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Overview

This style guide is intended to aid Northwest Indian College (NWIC) faculty and staff in writing materials to be submitted to the Curriculum Committee for review and also as a guide to writing other curricular materials, such as syllabi. Much of the style guide focuses on content as it is to be presented in the NWIC catalog as an aid to the Registrar in the presentation of programs of study and course descriptions for inclusion in the NWIC Catalog as well as in the preparation of materials for the Curriculum Committee. Programs of study and course descriptions must conform to the catalog description format as listed in this style guide, which should be referred to when writing new material or amending current descriptions. This creates a catalog that is consistent in presentation and therefore more readable and usable to the students, faculty and staff of the College. 

The style guide adheres to the Associate of American Colleges and Universities Style Guide: https://www.aacu.org/publications/style-guide. In cases where this style guide does not describe a particular situation, pelase consult the American Colleges and Universities Style Guide. 


Using This Style Guide

This document notes specific requirements and recommendations when preparing material for the NWIC Catalog. It is primarily for use by the NWIC Registrar to ensure consistency of catalog texts including, but not limited to, course descriptions. If this guide does not explicitly cover a specific style question, please refer to The Chicago Manual of Style (16th ed.) for guidance.

Elements of the Course Creation/Revision Form

For the catalog, the elements of a course include a course subject code, course number, course credits, course title, course catalog description, course prerequisites and requirements, form of grading, modules, and general education and college requirements.  The following elements are drawn from the course Creation Form that is available at http://blogs.nwic.edu/curcom/forms-instructions-and-guidelines/. 

Composing Course Descriptions

Catalog course descriptions should focus on content. Catalog course descriptions, not including the course title or other course details, should be limited to 50 words. The course content should be expressed in concise sentences. Catalog course descriptions should not be used to advertise the course, but rather to inform the students of the content. The catalog course description should appear on course syllabi but can also be elaborated upon in the form of course outcomes. What students are expected to learn is left to the course outcomes statement in the course syllabus. In brief, catalog course descriptions only detail what the course will deliver. The Registrar retains the prerogative to modify the suggested short title listed on the course creation form to fit catalog style constraints.

Course Description Style
Do begin the course description with a verb (see Sample Wording for Program and Course Descriptions below for list of possible verbs).
Do compose the description so it flows directly from the course title.
Do use short and content-rich sentences (no fluff) with descriptive words as shown in Sample Wording for Program and Course Descriptions below.
But
Do not begin the description with “This course will …” or “The lecture and lab will consist of …”
Do not repeat the title.
Do not include references to students such as “designed to provide students with…”
Do not write course descriptions as mode-of-delivery-specific, i.e., they should equally apply to face-to-face, OL, ITV, and IL modes of delivery of the course.

Course Subject Code and Number
	Indicate subject code first, then number.

Credits
	Indicate total number of credits awarded for full completion of the course.  In the case of variable credits, the credits should be expressed as a range separated by a hyphen (e.g., “1-5 credits”).

Course Title
Use a clear course title and refrain from using abbreviations.
Course titles are formatted in all upper-case letters.

Prerequisites and Requirements
Prerequisites refer to specific courses to be taken before the course while requirements refer to non-course specific requirements necessary in order to enroll in the course.
If a course refers to class standing, designate “freshman,” “sophomore,” “junior,” or “senior” standing.
Use “permission of instructor,” only if course requires permission. 
Repeat the course prefix for multiple courses within the same department:
e.g., BIOL 201 or BIOL 243
When listing multiple requirements, a comma (,) communicates “and” where all courses listed are required:
e.g., HIST 112, ENG 101, and ENG 102
When listing multiple requirements, “or” communicates an acceptable course alternate:
· e.g., MATH 102 or MATH 107
· e.g., BIOL 101, BIOL 100, BIOL 111, BIOL 130, or BIOL 201
· Note: the first course in an “or” list is considered the preferred course to complete the requirement.

Form of Grading
	Letter grades (A-F) are default. Indicate S/U grading when appropriate.

Separate Modules
If course modules are one credit each (e.g., ARTD 105) and similar topics within the same course focus are present, the catalog description refers to all modules.
If course modules are one credit each and have distinctly difference course foci, each module should have a unique catalog description (e.g., ECED 197A/ECED 197B and ECED 297A/ECED 297B). 

