CHARITY STYLE GUIDE  |  [Organisation Name]
	STYLE GUIDE
[Organisation Name]



	This template is designed to be filled in by your communications team. Work through each section and record your organisation's decisions – there are no right or wrong answers, only consistent ones. Delete this instruction box when complete.



1. About This Guide
A style guide ensures that everything your organisation publishes looks and sounds consistent – whether it's a leaflet, a social media post, or a funding application. It saves time, avoids confusion, and helps new team members write in your voice from day one.

✏  Who should use this guide? List teams or roles here.

✏  When was this guide last reviewed? Add a review date and a named owner.

Guide owner:            
Last reviewed:            
Next review due:            


2. Our Organisation
2.1 Name and Abbreviation
Decide once and stick to it: how do you refer to your organisation in full, and what abbreviation (if any) is acceptable?

	Format
	What we use

	Full legal name
	

	Preferred shortened name
	

	Acceptable abbreviation / acronym
	

	Name never to use
	



✏  Example: Full name 'Greenbrook Community Trust', short name 'Greenbrook', never 'GCT' in public-facing comms.

2.2 Referring to the Organisation
Do you write about yourselves in the first person ('we believe...') or the third person ('Greenbrook believes...')?

✏  Circle or highlight your choice, and add any exceptions.

	
	Notes

	First person  (we, our, us)
	

	Third person  (the organisation, Greenbrook)
	




3. Tone of Voice
Tone of voice is how your organisation sounds in writing. Think of three or four adjectives that best describe how you want to come across. Then, for each one, note what it does and doesn't mean in practice.

✏  Example: 'Warm but not gushing. Human but not unprofessional. Direct but not blunt.'

	We are...
	This means...
	This does NOT mean...

	e.g. Warm
	Writing as if speaking to a person, not a committee
	Using excessive exclamation marks or overly informal language

	
	
	

	
	
	

	
	
	



3.1 Words to Use and Avoid
✏  List any words that feel right or wrong for your organisation. Include charity-sector jargon you want to ban.

	Use this...
	Instead of this...

	e.g. people we support
	service users / beneficiaries

	e.g. we help / we work with
	we deliver / we provide

	
	

	
	

	
	




4. Writing About People
4.1 The People You Support
How you refer to the people your organisation helps matters. Record your preferred terminology here.

✏  Think carefully about language that centres people's humanity, not their condition or circumstances.

	We say...
	We avoid...

	e.g. people experiencing homelessness
	the homeless

	e.g. young person with a learning disability
	learning disabled youth

	
	

	
	



4.2 Case Studies and Stories
When sharing stories about the people you support, note your policies here.

1. Do you use real names or pseudonyms? _______________________________________________
1. Do you require signed consent for all case studies? ___________________________________
1. Any restrictions on photographs or identifying details? _________________________________

4.3 Job Titles and Staff Names
✏  Decide: do you capitalise job titles in running text, or only as part of a proper name?

	Approach
	Example

	Titles capitalised in all uses
	The Chief Executive attended the event.

	Titles lower case in running text (RECOMMENDED)
	The chief executive, Sarah Jones, attended the event.

	Our choice:
	




5. Capitalisation
Inconsistent capitalisation is one of the most common style problems in charity comms. Record your decisions for each category below.

	Category
	Capitalise?
	Example / Notes

	Organisation name (full)
	Always
	Greenbrook Community Trust

	Organisation name (short)
	
	

	Programme / project names
	
	

	Trustee / board of trustees
	
	

	Job titles (in running text)
	
	

	Reports / publications
	
	

	Seasons (spring, winter...)
	Lower case recommended
	

	Government / government policy
	
	

	Sector-specific terms
	
	




6. Punctuation
6.1 The Oxford Comma
The Oxford (or serial) comma is the comma before 'and' in a list of three or more items.

	Without Oxford comma: We work with children, young people and families. With Oxford comma: We work with children, young people, and families. Either is fine – the important thing is to pick one and be consistent.



