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Introduction

This Branding & Style Guide provides direction for written language and
visual/design elements in all print and digital materials produced by the
Connecticut Association of Boards of Education (CABE).

This set of standards is based on the Associated Press (AP) Style Book, for
the writing and designing of print publications and digital resources.

This guide is neither exclusive nor comprehensive. It is, as the title suggests, a
“guide” to many common style and usage issues that you may encounter.

We have two print copies (Lisa and Wilmarie) of the 2018 AP Style Guide if you
wish to use one. There is a more outdated version (2009) available in the CABE
library. Lisa also has a subscription to the online AP Style Guide.



When do | use it?

The guide should be referred to any time you are preparing any type of
document that will be viewed by external customers and for formal internal
communications. These guidelines apply to correspondence ranging from
simple letters to web copy.

Why is it necessary?

In Mmany cases, CABE's print and digital communications are the first contact
we have with our members and the public. This guide is not meant to dismiss
a communicator’s voice or diminish creativity. It's simply intended to foster
consistency, coherence, and alignment in support of the CABE brand. We
welcome suggested changes or additions.

Please contact Lisa if you have suggestions or questions about applying these
guidelines. If you wish, Lisa is also available to review any documents prior to
publications or discuss any of these issues.

Note: As CABE styles continue to evolve, this document will be updated to
include additional guidelines for specific executions throughout CABE
communications.

Readability

Research shows that when it comes to business communications, as opposed
to a novel or play, audiences overwhelmingly prefer writing that is easy to
understand. No matter whether it is a reader with a Ph.D. or a high school
education, people prefer easier reading materials.

What affects readability?

Readability is affected by many factors, including word choice, sentence
length, white space, graphics, headers, and structure. For the purposes of this
style guide, our focus is on readability in terms of the complexity of the
writing. In this area, the focus is on using short paragraphs, short sentences,
and short words. Sentences should be direct with limited clauses and
punctuation. They should not be passive. “Subject, verb, object” is the rule.

The reason we prefer short paragraphs is that research also shows that

readers tend to skip past large blocks of text, especially on smartphone and
computer screens. Blocks of text are intimidating. So, when in doubt, split up
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the paragraph. Generally, do not include more than three or four sentences in
a paragraph.

Punctuation

Periods
If a sentence ends in a URL or an email address, the closing punctuation —
usually a period — should be included.

Academic degrees are abbreviated with periods and no spaces: B.A,, B.S., M.A,
M.S., Ph.D, D.Ed., M.D,, etc.

Use only one space after a period at the end of sentence.

Comma Use
For clarity, we have chosen to use the Oxford comma, aka the “serial comma.”
Here's why:

I'd like to thank my parents, Ayn Rand, and God.
This week, he travelled to Vienna, Athens, Marseilles, Milan, and San Jose.

Use a comma with a conjunction between two independent clauses.
The sun was shining brightly, and the birds were chirping sweetly.
Use a comma after introductory phrases:

Every other year, the Connecticut Association of Boards of Education
offers New Board Member training.

Use a comma where it's necessary for understanding and to avoid ambiguity:

tet'seat-Gremdpert

Let’s eat, Grandpa!

Hyphens

Hyphens are joiners. For the most part, they are used with compound
modifiers that precede a noun (e.g., Receive an up-front interest rate
reduction). A hyphen connects related words for clarity: president-elect.
Compound modifiers get a hyphen while nouns do not: consensus building
(noun), consensus-building (adjective). For example, ‘The consensus-building

Copyright © Connecticut Association of Boards of Education. All rights reserved. 3



exercise resulted in true consensus building.” Webster's Dictionary is an
excellent resource if you have questions.

Dashes

Dashes can be used to set off clauses in prose as an alternative to a comma.
Add a space before and after the dash: Most people — school board members
included - like cookies.

Quotation Marks

Quotation marks are placed outside of commas and periods and inside of
semicolons and colons. Items placed inside quotation marks include article
titles, direct quotes, parts of books, song titles, short poems, and television
and radio programes.

Exclamation Points and Question Marks
Exclamation points should be used sparingly and never in formal or business
communications. Their use is appropriate in ad copy, however.

