Notes for Authors and Editors
General Notes (in no particular order)
The Pilgrim is not a novel. Very few people will read it cover-to-cover. They may only read one article: your article. It is therefore important that every article is as good as it can be.
People read The Pilgrim to find out about people they know; mention names where at all possible.

Do not try to show off. Do not use long complicated words when a shorter, simpler one will do. But do not use two words when one will suffice. And don’t worry about beginning sentences with but or and unless you are aiming for total formality.
Make sure you cheque you’re spelling; don’t rely on a spellchecker to spot every single mistake.

Verbs has to agree with their subjects. And make sure that a verb means what you think it means: to accept and to except have very different meanings.
Don’t confuse words like affect and effect, ascent and assent or complement and compliment.

Don’t stupidly split infinitives, don’t use greengrocers apostrophe’s and make sure that, you, don’t put commas, where they’re not, required.
Try to avoid ending sentences with prepositions but don’t go overboard: that is the sort of nonsense up with which I will not put.

And last, but not least, lay off the clichés.
1. Bylines

Bylines should appear at the end of a story right-aligned in italic type. Authors should format names as described below in §2. Pupils should include the name of their form and teachers should include the name of their department or the appropriate role.
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Quisque vel lectus. Duis fringilla risus. We had a great time in France.
John Smith, 6ABC
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Aliquam porttitor lacus eget. Our trip to Dieppe was a resounding success.
Mr Smith, Modern Languages
Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Quisque elementum volutpat est. Our careers evening was an enormous success.
Mr Smith, Head of Careers
2. Names
Great care should be taken to ensure that all names are spelt correctly. Mistakes such as ‘Stephen’ for ‘Steven’ or ‘Philip’ for ‘Phillip’ are totally unacceptable. If you have the slightest doubt, check and double check.
2.1. Pupils

The first time a pupil’s name appears it should be their forename followed by their surname. Subsequent appearances should use only the forename unless there is more than one pupil with the same forename in which case the first initial of the surname should be used.
This season’s key players were John Smith, Joe Bloggs and Joe Public. John played exceptionally well against Imaginary High School whilst Joe B. and Joe P. were both excellent throughout the season.
The use of nicknames should be avoided, except where they are common contractions of the forename, i.e. ‘Sam’ for ‘Samuel’ or ‘Ben’ for ‘Benjamin’.
2.2. Teachers

Teachers’ names should appear as the appropriate honorific followed by their surname. The names of other staff, (e.g. administrative, groundskeeping) should be appear in the same fashion.
We left for France with Mr Smith, Mr Bloggs and Mr Public in tow.
With the exception of Gap Year students who should be referred to in the same manner as pupils, but with the appropriate honorific.

We were helped enormously by Mr Joseph Bloggs, one of our Gap Year students.
If there are two teachers with the same surname then the first (and if necessary second) initial (followed by a full stop) should be used.

Mr Smith teaches French, Mr A.K. Reid is a physical education and mathematics teacher and Mr A.G. Reid teaches science.
2.3. Honorifics

In the case of female staff, effort should be made to ascertain which is the preferred honorific (Miss, Mrs or Ms). Please note that a number of teachers at RGS have PhDs and should appear as ‘Dr’.

Please note that the vast majority of honorifics do not require a full stop to indicate contraction. As a general rule if the last letter of a contraction is the last letter of the original title then a full stop is not required.
We left for France with Ms Smith, Dr Bloggs and Prof. Public in tow.
2.3.1. Combined Cadet Force
In the case of stories regarding the CCF teachers’ honorifics should be replaced with the appropriate rank designation. The names of (visiting) military personnel should also use this format.

We boarded HMS Imaginary with S/Lt Fakename and Lt Cdr Powell.
3. Dates

Dates should appear in the first instance as (day) (date with appropriate superscript suffix) (month).

We left for France on Monday 12th February.

Note that there is no comma between ‘Monday’ and ‘12th February’.

If a date range does not span two months then the month is not required for the second date.

We left for France on Monday 12th February and returned on Friday 16th.
We left for France on Friday 30th March and returned on Monday 2nd April.

Dates will be assumed to have taken place in the previous academic year (September 2006 – September 2007). If a date falls outside this range then the day is not required but the year should be included.
The ceremony honoured Mr Bloggs who died on 31st March 2005.