Our choice (circle one):   Oxford comma  /  No Oxford comma:            

6.2 Apostrophes
✏  Note any specific cases that cause confusion in your organisation.

	Rule
	Our approach

	Contraction  (it's, we're, don't)
	

	Possession  (the trustee's report)
	

	Plural possession  (our trustees' decision)
	



6.3 Hyphens and Dashes
	Use
	Our approach

	Compound adjectives  (e.g. long-term plan)
	

	En dash for ranges  (2022–23)
	

	Em dash for parenthetical aside
	




7. Numbers and Dates
	Category
	Our style
	Example

	Numbers one to nine
	
	Write as words: one, two, three

	Numbers 10 and above
	
	Use numerals: 10, 25, 100

	Numbers at start of sentence
	
	Always write as words

	Percentages
	
	50% or 50 per cent?

	Money – small amounts
	
	£5 or five pounds?

	Money – large amounts
	
	£1.2 million or £1,200,000?

	Date format
	
	1 April 2024  or  01/04/24?

	Financial year format
	
	2024–25 or 2024/25?

	Time format
	
	9am, 9.00am, or 09:00?




8. Spelling and Preferred Forms
8.1 Dictionary
Which dictionary do you follow? (Oxford English Dictionary is the most common choice in the UK charity sector.)

Our dictionary:            

8.2 -ise or -ize?
	Option
	Notes

	-ise  (organise, recognise) – RECOMMENDED for UK
	Most common in UK charity sector

	-ize  (organize, recognize)
	Oxford style, also acceptable

	Our choice:
	



8.3 Preferred Spellings
✏  Record any spellings or forms your organisation has specifically agreed on.

	Use this
	Not this

	e.g. fundraising
	fund-raising / fund raising

	e.g. email
	e-mail

	e.g. website
	web site

	
	

	
	

	
	




9. Digital and Social Media
9.1 Website
1. Do you write URLs with or without 'www'? ________________________________________________
1. Do you include https:// in public-facing text? ____________________________________________
1. How do you style email addresses in text? ________________________________________________

9.2 Social Media
✏  Note platform-specific conventions, hashtag formats, and any restrictions on what can be shared.

	Platform
	Handle / account name
	Notes / restrictions

	X / Twitter
	
	

	Instagram
	
	

	Facebook
	
	

	LinkedIn
	
	

	Other
	
	



9.3 Hashtags
✏  List official hashtags and any banned or restricted ones.

Official hashtags:            
Hashtags to avoid:            


10. Images and Design
10.1 Image Policy
✏  Note your photo approval process, consent requirements and any restrictions.

1. Who approves images before publication? ________________________________________________
1. Are stock photos permitted? If so, which library? _________________________________________
1. Restrictions on images of children or vulnerable adults? ___________________________________

10.2 Captions
	Decision
	Our approach

	Caption style (sentence case / title case)
	

	Full stop at end of caption?
	

	Name people left to right?
	

	Credit photographers?
	



10.3 Brand Colours and Fonts
✏  Record your brand colours (hex codes) and approved fonts here.

	Element
	Details

	Primary colour
	Hex: #

	Secondary colour
	Hex: #

	Accent colour
	Hex: #

	Primary font (headings)
	

	Body font
	

	Logo file location
	




11. Quick Reference Card
Copy this summary page and pin it up. Fill in your decisions once the full guide is complete.

	Topic
	Our decision

	Organisation name (short)
	

	First or third person?
	

	Oxford comma?
	

	-ise or -ize?
	

	Numbers: words up to...
	

	Date format
	

	Percentages
	

	Job titles capitalised?
	

	People we support called...
	

	Social handles
	

	Hashtags
	

	Image approval contact
	




	This style guide was built using a template created by Kelly Owen at Ultimate Proof Ltd – communications consultant specialising in the charity sector. For proofreading, editing and communications support, visit www.utimateproof.co.uk
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