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1 Introduction
This style guide has been produced for Woodlarks Camp Site Trust, by Carly Flack and Malcolm Jarrett.
2 Why do we need a style guide?
Do we need a style guide? Is it just another piece of bureaucratic nonsense?

Currently Woodlarks has around 10 policies on our web site, and a similar number of documents such as the Camp Leaders’ Handbook. It’s important that these documents look uniform to emphasise the quality of their content.
The intention of this guide is not to increase the workload of anyone writing a document. Far from it, this document itself can be used as a template.

George Orwell wrote six rules for the guidance of authors. The sixth rule,“Break any of these rules sooner than say anything outright barbarous”, should also apply to anything written for Woodlarks. Don’t feel hamstrung by the need to conform to this guide.
If you need help, ask!

3 Use of capitals, units, case, lists, etc
3.1 Capitals

Please capitalise the following:
· Woodlarks Camp Site Trust, WCST, the Trust, Kathleen Marshall House, KMH
· Honorary Secretary, Honorary Warden.

· Camp Leader, Patrol Leader. Pool Supervisor
· Trustee

Please don’t capitalise items that are not formal titles, such as camp site, railway station.

3.2 Units and numbers
Please use the metric system, but consider giving imperial approximations.

· 15C (59F)  Beware of the use of the degree sign as it does not always render correctly
· two metres (six feet)
· 10kg (22 lb)
Please use the common convention of writing numbers from zero to nine as words and larger numbers as digits, for example 42.
3.3 Time and date

Please show times in 24 hour format and dates in full, thus: 17:35 14 Oct 2014. The month can be abbreviated.
3.4 Lists 

Bulleted lists are preferred, 
· item 1

· you don’t need a full stop (.) at the end of each line, and if you have a long line the text will wrap
· start in lower case unless using a proper noun like

· Belgium

3.5 Links
Please use hyperlinks with caution. A document that will only be distributed electronically may use hyperlinks, but these are of no use in a printed document. 

Cross references to other pages are useful, for example “please see the Introduction on page 3” has an automatically updated link which may be followed easily in both electronic and printed documents. 
3.6 Table of Contents and Index

The table of contents will be generated automatically using the “Update Field” command. Normally the ToC will include the top three heading levels, including the heading numbers.
We do not index documents. Users can search documents electronically, rendering indexes redundant.
3.7 Use of case in headings

Please be consistent in the use of paragraph headings, either use sentence case (This is a Heading in Sentence Case ) or normal case (This is a heading in normal case).

3.8 Use of separate Microsoft Word sections

Microsoft Word has a feature known as “sections”. This allows changes of style in a document. For example in our Expenses Policy we have an expenses claim form that does not have the usual header, footer and page numbering. It is also rotated to allow a landscape form to be incorporated into a portrait document.

To avoid adding complexity, please don’t break a document into sections unless it’s essential.
4 File Format
Woodlarks documents are normally produced in Microsoft Word 97-2003 format. Final versions are circulated in PDF format. PDF documents offer good portability and are less prone to inadvertent editing. The screenshot of a directory below shows various formats. The top file, with a name ending in .doc is correct. The second file ending with .docx is not in the correct format. The third file, ending in .pdf is a file in PDF format ready for distribution. 
To save a document in the correct form use the “Save As” feature in Word. Modern versions of Word will open the wrong format by default.
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5 Headings, this is a level one heading
There are three levels of heading. All three, if used,  will appear in the Table of Contents generated automatically
5.1 An example of a level 2 heading

Note that it’s in 14point bold...
5.1.1 An example of a level 3 heading

....as is level 3.
6 Images
Please try to use JPEG or PNG format for images. Avoid using high resolutions. These documents are often circulated electronically and large images are a real nuisance.
Large documents take much longer to download as email attachments and use up more space on the website. 

There is no firm rule to sizing images. Try to use as low a resolution as possible without compromising quality. Experiment!

Image manipulation software is needed to resize images. For example Microsoft Office Tools includes Microsoft Picture Manager, this has options to crop (chop out extraneous material), resize (make larger or smaller) and compress (lower the detail and hence the file size of) pictures. Often scanner software offers image manipulation tools. 
Finally, image manipulation is something of a black art. Do ask for help if it is an unfamiliar task.
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