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Editorial/Graphics Department 
Style Guide

This department uses a combination of rules from both AP and Chicago styles. The following is a 
listing of department-specifi c style preferences that we go by when editing for grammar and style 
within ETS products. Also included are some notes on our editorial/layout process, and some 
separate rules for specifi c products.

General Style Rules 

 Numbers:  Spell out numbers one through nine, and use numerals for numbers 10 
  and above.

 Capitalization: We capitalize Web, Internet, and World Wide Web. 

 Punctuation:  With parentheses:
  In most cases, punctuation will always go outside of parentheses. Exceptions to   
  this rule are situations where the statement in parentheses requires different   
  punctuation than the statement outside. Example: I went to bed early (wouldn’t you?).  

  Brackets:
  ETS follows the rule that brackets are used outside parentheses when needed.

    Dashes and hyphens:  
 • Use an en dash in place of through: numbers 1–10.
 • Use an em dash in place of parentheses: It’s doable—though not easy—to swim   
  across the lake.
 • Use a hyphen for compounds, where not having a hyphen would obscure   
  meaning: high-powered attorney.

  Commas: 
 • We use serial commas, meaning in a series of three, use two commas: 
  I went to the movies with Anna, Donya, and Hannah. 
 • When in doubt over whether a comma is needed, defer to what makes the statement  
  most clear to readers (make sure correct subjects and verbs are linked). 

 Contractions:  In most of our products, we do not use contractions because they typically signal   
  a less formal tone.  

 Formatting with Punctuation: 
An italicized, bold, or underlined word followed by any punctuation will not carry 
the formatting over to the punctuation: this punctuation would not be italicized, 
bold, or underlined. The exception to this rule is that we bold colons as part 
of a heading (as seen in this guide). If an entire sentence is italicized, bold, or 
underlined, its punctuation should keep that style.

 Ellipsis:  An ellipsis is three periods, with a space before and after. 

 Ampersands:  Refrain from using them, unless it’s in a reference. Replace with “and.” 
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General Layout Rules
 Spacing: Between sentences, use only one space. You can use the paragraph tool on the    
  formatting toolbar to see spaces, tabs, and paragraph breaks.

 Math issues: Put a space before and after all items in an equation: 3 + 2 = 5. For fractions, keep them   
  large and always undo the auto-formatting that makes them superscripted. We    
  use a program called MathType for all equation formatting and editing.

 Templates: We have templates for Lesson Plan document types. In addition, the     
  designers have set properties for Interpretive Guide formatting. 

 Header/Footer:  Make sure that all documents include the ETS logo and copyright information, along with   
  the correct version number and date. Logo and font sizes are fi xed. See layout guides.

Product-Specifi c Guidelines/Editing Process
 Basic Editing Process/SharePoint 
 1.  Make pen edits on the project hard copy.
 2. Implement pen edits onto electronic copy (Jill loads electronic copy onto SharePoint).
 3. Print out clean copy and check to make sure all edits were made.
 4. Before handing off to someone else, please make sure your initials and the date are in   
  the top right corner of the hard copy your pen edits are on. Also, please include the round  
  in this section (fi rst edit, etc.).
 5. Replace the old electronic copy on SharePoint with the new copy, with your edits, for   
  the next editor. 

Whenever there is a new project, Jill will add it to the Editorial/Graphics Tracking Log. She will either assign it to 
someone, or if editors need something to do, projects can be self-assigned. 

When you have implemented and cross-checked your edits for a project, please upload the electronic copy. All 
most current electronic copies for each project will be housed on SharePoint in the Current Projects folder, in a 
separate folder titled Electronic Copies. In addition, please change the status of the project in the tracking log, 
and post an announcement (“such and such project is ready for second edits). Place the hard copy in the Current 
Projects bin.

Project Storage 
All fi nal versions of projects will be stored on SharePoint so we can all access them.  In addition, all electronic 
copies of current projects in progress will be stored on SharePoint, so there is no confusion about who has the 
most recent copy, etc. Current projects will be housed in the Current Projects folder: Electronic Copies. Items that 
have been edited and approved will be housed in the Final Versons folder: Holding for Drop.

Project Tracking
The Editorial Graphics Tracking Log should make it easy to keep track of all of our projects. Please get into the 
habit of keeping it as up to date as possible. This log is fi lter-able by all fi elds, so if you need something to do, you 
can sort projects by which are unassigned, etc. 

