pediatrics

School of Medicine, Psychiatry

School of Medicine, Psychiatry, Outpatient Services

School of Medicine, Stockroom

School of Medicine, Student Affairs

School of Medicine, Therapeutic Radiology

School of Medicine, Urology

School of Music

Social Science Library

Southeast Asia Studies

Student Financial and Administrative Services

Timothy Dwight College

Traffic, Receiving, and Stores

Traffic, Receiving, and Stores, Central Campus

Undergraduate Admissions

University Health Services

University Libraries

University Police

University Security

Utilities

Yale Cancer Center

Yale Center for British Art (not British Art Center)
Yale Medical Group

Yale University Art Gallery

Yale University Press


Samples of the Inverted Pyramid Style of Writing
Sample # 1   Yale Library Celebration
  

Who, What, Where, When, Why and How: Most Important Part

Yale Library Celebration

In celebration of its 75th anniversary of Sterling Memorial Library, the Sterling Memorial Library announces the "Treasures of the Yale Library," a season of special events, lectures and tours between October and April. The first event in the series will be an Open House at Sterling Memorial Library on Monday October 3. Various activities will be held in the Memorabilia Room (inside the Wall Street entrance) between 10 a.m - 4 p.m. Yale faculty, students and staff, and their families and friends are invited to all of these events. Refreshments will be available throughout the day. 


Second Most Important Part

The day will include an “Antiques Road Show” table, hosted by Manuscripts and Archives and the Beinecke Rare Book and Manuscript Library from 11 a.m.-2 p.m. Employees are welcome to bring old books and documents; the librarians can advise you about their history and preservation.
Brochures outlining the entire program will be available on campus next week. A more detailed listing of events is available on the following web site http://www.library.yale.edu/75th.  Please note that some of the library tours require registration beforehand and that spaces are limited.


Additional Details
A schedule of  events and activities throughout the day is listed below. You can view more information about any of the anniversary events at: www.library.yale.edu/75th or email your questions to anniversary75th@yale.edu  


· Tour of the “Arts of the Book” Collection in Sterling 11 a.m. - please register at: anniversary75th@yale.edu 

· Tour of the Preservation Department – see how rare, old or damaged books are repaired, restored and conserved 2 p.m.- please register at: anniversary75th@yale.edu 

·  “Arts of the Book” Open House noon- 4 p.m. 

· Manuscripts and Archives Open House – a chance to view close-up some of the treasures of this rich and diverse collection noon- 2 p.m. 


Who, What, Where, When:  Most Important Part
YSM Custodial Services Chooses Employees of the Month

Yale School of Medicine’s (YSM) Junious Barnes, Tassoula Nicolaou, Clifton Best, Diane Adkins-Via, Giovanni D’Onofrio and Douglas Pouncy, Sr. have been honored as Employees of the Month for January through June 2005, respectively, by a committee of their peers. The six were announced at the first-ever YSM Custodial Services’ Employee-of-the Month presentation on June 29 in The Analyn Center. A luncheon honoring the six recipients was held with their supervisors and co-workers. Their photos will be displayed in locations on the YSM campus.

Why, How: Second Most Important Part

The honorees were rated on attendance, personal appearance, attitude and conduct toward co-workers and customers, initiative, responsibility, flexibility, efficiency and courtesy. YSM Custodial Supervisor Geneva Coleman announced the winners, who accepted their plaques to the applause and cheers of fellow custodians and management colleagues, who filled the auditorium. Vibha Buckingham, associate director of the department, enthusiastically concluded the ceremony with heartfelt thanks to all who made the department’s inaugural event a success.


Details

Employee-of-the-Month committee members were Crystal Streater, Novella Greene, Jennifer Mueller, Roger Bacote, Nick Delano and Frankie Galloway.
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Sample #2 YSM Custodial Services Chooses Employees of the Month 
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