Question marks and exclamation points are placed inside quotation marks if
they are part of the quote and outside if they are not.

Italics

Italics are used for book titles, periodicals, newspapers, pamphlets,
proceedings, movie titles, works of art, operas, and other long musical
compositions.

Capitalization

Acronyms should be all caps, no periods, no spaces: GPA, ID cards. (The only
exception is C.E.S. — Cooperative Educational Services.) As a general rule, use
only abbreviations that would be recognized by your audience. A few, such as
CABE, CAPSS, CASBO, and the RESCs, can be used on all references. They do
not need to be spelled out if the audience is primarily in the education field.

All familiar acronyms and abbreviations are acceptable in headlines. In text,
however, the name should usually be spelled out in full near the beginning of
the narrative.

Lowercase fax and email in text. In listings, lowercase when the word follows
the number; uppercase it when it precedes the number:

Fax: 860-XXX-XXXX

860-XXX-XXXX

860-xxXX-xxxx is the fax number.
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Email: jsmith@cabe.org
Send email to jsmith@cabe.org.

Uppercase Internet and Web. Not website.

Lowercase the compass directions north, south, east and west (including
northern, southern, eastern, and western) when not part of a proper name.
Capitalize in reference to a proper name or region.

e The Northwest, but northwestern.

e The West Coast, but western Connecticut.

Lowercase the word state.
The state of Connecticut, the states of Connecticut and Massachusetts.

Board vs. board; Association vs. association
Connecticut Association of Boards of Education Board of Directors is
capitalized, board by itself is not capitalized.

e The board passed a new resolution.

Capitalize Association when used on its own in reference to the Connecticut
Association of Boards of Education.
e The mission of the Association is to assist local and regional boards of
education in providing high quality public education for all students.

Avoid unnecessary capitalization of words. For the most part, capitalization
should be used for proper nouns (e.g., Debra, Italy) or for proper names (e.g.,
Connecticut Association of Boards of Education.).

Personal titles
Capitalize formal titles that come directly before a name: “The students were
delighted when they heard they would meet Superintendent John Smith.”

Do not capitalize titles when they come after the name: “John Smith,
superintendent, advised the school board to approve the policy.”

Never capitalize job descriptions: shortstop, principal, attorney, and so on.
e President Leonard Lockhart; Leonard Lockhart, president of the CABE
Board of Directors; the president.
e Superintendent John Smith; John Smith, superintendent of Nutmeg
Public Schools; the assistant superintendent.
e Governor Ned Lamont; the governor.

Note: Additional guidance about capitalization is in Freguently-used Words
and Phrases below.

Copyright © Connecticut Association of Boards of Education. All rights reserved. 5


mailto:jsmith@cabe.org
mailto:jsmith@cabe.org

Gender / Pronouns

Avoid sexual stereotyping and language. Many words have neutral
alternatives: firefighter, police officer, chair or chairperson. Use these rather
than assuming a particular gender.

Pronouns
From the AP Style Guide:

Growing numbers of people, including some transgender, nonbinary,
agender or gender-fluid people, use they/them/their as a gender-neutral
singular personal pronoun. As much as possible, AP also uses they/them/their
as a way of accurately describing and representing a person who uses those
pronouns. Here are some guidelines and perspectives.

e They as a singular pronoun may be confusing to some readers and
amount to a roadblock that stops them from reading further. At the
same time, though, efforts to write without pronouns to avoid confusion
may make people feel censored or invisible. How to balance those
priorities? Try to honor both your readers and your story subjects. As in
all news writing, clarity is paramount.

e Often a sentence can be written sensitively and smoothly with no
pronoun. For example: Hendricks said the new job is a thrill (instead of
“Hendricks said he is thrilled about the new job” or “Hendricks said they
are thrilled about the new job").

e When using they/them/their as a singular pronoun, explain if it isn't
clear in context: Morales, who uses the pronoun they, said they will
retire in June.

e Be sure that the phrasing does not imply more than one person.
Rephrase if needed to avoid confusion about the antecedent.

e Don't refer to preferred or chosen pronouns. Instead, “the pronouns
they use,” “whose pronouns are,” “who uses the pronouns,” etc.