Other Features of SharePoint
The sharepoint site has a lot of useful things on it, such as the announcements section and the discussion thread. 
Please use these to get the word out about things to look for in a project if something comes up, etc. 

Jill will do her very best to monitor/update the tracking log as often as possible; please try to check the 
announcements and discussion sections regularly. 
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Essential Standards
Changes made to Essential Standards should not be content-related. Any changes to wording, order, etc., must be 
cleared by the content reviewers prior to change. Our job is to match the language to what is on the spreadsheet, 
and to do a light edit for glaring errors (misspellings, spacing issues, missing end punctuation). We also make 
sure that any changes made to the word docs get made to the spreadsheets. Essential Standards go through two 
rounds of copy edits and a fi nal check by Jill, then undergo a fi nal content check and format by our designers. 
Editors should check for the following when editing Essential Standards:

General Process
The development team emails Jill the electronic fi les. Jill saves the fi les onto SharePoint, prints out a hard copy and 
creates a new folder, stapling a checklist on top. Jill also adds the new project into the project tracking log. Throughout 
this process, everyone needs to check off the steps they completed on the Folder checklist sheet. Jill can use that 
information to keep the project tracking log up to date.

Make sure the apostrophes are the correct style [curved MS Word style (’), not Web “typewriter” 
straight style (I)]
Strand titles need to be checked against what is on the spreadsheets, and should be consistent grade 
to grade

Formatting issues: designers will do a fi nal format check, but editors are also encouraged to check for and correct 
any formatting errors they see during their editing round.

All projects go through three rounds of edits. Jill will give the folder to the fi rst editor. Pen edits are always done 
fi rst, followed by implementing those edits on the electronic fi les. Once fi rst edits are done, the editor will print 
a hard copy of the updated electronic fi le, initial and date the hard copy containing the pen edits, and place all 
copies in the folder. Jill will assign a different editor to do second edits, following the same editing process. After 
second edits are done, the editor will hand the folder and forward the electronic fi les to Jill, who will do a fi nal edit.

After Jill has fi nished the fi nal edit, she will forward the folder containing all rounds of edits and a fresh hard copy 
to the Curriculum and Instruction Director. They will do a fi nal content check/edit. If there are corrections, they 
will mark up the hard copy and forward the folder back to Jill. Jill, or whoever is available, will implement the 
corrections on the electronic fi les and forward the folder back to them. This step can be repeated as many times 
as necessary until they give their fi nal approval. After the documents are approved, they will undergo a fi nal format 
edit/check by a designer. After that, Jill will (according to each project’s roll-out date) PDF the fi nal version and 
place a copy on the System 5 SharePoint. She will also save both the word document and PDF on her computer. 

If a project has already been released, but needs corrections, the same editing process will be followed; however, a 
fi x number will be added ot the IDMS version (7.1.1, 7.1.2 ...)




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Style for Essential Standards:
Transfer to the new 
template (if applicable).
Use Arial font.
Format paragraphs to 
have 0 pt spacing before 
and after.
Footnotes should be 
same size/font as text in 
table.
Use 12 pt bold/italics for 
the title. 
Use 11 pt italics for 
subtitle.
Use 11 pt bold gray bar 
for heading.
Use 9 pt for all table text.
Bold strand categories 
(subcategories not 
bolded).
Align all table text left 
(title and heading in gray 
bar should be centered).
Hide the border between 
the standard number and 
standard text.
Make sure FOS logo has 
™ and is in the header; 
footer should include 
current date stamp on 
the left, current copyright 
on the right, and IDMS 
version number above the date stamp.
Check language against whichever document was used in development.
If wording in spreadsheet sounds weird or is ungrammatical, reference state’s documents and then 
ask Amanda (ELA) or Michele (math/science) for direction.
Be aware that developers may put examples into parentheses with “e.g.,” notation instead of using 
“such as” or “including.”
Make sure “e.g.,” has periods between letters and a comma at the end.
Use state’s sense of hyphens and capitalization.
Only italicize terms if state does.
Follow state’s sense of comma rules.
If state is inconsistent about hyphenation in specifi c cases, it is okay to impose ETS style.
If state consistently uses semicolons in place of commas, we can use commas instead.
It is okay for parent language of a standard to be in one part of the standard and not in other parts. 
Content developers make this call. If a particular case does not seem to make sense, ask for 
clarifi cation from Amanda or Michele.
Avoid condensing text.
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Graphic Layout Style Guides
Essential Standards