3.1. Times

Times should use only the whole hour and a lower-case ‘am/pm’ suffix. All times should be local times.

We left RGS at 6pm and arrived in Calais at 3am.

We left RGS at 6pm and arrived in Sydney at 5pm the same day.
Note that 12am is Midnight and 12pm is Noon (and that ‘Midnight’ and ‘Noon’ are capitalised).
4. Sports Reports
All sports reports should begin with a tally of matches played, won, drawn and lost. This applies even if one of these quantities is zero.
U14A Rugby

Played: 18; Won: 17; Drew: 1; Lost: 0

Where a points total is available it should also be included.

U14A Rugby

Played: 18; Won: 17; Drew: 1; Lost: 0

Points for: 7000; Points against: 12
Effort should be made to include the names of as many players as possible in the report, preferably with some mention of their contribution to the team’s performance.
A full listing of the squad should appear at the end of the report with the captain’s name first, followed by ‘(Captain)’ and then the remaining names alphabetically by surname.

Squad:

Michael Morris (Captain), Joe Aims, Paul Brown, Sam Edwards, Tim Green … Toby Zacariah.
4.1. Team Names

Only the First and Second teams should use a Roman numeral suffix; the ordinal suffix of ‘1st’ and ‘2nd’ should not appear in superscript.

Rugby

1st XV; 2nd XV

Cricket and Hockey

1st XI; 2nd XI

Squash

1st V

Other teams should appear as Under (Age)(A/B)

Under 14A

Under 16B
5. Reigate Grammar School

5.1. Abbreviating Reigate Grammar School

When abbreviated ‘Reigate Grammar School’ should appear as ‘RGS’.
We left RGS at 5am to travel to France.

5.2. Names of Subjects

Writing subject names in full is unnecessary: ‘maths’ rather than ‘mathematics’ is perfectly acceptable. The names of subjects should be considered to be proper nouns and as such should appear with the initial letter capitalised.
Mr Smith normally teaches Maths, French, Physics and English.
PE, RS and ICT can all appear as acronyms.
Mr Smith took a break from teaching ICT to take us to France.
DT should be referred to as either Resistant Materials or Graphic Products. A distinction should be made where necessary between lower school Science and the three branches of science (Physics, Chemistry and Biology) taught in  the third form and beyond. A distinction between English Language and English Literature will not usually be required. Note also that ‘Art & Design’ and ‘Philosophy & Ethics’ both use an ampersand rather than a written ‘and’.
5.2.1. GCSE and A-level

There is no requirement to mention the level of qualification being taken.

The French students were paired with Fourth Form GCSE French pupils.

is far better as:

The French students were paired with Fourth Form pupils studying French.

5.2.2. ‘Student’ vs ‘Pupil’

The term ‘student’ should be reserved for those from the Sixth Form and those visiting RGS from outside. In all other cases those studying at RGS should be referred to as ‘pupils’.

The French students were paired with Fourth Form pupils.

The French students were paired with Sixth Form students.
5.3. Year Groups

5.3.1. Schools

RGS can be broken up into three schools: the Lower School (years 1 to 3), the Upper School (years 4 and 5) and the Sixth Form (years 6 and 7). The names of the schools should be capitalised.
The Lower School is headed by Mr Smith, the Upper School by Ms Jones and the Sixth Form by Mrs Bloggs.

5.3.2. Forms and Years

When a year group is addressed it should be as the (ordinal number) Form.
The First Form and their Upper Sixth Form mentors travelled to France.

Abbreviations such as ‘2nd Form’ and terms such as “second formers” should be avoided.

Incorrect: A group of Second Formers travelled to France.

Correct: Pupils from the Second Form travelled to France.

It is worth noting that ‘Xth Form’ is singular and therefore verbs should take a singular form.

Incorrect: The Fourth Form have been studying Romeo and Juliet.

Correct: The Fourth Form has been studying Romeo and Juliet.
5.3.3. Distinguishing Between Upper and Lower Sixth Forms

The use of ‘Lower Sixth’ and ‘Upper Sixth’ is required; the term ‘Sixth Form’ should only be used to refer to both the Lower and Upper Sixth Forms together.