” u
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Don't make assumptions about a person’s gender identity based on
their pronouns, or vice versa. Don't assume a person’s pronouns based
on their first name.

In general, do not use neopronouns such as xe or zim; they are rarely
used and are unrecognizable as words to general audiences.

They/them/their take plural verbs even when used as a singular
pronoun, and the singular reflexive themself is also acceptable when
referring to people who use they/them/their.

Do not presume maleness in constructing a sentence by defaulting to
he/his/him.

When necessary, use “they” rather than “he/she” or “he or she” for an
unspecified or unknown gender (a person, the victim, the winner) or
indefinite pronoun (anyone, everyone, someone). But rewording to
avoid a pronoun is preferable. For example: The foundation gave grants
to anyone who lost a job this year (instead of anyone who lost their job).

A singular they may also be used when an anonymous source's gender

must be shielded: The person feared for their own safety and spoke on
condition of anonymity.
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Frequently-used Information

Academic year

2015-2016

Centuries

1900s  21°* Century

Copyright

Everything we hand out or create at CABE is already
“copyrighted.” But marking it with the © symbol creates
notice to others that says, “CABE owns this content,
please ask to use it."

When generating content, ask, “Will we be handing out
material with ideas or other content that our
department or CABE does not want stolen and/or used
by another person or entity without our permission?”

If the answer is yes, copyright materials this way:
Copyright © 2025 Connecticut Association of Boards of
Education. All Rights Reserved. If you have questions
about whether or not to use a ©, contact Patrice or
Conrad.

Dates

Dates are indicated by cardinal, not ordinal numbers:
April 1, not April T*.

Dollars and cents

$4596 $56 $4 billion 36 cents

Numbers

Spell out one through nine. Use figures for 10 and
above.

Use figures for ages: 5-year-old boy.

For large numbers, use a figure followed by the word:
3 million, $4 million

Use commas in larger numbers: 1,104 attendees, but not
in addresses or years.

Spell out percent instead of using the % symbol: 18
percent, not 18%

Plurals of numbers are made by adding the letter “s":
100s, no apostrophe.
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Contractions of years take an apostrophe: Class of ‘87

Phone numbers 860-571-7446 (no parentheses around the area code)
States Follow AP Style and spell out Connecticut in prose.
Time of day 9:30-11:00 a.m. (do not use a.m. or p.m. twice, no spaces

around the hyphen); 9:00 a.m.-noon (lowercase noon);
10:00 a.m. - 3:45 p.m.

Time of year Lowercase spring, summer, fall, winter

Unless referring to a specific timeframe, as in Spring
2015 or March 2023 (note no comma)

In Mmost prose usage, spell out the month: The first
meeting was held in October 2005. (note no comma)

When writing a full date, punctuate: April 1, 2019
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Frequently-used Words and Phrases

Association your Association/the Association cap

Connecticut Association of Boards of Education cap specific
bachelor’s degree / master’'s degree Use an apostrophe in bachelor's
degree, a master’s, etc., but there is no possessive in Bachelor of Arts or
Master of Science. Bachelor of Arts and Master of Arts use capital letters and
Nno apostrophe.

board of directors Lower case when “a/the board of directors” but
capitalize when a specific one, such as the CABE Board of Directors

board of education, school board, school boards no caps, unless
referring to a specific board, e.g. Wethersfield Board of Education
chairperson or chair not chairwoman or chairman

Constitutional code §20-9-326, MCA If reference comes at the start of a
sentence, spell out Section

database one word

decision-maker / decision-making

email no hyphen

Every Student Achieves Act Capitalize legislative acts but not bills; the
Kennedy bill or SB 175

extracurricular no hyphen

fundraiser, fundraising no hyphen

grade school or elementary school two words, capitalized only if part of
full title of school

high school, middle school two words, capitalized only if part of full title
of school

Internet alwayscap Google and Googling always cap

Legislature alwayscap legislators nocap legislative nocap
nonprofit no hyphen not-for-profit hyphenated

online no hyphen

self-evaluation no cap in general, but the title of a workshop is School
Board Self-Evaluation

social media capitalize X, LinkedIn, Facebook, Instagram

state don't capitalize unless it follows a specific place: Connecticut State
superintendent nocap capitalized only when appearing before a name
vice president no hyphen president-elect hyphen

website no cap, one word, and no hyphen

Web page do capitalize

Web do capitalize
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Typography

CABE uses the following fonts for all print and digital materials:
Body Text:

Montserrat, 12 pt.