 Use Arial only
 10 pt for text in table (can go down to 9 pt if space is a concern)
 If text needs to be condensed (kerning), don’t go over .2
 Text in table is left aligned
 Format paragraphs to have 0 pt spacing before and after
 Format the height of table rows to be at least 0”

One page per grade level is preferred; if two pages 
are necessary, make sure the page heading, 
subheading, and the table heading are on all 
pages; do not break a strand across two pages; keep 
both pages balanced with text

.4” top margin

.8” left margin

.8” right margin.4” bottom margin

Header should 
include the FOS 
logo with the TM on 
the left; 
.4” margin

Footer should include 
current IDMS version, and 
date, TNR, 9 pt

12 pt bold/italics, 
center aligned, 
heading should read: 
[State] Essential 
Standards for 
[Subject]: Grade

11 pt italics, center aligned; 
subheading should read: Based on 
the [State] State Content Standards 
(Date) (if subheading does not fit on 
one line, reduce font to 10 pt; keep 
consistent throughout)

Footnotes are same size/text 
as the text in the table and 
should only be placed on the 
last page of the document, 
flush left

12 pt spacing between the 
logo and the page heading

Footer should include ETS 
copyright, TNR, 9 pt; .3” margin

Bold strand categories

12 pt spacing between the 
subheading and the table

Table width 7” and center 
aligned

Table headings are 11 pt bold; 
table is gray, at a 20% shade

.8” left margin

.4” colum width, invisible 
right side border

12 pt space

9 pt, italic; right flush to right 
of table border

*Pull-out sheets available in Layout tab
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If text runs onto two pages, use the following footnote with the FOS arrow graphic: 
  Continued on next page  

Try to break text at strands if text runs onto a second page; if you must break in the middle of a strand, 
repeat strand title on page 2.
Use state-specifi c terms in place of “Essential Standards” and “Strand” if appropriate.
Check for missing end punctuation.
Check consistency of strand titles.
Make sure title and year of source document is accurate on every page.
Make sure date stamp is in form of “6/06” and IDMS version number appears above it.
All footer material should be 9 pt Times New Roman.
Copyright note should read, “Copyright © 2006 Educational Testing Service. All rights reserved.”

Standards Maps
This product is similar to Essential Standards, with much of the same editing guidelines applying. Typically, this 
product contains shortened standards that are formatted to fi t one line, but if you can add an article or some 
punctuation to clear up meaning without going over one line, do it. 

Style for Standards Maps:

Follow state 
style as far 
as what is 
hyphenated, 
spelled out, etc.
Capitalize 
categories on 
left side of map; 
match from 
page to page 
(consistent use 
of “and” or “/”; 
no periods). 
Bold major 
heading; sub-
headings should 
be plain text; no 
parentheses.
When possible, 
standards 
should not 
exceed one line. 
If language is unclear, check Essential Standards and re-word as necessary (note: check with content 
people before making major wording changes).
If missing articles obscure meaning, add them back in if you have the room. 
Make sure headers on all pages are the same size (strand and grade levels)
Format paragraphs to have 0 pt spacing before and after
Condense to 0.2 at the very smallest, and only when not doing so would disrupt page breaks.
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.8 right margin

Footer should include current 
date, TNR, 9 pt

.8 left margin

.4 bottom margin
Footer should include ETS copyright, 
TNR, 9 pt; .3 margin

.4 top margin

Header should include the 
FOS logo with the TM on the 
left; .4 margin

12 pt bold, italics, center aligned; heading should read: 
Mapping the [State] Essential Standards for [Subject]

12 pt spacing between the logo 
and the page heading

12 pt spacing 
between the 
heading and the 
table

Table width 10” and center 
aligned

Table headings 
are 11 pt bold, 
center aligned

Footnotes are same size/text as 
the text in the table

Bold strand categories

 Use Arial only
 10 pt for text in table (can go down to 8 pt if space is a concern)
 If text needs to be condensed (kerning), don’t go over .2

Do not break up grades; 
keep on same page

Graphic Layout Style Guides
Standards Maps

 Text in table is left aligned
 Format paragraphs to have 0 pt spacing before and after
 Format the height of table rows to be at least 0”

*Pull-out sheet available in Layout tab
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Interpretive Guides

ETS currently offers four versions of this assessment booklet; this product contains set front-half material for each 
version, and the back half is customized by grade with a state’s specifi c test items from their assessments. Our 
department creates and edits these booklets for layout/design, grammar, consistency, and text. 

