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Style Sheet

1. Scope of Application

e SIS Group, SIS Brazil, SIS Germany, SIS Switzerland, SIS Italy
e hinding for the following publications: website, SIS Staff Info, emphaSIS, SIS World, flyers,
information folders, advertisements, further printed matters

2. Fundamentals

e A uniform handling of linguistic descriptions and matters of expression imparts consistency to
our texts. It helps to avoid lengthy discussions on formal matters and to remain focused
primarily on content.

e The rules of British English (e.g. programme, organisation) apply.

Exception: Contributions from American authors remain in American English.

o work of reference: Oxford Dictionary.

3. Numbers
3.1 Numbers in Continuous Texts

write out numbers from zero to nine

exceptions: dates, times, units of currency, year levels (as specified further below)
round numbers can be written out: twenty, hundred, thousand

use thousands separator: 1.000

separate decimals with comma: 1.000,00 or 50,5 %

3.2 Numbers in Tables

e write numbers as numerals

e use thousands separator: 1.000

e separate decimals with comma: 1.000,00 or 50,5 %
4. Dates

4.1 Dates in Continuous Texts

e write out: 8 July 2020

4.2 Dates in Tables

e use abbreviated form: 08.07.12 (DD-MM-YY)

5. Time

5.1 Time in Continuous Texts

e at7am.,at4p.m.
e at4:15p.m.
e from4p.m.to5p.m.
e from 4:30 p.m.to 5 p.m.
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5.2 Time in Tables

e 07:00, 16:00
e 16:15

e 16:00-17:00
e 16:30-17:00

6. Units of Currency
6.1 Units of Currency in Continuous Texts

e use abbreviated form as basic rule: CHF 700,00; EUR 8,50; BRL 1.500,00
e exceptions possible in narrative texts: five dollars, seven hundred euro,
1.600 francs

6.2 Units of Currency in Tables

e use abbreviated form only: CHF 700,00; EUR 8,50; BRL 1.500,00

7. Particularities
7.1 Percentages
e use abbreviated form: 50 % (separated by a space)

7.2 “to“

e write out as basic rule: seven to nine students, from Year 1 to Year 4
e when not written out (e.g. in tables): 14:00 — 17:00 (separated by spaces)

7.3 Quotation Marks
e use “”in regular texts:
> the book called “Harry Potter*
e use, ‘when quote in quote:
» She told me: “I have read 'Harry Potter* at least 10 times.*

7.4 Punctuation in Direct Speech

e Indirect speech, quotation marks are placed after the final punctuation mark:
“Can | come in?” he asked.

“Just a moment!” she shouted.

“You’re right,” he said.

“l didn't expect to win.”

“That,” he said, “is nonsense.”

YVVVY

7.5 Bullet Points

e Do not capitalise first letters unless the first word is a noun or the beginning of a complete

sentence.

e Do not use periods or commas at the end of an enumerated paragraph unless it is a complete
sentence.
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8. Terms in a Foreign Language
e Avoid terms in a foreign language whenever possible (by paraphrasing if required).
e If inevitable, write the term in a foreign language in italics. Do not use either quotation marks,
bold letters, or capital letters:
» the Swiss Matura and the German Abitur
» the book Geschichtensalat, roughly translated as “A Salad of Stories”
» He visited us with his exciting Kinderuni.
e Exception: do not write geographical terms or brands in italics but keep the accents of the
original language:
» in Brasilia
» Lake Zurich
» Rutliwiese
e Never use italics in titles.
9. Year Levels
e Whenever Year is used to describe a year level, Year should be capitalised.
e The phrase “year levels” is not to be capitalised.
o inYear 1; also possible: in Primary 1
o students from Year 4; a Year 6 student
o InYears 1to 4; also possible: in Primary 1 to 4
o During primary years students learn to use their intuition. (time span)
10. Usage of “SIS Swiss International School”
e atfirst mention in a text or on a web page, write out in full;
» SIS Swiss International School
o from the second mention in the same text or on the same web page, use only the
abbreviation:
> SIS
e incorrect usage: Swiss International School (without “SIS”)
11. Abbreviations
e write out in full when used for the first time in a text or on a web page and include abbreviation
in parentheses:
» the International Baccalaureate (IB)
» the International Schools’ Assessment (ISA)
e from the second mention in the same text or on the same web page, use only the
abbreviation:
> 1B
> ISA
e The International Baccalaureate Organization is not to be abbreviated.
12. SIS School Locations
e write SIS school locations with the respective mutated vowels (&, 6, U) or accents of the
original language:
» SIS Schénenwerd, SIS Mannedorf-Zirich, SIS Zurich, SIS Brasilia
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Levels of Education

e Do not capitalise levels of education:
» akindergarten teacher, a primary student, the precollege premises, preschool, a
college diploma
» SIS college students, at SIS bilingual college, in our primary

Diplomas and Educational Degrees

a bachelor’s degree in English and a master’s degree in early childhood education
a PhD in biology
If the term is a general term, do not capitalise, if it is a specialisation then capitalise.
Certificate names and diplomas are capitalised.
» The teacher completed a certificate in Teaching English to Speakers of Other
Languages.
» She graduated with a Master in Neuroscience.

School Subjects

e write in lower case letters except languages:
» English, French, German
» a biology teacher, a German teacher

Job Titles

e write in lower case letters as basic rule:
» the precollege teacher, the principal, the PYP coordinator
e capitalise only when the job title is used in direct connection with the name of a person outside
of continuous texts (e.g. mentioning of the author underneath a picture):
» John Adams, Precollege Teacher
» Andrew Waulfers, Principal
» Peter M., Student Year 6

Capital Letters in Titles

e capitalise all words in titles except articles and prepositions:
» Continuity from Kindergarten to College
» A Broad General Education

Composite Nouns

e rules of Oxford Dictionary apply:
» day school, price list, timetable, German- and English-speaking teacher

Hyphenation

e Hyphenation over lines is to be avoided in English texts.
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20. Gender-Neutral Language

e Avoid using gender-specific terms and replace them with gender-neutral terms
» police officer instead of policeman

e Avoid using he/she by using the plural form. Even when using the singular form, it is now
widely accepted to use they and the associated pronouns even when talking about a word in
the singular.

» not: The teacher will decide and his decision will be final.
» instead: The teacher will decide and their decision will be final.

e Possessive articles such as his or her can sometimes be replaced with the or a(n). Sometimes
it is also possible to omit articles altogether. But then it is often necessary to change to the
plural form.

» not: A teacher should correct his students' work following clear criteria.
> instead: A teacher should correct the students' work following clear criteria.

Valid as of 1 August 2023
SIS Group
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