General Education and College Requirements
Use the following abbreviations within parentheses at the end of course descriptions. The list should appear as a running footer throughout the Course Descriptions section of the catalog.
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CS – Communication Skills
QS – Quantitative Skills
HP – Humanities Performance
HT – Humanities Theory
SS – Social Science
NS – Natural Science
NSL – Natural Science Lab 
TE – Transferable Elective
NE – Non-Transferable Elective
N – Non-Applicable

Service Learning Symbol – use as designated by the Director of Indigenous Service Learning

Sample Wording for Program and Course Descriptions

As previously mentioned, course descriptions should be composed in such a way that the title flows right into the course description. Example: 

ECED 108
RE-EVALUATION COUNSELING: TOOLS OF THE TRADE
Offers the opportunity to acquire additional co-counseling skills, to increase the ability to use and support the emotional discharge process, to apply theory to practice in early learning settings, and to develop leadership skills. Co-counseling sessions among members of the class are required between class meetings.
Prerequisites: ECED 107 or HUMS 107. (3 credits) (NE)

The course description should describe what the course will deliver and avoid stating what the students will learn, which cannot be guaranteed. Description of what the student is expected to learn is to be articulated in the course outcomes. The following is a suggested list of words to assist departments in writing program and course descriptions – departments are not obligated or limited to its use. Recommended phrases begin with the following:


Advanced topics in …                      
Includes ….
Advanced instruction in …                 
Instructs …
Analyze …                                          
Instruction in …
Analysis of …                                     
Investigate …
Application of …                                 
Investigation of …
Assess …                                           
Major elements of …
Concept …                                         
Methods of …
Considers …                                       
Methodologies of …
Continuation of … (Part 1 and 2)        
Model …
Designed to …                                    
Overview of …
Development of …                              
Preparation in …
Discussion of …                                  
Principles of …
Dynamics of …                                    
Provides …
Emphasis on …                                   
Research …
Evaluate …                                          
Selected themes in …
Examination …                                    
Study of …
Examines …                                        
Survey of …
Explores …                                          
Techniques …
Exploration of …                                  
Theory …
Exposure to …                                     
Topics include …
Focus on …                                          
Understanding and …
Fundamentals of …



The following phrases are typically used only in lower-level course descriptions:
Introduction to …
Elementary …
Introduce or Introduces…

Additional action verbs associated with Bloom’s Taxonomy can be found on the NWIC Assessment web pages (see the course outcomes link on the Assessment webpage at http://www,nwic.edu/assessment).

Capitalization of Other Common Terms
· 
· Alaska Native
· First Nations
· Native
· Native American (not American Indian)
· Native Hawaiian
· Tribal
· Indigenous
· Indian



Programs of Study Style

Program Title
Use a clear program of study title and refrain from using abbreviations.
Course titles are formatted in all upper-case letters.
Program of study titles begin with the degree (e.g., Bachelor of Arts) followed by “in” and then the field of study (e.g., Native Studies Leadership).
Capitalize the formal title of a program of study or award of completion in the heading.
Use “and” instead of an ampersand (&).

Program of Study Description
Always begin with “This program of study…”
Use short and content-rich sentences.
Write concisely and in a straightforward manner (no fluff) using descriptive language.
Summarize the described program outcomes as the basis for the description. Example:

BACHELOR OF ARTS IN NATIVE STUDIES LEADERSHIP
This program of study is the journey to self-determination and reclaiming our Cultural Sovereignty. Traditional knowledge is our canoe. It moves us away from the Western genre that has shaped and determined a false sense of who we are and towards our original identity—an identity that is formed by sacred histories, language, origin stories, and the heroes who continue to defend our families and our homelands.

Program of Study Course Listing
Group requirements into the following sections and set bold, all caps, each section title set using white text on a black background, with the word “credits” right justified:
· Northwest Indian College Requirements,
· Northwest Indian College Foundational Requirements,
· General Education Requirements,
· Program Core Requirements (replace “Program” by program name),
· Electives.