Interpretive Guide Style: General

When making edits to the front-half material of one Interpretive Guide of a set, make sure to make the 
same edits to the other books in the set. 
Use numerals throughout, instead of spelling out numbers (consistently use 6, not six on cover, TOC, 
front-half material, item analyses, section covers, etc.).
Make sure all page header material (booklet title, date) and page numbers are correct.
Do not split words over line breaks
Always use “titled” instead of “entitled” when referencing things like “The box titled Vocabulary,” or 
“The Page titled Structured Teacher Planning Time.”
Watch out for excessive use of quotation marks. We usually don’t need them, and will use italics if 
something needs emphasis. Quotation marks are only for direct quotes, like the Rick Stiggins quote 
near the TOC. See above item for examples of italics instead of quotation marks.
Use: English Language Learners (with all words initial capped; use the full reference each time, not just 
part of it).
Make sure all forms used in the books are the most current that we have. 
If the state has a different name for Essential Standards, make sure the correct reference is included 
in the TOC, FOS diagram, Unwrapping Standards page, and everywhere else mentioned.
Page footers: make sure all information is correct: current year, co-copyright (if applicable), and no 
“Pulliam.”
Make sure front inside cover and back cover of book contain correct address/phone number/copyright/
date. 
Check to make sure all spacing between words and sentences is a single space. Use the paragraph 
tool to see the spaces, if you wish. 


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Item Analyses
For ELA, make sure a test question is referred to as an item throughout, and for Math a question is 
referred to as a problem. This includes the page title and all references within the analysis section.
Make sure the analysis section for each item analysis (both Math and ELA) is separated into individual 
sections (for each wrong answer students could have chosen: A., B., etc.). Each should have its own 
paragraph, with a line space between each one. This follows the formatting previously used only for 
math.
Each wrong answer explanation in the analysis section should start with something like “They may 
have…” to correspond with the “If students chose:” line in the initial analysis paragraph.
Use students, instead of the students or a student, whenever possible.
In the diagnostic section [last paragraph(s)], replace all references to you with teachers (or the 
teacher, as appropriate).
Verify that the correct answer is actually the correct answer. Remove anything extra that is not the 
letter corresponding to the correct answer (explanations of why the correct answer is correct, the full 
text of the correct answer, etc.: this is unnecessary and takes up too much space).
Make sure the item/problem number is consistent throughout the page. 
Do a thorough check for grammar/spelling, and make that sure what is written makes sense and 
applies to the item/problem being analyzed.
Look at the standard and make sure it applies to the item in question…be careful when editing the 
standards. They need to match the Essential Standards language as much as possible, and should 
only be changed when there is a glaring error.

PowerPoint Presentations

Occasionally, our department is asked to edit a PowerPoint presentation for layout/graphics and text. Any changes to 
content should fi rst be cleared through the owner. 


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Lesson Plans

This product is customized for individual states, and for now includes subject- and grade-level-specifi c lesson 
plans for Mathematics and Language Arts, grades 7 and 8. We have a template that we use for lesson plans to 
keep formatting consistent, and beyond that we do an in-depth text-edit and double-check formatting. Lesson 
Plans are printed in-house and shipped by project assistants. 

There are three fi xed layouts: overview, unwrapping, and lesson plans. Templates are available as Word 
documents.

Grade Eight Mathematics
Unit 11, Lessons 1–7

8/06 © Copyright 2006 by Educational Testing Service. All rights reserved. 
 Permission to reprint granted to Indianapolis Public Schools. 

Grade Seven Language Arts 
Quarter 2: Unit 7 

Unit Design: Analyzing Theme 

This unit of study is designed around four indicators that focus on elements of literature and writing, such as 
analyzing recurring themes; contrasting points of view to explain their effect on theme; writing in response to 
literature; and the correct use of hyphens, dashes, brackets, and semicolons. These indicators are introduced 
during Quarters 1 and 2, and are formally assessed during Quarter 2. This unit contains a serious focus on how 
to analyze reading material, as well as how to write clear and structured responses, as required for the Indiana 
State Assessments.  

The objectives of the unit are as follows: 
• Students will be able to identify and analyze recurring themes. 
• Students will be able to contrast points of view to comment on theme. 
• Students will be able to compare and contrast elements of literary texts. 
• Students will be able to write in response to literature. 