Montserrat Light

Montserrat Normal

Montserrat Medium
Montserrat Bold

Title/Heading Text:

Almaria Normal 14 pt.
Almarai Bold 14 pt.

(If using Canva, Microsoft Word, PowerPoint, or other MS Office suite
platforms)

If Almarai is not available (e.g. in Google Docs), use instead:

Open Sans Normal 14 pt.
Open Sans Bold 14 pt.

If you need assistance adding any of these fonts to your computer, please
speak to Nick.

Never distort, condense, stretch or alter typefaces in any way.

For typed, hard-copy letter correspondence, use block format, left alignment.
The point size would remain between 11-12 — never larger.

Copyright © Connecticut Association of Boards of Education. All rights reserved. 11




Logos

The new CABE logo (effective July 1, 2025) includes several approved versions
for different uses.

Every approved version of the logo is available in various file formats (.jpg,
.pNng, .eps) in i:/Company/Shared Clipboard/REBRANDING 2025.

If you have questions about the appropriate use of the logo, please speak to
Lisa.

1. SIMPLE logo: “CABE" alone

k_(/ZABE

2. HORIZONTAL logo: “CABE" with the full name in two rows to the right
AB Connecticut Association
\ of Boards of Education
3. VERTICAL logo: “CABE" with the full name stacked below

GABE

Connecticut
Association of
Boards of
Education
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Each of these versions of the logo is available in:
full color

black-and-white

greyscale

solid white

Do not:

modify the logo in any way.

add elements to the logo.

change the colors

stretch, enhance, or rotate the logo.

Be careful not to change the proportions of the logo when placing it into an
application. When sizing a logo inside a picture box, holding down the shift
key as you drag the box will keep the horizontal and vertical dimensions
linked.

Whenever a logo is used, a clear zone must surround it to ensure its visibility
and impact. The clear zone is at least 1/8 of the height of the symbol. No
graphic elements of any kind should invade this zone.

When a logo is used on the website, it should only be placed on top of a solid
color or white.

The logo should not be placed on top of a pattern.

Color Palette

The primary colors in our visual identity system are the following:

PMS 4153 C PMS 3385 C PMS 2229 C PMS

CMYK: 98, 67,0, 13 CMYK: 55,0, 45,0 CMYK:100, 0,24,0 CMYK:0, 0, 0,100
RGB: 26, 78,138 RGB: 71, 215,172 RGB: 0, 156, 182 RGB: 0,0,0

HEX: # HEX: #47D7AC HEX: #009CB6 HEX: #000000

Please do not use approximate colors. The color codes are provided so that
you can match the colors on any software platform.
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Imagery
Photography plays a powerful role in commmunicating our brand.

Maintaining the integrity and consistency of our brand is important. Imagery
is what we want the audience to notice first. Photographs must accentuate,
support or complement the informational content.

The photographic style that best expresses CABE are photos of people —
generally our members at CABE events and K-12 students provided by CT
school districts. lllustrations such as icons are to be used minimally and
designed to fit with the subject matter.

Photographs depicting CABE members and the school districts we serve
should reflect our commitment to diversity. Whenever possible, include
images of students and adults that reflect diversity in race, ethnicity, and
gender.

Mission and Vision Statements

Our Mission
To assist local and regional boards of education in providing high-quality
public education for all Connecticut children through effective leadership.

Our Vision

CABE is passionate about strengthening public education to inspire success
for each child through high-performing, transformative local leadership
teams comprised of school boards and superintendents.

Whenever possible, the complete mission and vision statement should be

incorporated on printed materials. Size and space limitations will determine
when it is appropriate to use the shorter format (mission statement only).

\SABE

Connecticut Association of Boards of Education
81 Wolcott Hill Road, Wethersfield, CT 06109
860-571-7446 | cabe.org
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