The Lower Sixth Form’s bake sale was a great success.

The Sixth Form’s production of Fake Writer’s Imaginary Play was a great success.
6. Travel and Expeditions

Effort should be made to include the names of all locations/sights visited. Note that the correct term is ‘sightseeing’, not ‘siteseeing’.
6.1. Foreign Place Names

Great care should be taken to spell the names of foreign locations correctly. Where an anglicised version of the name is unavailable the correct use of diacritical marks (ümlaut, ĉircumflex etc.) is expected.

Our tour of Paris included the Eiffel Tower, the Louvre, the Champs-Elysées, the Basilica of the Sacré Cœur, and the Arc de Triomphe.
6.2. Similar Place Names

When confusion could arise because there are two or more locations with the same name then the country or county should be included as appropriate.

We travelled to Georgia, USA to play basketball.

We travelled to Georgia, Cornwall to play cricket.
6.3. Disputed Country Names

In the unlikely event that a country with a disputed name is referenced then authors should use the name given in ISO 3166
. For example:
Taiwan, Province of China

Occupied Palestinian Territory
6.3.1. ‘American’ and ‘USA’
Authors should note that the adjective ‘American’ applies not only to the USA but to the entire continent of America, including but not limited to South America, North America and Canada.
 Also, the term ‘US’ should not be used in place of ‘USA’.
6.3.2. China

Note that ‘China’ is the name of a cultural region whereas the ‘People’s Republic of China’ is a country which includes the Tibet Autonomous Region and the Special Administrative Regions of Hong Kong and Macao.

7. Works of Literature, Music or Art
The names of works of literature, music or art should appear in italic type and include the name of the author if this is not widely considered to be common knowledge.
The RGS production of Bertolt Brecht’s The Resistible Rise of Arturo Ui was a great success.
The Fourth Form has been studying Romeo and Juliet.

We visited the Louvre and had a chance to see the Mona Lisa.
The use of single quotation marks should be avoided:
Incorrect: Mr Smith gave a fine rendition of ‘The Stars’ from ‘Les Miserables’.

Correct: Mr Smith gave a fine rendition of The Stars from Les Misérables.
8. Quotation Marks and Direct Speech

8.1. Quotations
Direct quotations should appear in double quotation marks.

Mr Smith said that the play was “an absolute triumph”.
The Second Form described their trip to France as “awesome”, “very useful” and “tiring”.
8.2. Single Quotation Marks
The use of single quotation marks should be avoided, except when a person being quoted is quoting someone else.
Mr Smith explained that “As Einstein once said ‘I am convinced that He does not play dice’.”
8.2.1. Slang

Single quotation marks can be used to indicate slang or non-standard usage, but this is usually unnecessary and to be avoided where possible.

The French students were ‘assigned’ a mentor.
9. Use of Italics, and Bold/Underline Formatting

As a general rule formatting should be kept to a minimum.
9.1. Italics

Aside from the standard use to indicate emphasis, the use of italics should be restricted as far as possible.
9.1.1. Foreign Words

When they are not commonly used in English, foreign words should appear in italics.
On our first night an excellent Coq au Vin was served.

9.1.2. Names of Vessels
The names of vessels such as ships and aircraft should appear in italics.
We set sail on HMS Imaginary.

We had an opportunity to see a B2 Spirit stealth bomber.
9.1.3. Names of Publications
Names of publications should appear in italics.
A group of Second Form pupils had the opportunity to look around the offices of the Independent and the Daily Telegraph.

Mr Smith’s article was published in the Journal of Fake Articles.
9.1.4. Names of Other Works

For works of literature, music or art see §7 above.
9.2. Underlining

The use of underlining should be avoided.

9.3. Bold

The use of bold formatting should be avoided.

Mr Reid
agr@reigategrammar.org
� For help entering diacritical marks see http://www.olemiss.edu/depts/general_library/files/subject/modlang/modlangsaccents.html


� International Standards Organisation, Standard 3166 “English Country Names and Code Elements”, http://www.iso.org/iso/en/prods-services/iso3166ma/02iso-3166-code-lists/list-en1.html


� For more on this issue see http://en.wikipedia.org/wiki/USian