The major vehicle for teaching these indicators is reading and writing in response to short stories and poetry. 
Although these lessons include time to read several short stories and poems, please be sure that the focus for 
the lessons is not on the stories and poems, but on using the literature to teach the indicators. Students will 
have the opportunity to work with partners and in groups, as well as practice on their own. Concrete examples 
and the use of indicator-aligned materials build a framework for students to combine their new learning with 
previously mastered concepts. If students have difficulty with the material in the text, supplement this unit with 
selections from other materials available to you. Look for good stories or poems that have clear themes and/or 
interesting characters.  

Chapter Resources
Unit Overview: Pages 28−29, 120–122, and 522–523 

Lesson Topic 
Day 1:  Introduction to theme through guided reading of “Ribbons” 
Day 2:  Guided reading and independent analysis of the theme in “Ribbons” 
Day 3:  Guided and independent reading and analysis of the theme in “Seventh Grade” 
Day 4: Guided reading of “Song of Myself”; guided practice on connecting themes in short stories and 

poetry
Day 5: Compare and contrast “Ribbons,” “Seventh Grade,” and “Song of Myself,” analyzing their 

themes and using precise language; begin writing compare-and-contrast essay 
Day 6: Continue writing rough draft of compare-and-contrast essay  
Day 7: Write final draft of compare-and-contrast essay 

INLA77.1
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Grade: 7 Subject: Language Arts Quarter: 2
(A lesson is an instructional period of about 50 minutes; it will take several lessons to complete the learning 
activities for an indicator or cluster of indicators.) 
Unit 7: Analyzing Theme Duration: 7 days Lesson: 1
Indicator:  7.3.4 Identify and analyze themes (bravery, loyalty, friendship) in different works.
Materials:  Prentice Hall Literature, Bronze Level (7th Grade), Pages 524–527; pencil, paper 

Optional: Support Selection, Reading Strategy: Ask Questions, Page 182 
Lesson 
Preparation: 

Literature: 
Guide for Reading, Pages 522–523 
Interest Grabber, Page 523 

Writing: None 

Student and Teacher Activities 
OBJECTIVE: Students will recognize the theme through guided reading, using a question-and-

answer reading strategy. 
INITIATE/ANTICIPATORY SET: (Engage, activate prior knowledge, review) 

Hand out strips of paper. Invite students to write down something that they treasure, something they would miss 
terribly if it was gone. Have students pass their slips of paper to the front of the class. Read them aloud to the 
class without revealing student identities, and discuss the different things that people treasure. Aside from 
material objects, some students may mention less tangible things like friendship or a special memory. Explain 
that in the next two stories, “Ribbons” and “Seventh Grade,” characters must decide what they treasure in life—
and discover that their choices might be surprising. 

INSTRUCT: 
Modeled and Shared Learning: (Vocabulary development, active involvement)

Explain that a story’s theme is its central message or insight into life. Occasionally the theme is stated directly. 
More often, however, the theme is implied. The writer provides clues to the theme through the words and 
experiences of the characters, in the events and the setting of the story, and in significant symbols that 
represent ideas or people (for example, if a person in a story comes to understand and appreciate the meaning 
of an heirloom, the theme might be an insight into the relationship between generations). 

As a class, brainstorm themes that are prevalent in current movies or television shows (students may mention 
that technology is sometimes used for evil; people with a true heart often succeed; the underdog can become a 
hero). Explain that there are universal themes that apply to all people and common themes that occur often in 
literature. Tell students that today they will be looking for themes in short stories and poetry.  

OPTIONAL: Create a list of common and universal themes that you could leave up throughout the unit. 

Guided Practice: (Group, individual feedback, questions, check for understanding)

STEP ONE: Direct students to open their Literature book to Page 523. Introduce the lesson by having students 
read the Reading Strategy section on Page 523. Explain that one way to identify the theme in literature is to 
question the material as you read. Tell students that they will be using this strategy as they read “Ribbons,” by 
Laurence Yep.   

Have students take out a sheet of paper and fold it in half. Tell them to label the left column Question and the 
right column Answer (see the sample on Page 523). Explain that as you read the story to them, they will be 
writing down questions and responding to them either as they read or immediately after. They will use these 
responses to determine the theme of “Ribbons.” 