· Set Course Code (subject and number), Course Title (followed by the general education code in parentheses), and Course Credit Load (not bold-faced) in title case and connect elements with spaces (not dot leaders). Example:

HMDV 110	Introduction to Successful Learning (NE)	4

· List courses in alphanumeric order within each section (NWIC Requirements, etc.). The Registrar may reorder the listing of courses within sections after Curriculum Committee approval of the program of study.
· Indicate total credits for each grouped requirement at the bottom of each grouping, set bold.
· Indicate total credits for entire program at the bottom of the option, set bold.


Program of Study Options or Alternatives 
Create separate lists of courses for all options (i.e., Four-Year Option and Junior-Entry Option) and title set as larger font in black above all sections for that option, using a lightly shaded background. Additional levels of options (options within options) may also be identified.
Include one or more sentences that define the parameters of the option. 

Course options within program of study sections - There are several types of course options within programs:
1. All courses are considered equivalent in preference. Example, CMST 101, 210, or 220 in the NWIC Foundational Requirements. In this case, all of the course options are listed starting in the left column, as follows:
CMST 101 	Introduction to Oral Communication (CS) OR                                       
CMST 210 	Interpersonal Communication (CS, HT) OR			4
CMST 220 	Public Speaking (CS, HT)

2. One course is preferred although other courses may also satisfy the requirement. In this case, list the preferred course followed by the subject and number of the alternatives, as follows:
BIOL 101 Introduction to Biology, or BIOL 100, 111, 130, or 201 (NSL) 	5
If the list of alternative courses is too long or complex to fit on a single line it may also be placed in a footnote. 

3. Specific courses fulfill the requirement but others may also fulfill the requirement under specific situations and with approval. In this case, the description of the process for using alternate courses is described using a footnote.

Course alternatives within a section are distinct from concentration options or areas within programs of study.


General Style Guide


General elements of style pertaining to the NWIC Catalog are denoted below. In the case of elements not specified in this guide, the default style is designated as The Chicago Manual of Style (16th ed.).

Punctuation

( . ) Period
End a sentence: Dinner was delicious. Use a single space following a period.
( ? ) Question Mark
End a sentence and denote inquiry: What time is it?
( ! ) Exclamation Point
End a sentence and denote excitement or emphasis: Watch out for that tree!
( , ) Comma
Denote a break within a sentence or direct address of a person or group: Mary, listen to me.
Separate any of the following:
· Two or more adjectives: He is a charming, attentive listener.
· Items in a list: Please buy eggs, milk, butter, and flour.
· The name of a city from the name of a state: I live in Salt Lake City, Utah.
Two independent clauses: 
The waiter still has not taken our order, and the play starts in five minutes.
Direct quotations: 
“The remarkable story of NWIC is still being written.”
Name suffix (Jr., Sr., III, etc.):
Do no use a comma before a suffix in a name. Thomas Lewis Sr.  
· Appositive (noun phrase following noun phrase):
Makah artist, Micah McCarty, donated his time.
( ; ) Semicolon
Separate two related but independent clauses: 
I asked Anne to look at my computer; she has a knack for them.
Separate a series of items that already contain commas:
· For our wedding colors, I chose white, the color of innocence; red, the color of passion; and yellow, the color of lemons.
· I have lived in Detroit, Michigan; Paris, France; and Sydney, Australia.
Conjunctions appear once in the list after the last semicolon.
( : ) Colon
Introduce a list:
For Christmas, I would like the following presents: a hula hoop, a hippopotamus, and my two front teeth.
Introduce a statement that expands upon the clause before the colon:
And so, my fellow Americans: ask not what your country can do for you—ask what you can do for your country.
( - ) Hyphen
Add a prefix: 
Trans-Atlantic flights are costly.
Create compound words: 
Spider-Man is my favorite superhero.
Words with prefixes and suffixes are usually “closed up”—written without hyphens.
If “closing up” a word would produce a double letter, produce two adjacent vowels, or change the meaning of the compound word, use a hyphen instead.
Modifiers of two or more words are usually hyphenated, particularly when they modify a noun, as in “flute-making methodologies” or “decision-making processes.”
Words prefixed by “self”, “free”, or “half” are usually hyphenated: as in “self-determination.”
Write numbers as words: 
I have lived in this house for thirty-three years.
Close up words using the following prefixes: multi-, semi-, bi-, and inter- (e.g., multinational, semiannual, and biennial. Exception: when the compound word creates a double vowel.
(–) En Dash
Make a brief interruption or an aside within a sentence or a parenthetical phrase: 
Johnny asked me–with a straight face–if he could borrow the car for the weekend.
(—) Em Dash
A continuation of a sentence with an elaboration.
Johnny asked me—with a straight face, I might add—if he could borrow the car for the weekend.
 ( “ ) Double Quotation
Enclose a direct quotation: 
“If you pick up a starving dog and make him prosperous, he will not bite you. This is the principal difference between a dog and a man.”
( ‘ ) Single Quotation
Denote possession: 
I believe that is Allen’s pen.
Denote contraction: 
I know it’s his because of the distinct monogram.
Denote a quotation within a quotation: 
He told me just last week, “I do enjoy this monogrammed pen. My wife said, ‘Allen, it isn’t like people go around mistaking your pens for theirs all day.’”
( ( ) ) Parentheses
Indicate clarification: 
Please bring home some real butter (as opposed to margarine).
Indicate an afterthought or personal commentary: 
Anyone can edit Wikipedia (not that there’s anything wrong with that).
(&) Ampersand
Do not use ampersands. Instead use “and.”