Have students begin by writing the following questions on their sheet of paper. Remind them that they might not 

INLA77.2
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Grade: 7 Subject: Language Arts Quarter: 2
(A lesson is an instructional period of about 50 minutes; it will take several lessons to complete the learning 
activities for an indicator or cluster of indicators.) 
Unit 7: Analyzing Theme Duration: 7 days Lesson: 2
Indicator:  7.3.4 Identify and analyze themes (bravery, loyalty, friendship) in different works. 
Materials:  Prentice Hall Literature, Bronze Level (7th Grade), Pages 527–531; pencil, paper 
Lesson 
Preparation: 

Literature: 
Literature and Your Life, Pages 526, 527, and 531 
Guide for Reading, Pages 522−532 
One Minute Insight, Page 524 

Writing: None 

Student and Teacher Activities 
OBJECTIVE: Students will identify and analyze theme, using a question and answer strategy and 

relating the story to their own experience. 
INITIATE/ANTICIPATORY SET: (Engage, activate prior knowledge, review) 

Remind students about the events of the story “Ribbons,” on Page 524 of their Literature text by reading the 
One Minute Insight:

Stacy’s life is completely transformed when her grandmother comes from Hong Kong to live with her family in 
San Francisco. Within minutes of her grandmother’s arrival, Stacy feels slighted and ignored by the older 
woman. Stacy’s resentment reaches its peak when one day Grandmother reacts angrily to the sight of Stacy’s 
ballet toe-shoe ribbons. With the help of her mother, Stacy comes to understand her grandmother’s fear of the 
ribbons. Stacy then uses this insight to repair the misunderstanding with her grandmother. 

INSTRUCT: 
Modeled and Shared Learning: (Vocabulary development, active involvement) 

Remind students that a story’s theme is its central message or insight into life. Discuss the themes that were 
predicted and discussed in the previous lesson.  

Pass back the question-and-answer charts and the statements from the previous lesson. Review the charts by 
calling on individual students to read their questions and responses. Clarify any misconceptions and identify 
strengths as students read the charts. Have them read their statements aloud, and discuss their predictions and 
reflections as a class.  

Explain that today students will continue looking for the theme in “Ribbons,” by Laurence Yep.  

Guided Practice: (Group, individual feedback, questions, check for understanding)

STEP ONE: Direct students to open their Literature book to Page 526. Read from Literature and Your Life:
Grandma’s arrival in Stacy’s home has caused the family to make several important changes. Ask students why 
the family makes these changes (students should recognize that they are showing honor and respect to older 
family members). Ask students to consider times when they have had to make uncomfortable changes because 
of a special circumstance. 

Direct students’ attention to Page 527 and ask them to listen as you read this statement: 

Grandmother is a hero. She saved my mother. She’ll like me just as much as she likes Ian once she gets to 
know me. And, I thought in a flash, the best way to know a person is to know what she loves. For me, that was 
the ballet.

Ask students if they agree or disagree with Stacy’s thinking (some students may agree that knowing a person’s 
interests reveals much about the person; others may say that this type of knowledge is superficial and does not 
necessarily reveal anything about the person). Discuss the attitude Stacy is displaying as she adjusts to  
Grandmother’s presence. Ask students to think of how they would react in a similar situation. 

*Pull-out sheets available in Layout tab
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Grade: 8 Subject: Mathematics Quarter: 3
(A lesson is an instructional period of about 50 minutes; it will take several lessons to complete the learning 
activities for an indicator or cluster of indicators.) 
Unit 12: Linear Graphing Duration: 13 days Lesson: 1
Indicator:  8.3.5 Identify and graph linear functions and identify lines with a positive and negative 

slope.
Materials:  McDougal Littell Pre-Algebra, Pages 47–55, 384, and 803; paper, pencil 

Optional: graph paper, yardstick, and rulers 
Lesson 
Preparation: 

Math Background, Page 2D 
Error Prevention, Page 49 
Teaching Tips, Page 47 

Student and Teacher Activities 
OBJECTIVE: Students will graph points and line segments. 
INITIATE/ANTICIPATORY SET: (Engage, activate prior knowledge, review) 

Skill Check: Page 384, Problems 3–6.

Initiate/Anticipatory Set: Tell students to work by themselves on Page 384, Problems 7–8. Remind them to 
take notice of the endpoints of the graph so that they may more accurately determine the type of inequality 
symbol to use. When the class is finished, select two students to write their answers on the board. 

INSTRUCT: 
Modeled and Shared Learning: (Vocabulary development, active involvement) 

STEP ONE: Inform students that using a coordinate plane allows for graphing with two variables. Tell students to 
turn to Page 47 of their textbook. Referring to the coordinate plane in the upper portion of the page, point out the 
following: 

 The x-axis is the horizontal axis and continues infinitely to the right and left. 
 The y-axis is the vertical axis and continues infinitely up and down. 
 The origin’s location is at point (0, 0), where the two axes intersect. 
 The point P (-3, -2) indicates an x-value of -3 and a y-value of -2. Indicate how to locate the point by 

moving from (0,0) three units to the left (-3) and two units down (-2). 

NOTE: An overhead projector can be used to project a coordinate plane onto a white board or screen when 
modeling coordinate plane graphing problems.  

STEP TWO: Model the graphing process, using the points described on Page 50, Problem 28. Draw a 
coordinate plane on the board and choose students to help locate each of the points. 

 Point out that both numbers have a negative designation preceding them. Using the point (-3, -2), ask 
students to identify which direction they would need to move from the origin to locate this point. 
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Grade Eight Mathematics 
Quarter 3: Unit 12 

Unit Design: Linear Graphing 

This unit of study is designed around three indicators that focus on developing straight-line graphs. It 
also requires a serious focus on solving linear equations, as required for the Indiana State 
Assessments. 

The objectives of the unit are as follows: 
 Students will graph linear equations on a coordinate plane. 
 Students will create scatterplots and apply line of best fit. 

The major vehicles for teaching these indicators are direct instruction and classroom discovery 
activities. The practice for this unit uses the McDougal Littell Pre-Algebra text. Look for the use of real-
world applications, including interpreting graphs in a coordinate plane. Students will have the 
opportunity to work with partners and in groups, as well as practice on their own. Concrete examples 
and the use of indicator-aligned material build a framework for students to combine their new learning 
with previously mastered concepts. If students have difficulty with the material in the text, supplement 
this unit with selections from other materials available to you. 

Chapter Resources
Unit Overview: Pages 2D and 382D 
Differentiated Instruction: Pages 2F and 382E 

Lesson Topic 
Day 1: Graph points and line segments 
Day 2: Graph linear equations from a data table 
Day 3: Graph and analyze scatterplots 
Day 4: Graph and solve linear equations in two variables 
Day 5: Graph horizontal and vertical lines 
Day 6: Graph linear equations and intercepts 
Day 7: Slope of a line 
Day 8: Slope-intercept form 
Day 9: Standard and slope-intercept form of a linear equation 
Day 10: Linear equations in point-slope and slope-intercept form 
Day 11: Develop linear equations from a graph or a table 
Day 12: Scatterplots and lines of best fit 
Day 13: Linear functions and function notation 

0.4” top margin

0.8” left margin

0.8” right margin

Header should 
include the FOS 
logo with the TM on 
the left; 0.4” margin

Footer should include 
current IDMS version, and 
date, TNR, 9 pt

Footer should include ETS 
copyright, TNR, 9 pt; 0.3” margin

0.59” width

Heading in Arial font, 
14 pt, bold, center

Table width 6.16”, center align

11 pt line space

0.25” margin 0.25” margin

11 pt between tables

0.15” left margin

1” top margin

Arial, 11 pt body text

0.79” footer margin

Arial, 11 pt, bold

0.8” left margin

Graphic Layout Style Guides
Lesson Plans—Unit Page

 Use Arial only
 11 pt for text in table 
 If text needs to be condensed (kerning), don’t go over .2
 All text left aligned

 Single-space text
 Format paragraphs to have 0 pt spacing before and after
 Format the height of table rows to be at least 0”

Version 6.2 Copyright 2006 © Educational Testing Service. All rights reserved. 
11/06 Permission to reprint granted to Indianapolis Public Schools. 

Unwrapping High-Impact Indicators 

Content: Mathematics Grade Level/Course: 8 

High-Impact Indicator:
8.3.5 Identify and graph linear functions and identify lines with positive and negative slope. 

Identifying what will be learned: 
1. These words from the indicator will help you understand what it is that students must know or be able to do: 

 graph  linear functions  lines  slope 
 positive slope  negative slope  line segment

2. The verbs in this indicator suggest that it is written at the application level. This means that students must 
use what they have learned about the coordinate plane to graph linear functions.

3. This indicator relates to the following additional indicators paced for this quarter:
8.3.8 Demonstrate an understanding of the relationships among tables, equations, verbal 

expressions, and graphs of linear functions. 
8.6.5 Represent two-variable data with a scatterplot on the coordinate plane and describe how data 

points are distributed. If the pattern appears to be linear, draw a line to best fit the data and 
write the equation of that line. 