Abbreviations

By convention, the following abbreviations do not contain periods.


NWIC (Northwest Indian College)
WA and all other postal codes
US, USA
JICS (Jenzabar Internet Campus Solution)
FASFA (Federal Student Aid)
GED (General Educational Development)
VA (Veterans Affairs)
GPA (Grade Point Average)
CEUs (Continuing Education Units)


In general, use the abbreviated reference to the United States only as an adjective or when referring to a unique organization, such as the US Department of Energy. If the text refers to a street address, abbreviations such as St. are acceptable.

Acronyms

When referring to a campus organization in text for the first time, use its full name followed by the acronym or abbreviation, if appropriate. Thereafter, the acronym alone may be used. Avoid use of acronyms in headers.

Capitalization

General – capitalize section headings in the catalog using title case, examples:
Definitions of Educational Programs
Educational Programs Offered at NWIC
Programs of Study and Awards of Completion

Educational Programs – capitalize official program titles using title case 
Washington Council for High School – College Relations: Intercollege Relations Commission (ICRC) standards followed where required – see http://www.washingtoncouncil.org/ 

· Awards of Completion – capitalize formal program title, examples: Award of Completion in Tribal Casino Management
· Award of Completion in Working with Infants and Toddlers
· Award of Completion in Entrepreneurship
· Award of Completion in Tribal Museum Studies

Certificates – capitalize and use title case for formal program title:
· Certificate in Computer Repair Technician 

Degrees, Abbreviated (use title case with formal program title)
· BA in Native Studies Leadership
· BA in Tribal Governance and Business Management
· BS in Native Environmental Science
· AAS in General Direct Transfer
· AAS in Business and Entrepreneurship
· AAS in Public and Tribal Administration
· AS-T in Life Sciences
· AAS-T in Early Childhood Education
· ATA in Chemical Dependency Studies
· ATA in Information Technology
· ATA in Individualized Program
Avoid using the word “degree” within the formal title of a degree awarded. For example, state “She earned a BA in Native Studies Leadership,” not “She earned a BA degree in Native Studies Leadership.” This does not exclude stating “She earned a BA degree.”

Degree, Types 
· Bachelor of Science (BS)
· Bachelor of Arts (BA)
· Associate of Arts and Sciences (AAS)
· Associate of Science Transfer (AS-T)
· Associate of Applied Science Transfer (AAS-T)
· Associate of Technical Arts (ATA)

Miscellaneous:
Coast Salish Institute
Cooperative Extension

Use of Apostrophes and Capitalization with Degree Types:
· certificate in …
· associate’s degree in …
· bachelor’s degree in … 
· master’s degree in …
· doctorate in …


Examples
Use lower case for both the type of degree and the word “degree” unless indicating the formal title of the program. For example, “NWIC offers technical arts degrees at the associate’s level in information technology and chemical dependency studies.” Note that specific words, such as “Native” are capitalized, as noted above, for example, “One of NWIC’s bachelor’s degrees is in Native studies leadership.” By comparison, capitalization is used with the formal program title. For example, “NWIC offers the Associate of Technical Arts in Information Technology.” 

Personal Pronouns

Avoid use of first person pronouns (I, we, mine, our, me, or us) in catalog text.
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