4. In these lessons, we recommend that you assess students by checking mastery on a daily basis.

Planning instruction: 
5. Think about your students and the diagnostic data you have collected. Which of the following prerequisite 

skills will you need to revisit or review before beginning instruction on this indicator?
 Using a coordinate grid system and ordered pairs 
 Performing integer arithmetic 
 Reducing fractions 
 Finding the y-intercept
 Using order of operations 

6. In these lesson plans, we recommend that you use every possible opportunity to teach the vocabulary listed 
below. It is important for students to use these words as part of their oral—not just written—vocabulary, so 
please require students to explain/use these terms with you and with each other on a regular basis:

 graph  line  line segment x-axis
y-axis  coordinate plane  origin  endpoint 
x-coordinate y-coordinate  positive slope  negative slope 

 zero slope  undefined slope  intersect  intercepts 
 function  relation  input  output 
 domain   range x-value y-value 
 horizontal  vertical 

7. Misconceptions that students may have about this indicator include: students may calculate rise
run

 using run
rise

;

when calculating slope, students may inadvertently add a negative number instead of subtracting a negative 
number; students may confuse a line having a zero slope with a line having an undefined slope; students 
may inadvertently subtract the x-coordinates in a different sequence than the y-coordinates were subtracted.
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Pacing Guides
This product contains the Essential Standards for a state, with the pacing left blank for use with Professional 
Development. First round editors should make sure that the wording matches the Essential Standards. 

Style for Pacing Guides:
Two pages per grade level (if 
needed)
Title and heading in black bar 
on each page
12 pt bold/italics for title
11 pt italics for subtitle
11 pt bold for heading in black 
bar
19 pt for text in tables
Capital P, 10 pt, Wingdings 2 
(center align)
Lowercase ý (ctrl + 
apostrophe + y), 10 pt, 
Wingdings (center align)
Align all table text left (title 
and heading in black bar 
should be centered)
If language is unclear, check 
Essential Standards 

Note for Pacing Guides and Curriculum Maps:
PDFs are not sent out 
Spreadsheets do not need to be highlighted 
Post-its are not created 
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


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
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






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Cincinnati Revised Standards-Based Science Pacing: Grade Three 
Ohio Science: Textbook Reference 

Grade-Level Indicator 1 2 3 4 Materials
Scientific Inquiry
SI.3.4 Identify and apply science safety procedures.    
SI.3.5 Record and organize observations (e.g., journals, charts and tables).      
SI.3.6 Communicate scientific findings to others through a variety of methods (e.g., 

pictures, written, oral and recorded observations). 
   

Scientific Ways of Knowing
SK.3.1 Describe different kinds of investigations that scientists use depending on the 

questions they are trying to answer. 


SK.3.2 Keep records of investigations and observations and do not change the 
records that are different from someone else's work. 

   

SK.3.3 Explore through stories how men and women have contributed to the 
development of science. 

   

SK.3.4 Identify various careers in science.    
SK.3.5 Discuss how both men and women find science rewarding as a career and in 

their everyday lives. 
   

 Mastery  Emphasis for instruction 
Continued on next page
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IDMS Training Manuals

Make sure copyright footer is correct, including current date stamp.
When editing multiple documents that are similar, make sure that style is consistent.
When punctuation follows a bolded or italicized word, punctuation should not be bolded/italicized.
Make sure that wording on screenshots matches how it is referenced in body text.
Watch out for spacing; use the “paragraph” tool to see when there is more than one space between 
words or sentences.
Make sure Table of Contents is correct (matches what is actually on the pages)
Drop-down is hyphenated (as in: drop-down menu)
Most of the time, we will want to use “users” instead of “the user.” Context will determine which is 
appropriate, but when used as a general term, use “users.

FOS-SI Training Manuals

Use plain text type when speaking to the group; use italics when instructing the trainer
Use fi rst names with last names when quoting sources; include title and date of work referenced
Do not use contractions
Do not put quotes around titles of steps in DGI sessions
For IDMS reports, use wording and format as it is in actual reports and screen shots
Check to make sure screen shots are current
Use numerals in steps (Step 2)
Put titles of IDMS report columns in quotes, with initial caps
Capitalize document titles/IDMS report titles when referring to them in text; do not capitalize “form” or 
“activity” or “page” following title; do not italicize title
Put IDMS version above date stamp   
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Structured Teacher Planning Time: 
Using Data to Guide Instruction 

Description
Four-Hour Workshop 

Purpose  The purpose of this training is to develop an understanding of 
Structured Teacher Planning Time or STPT as a process to transform 
data into instructional improvement and increased student achievement.

Learner  By the end of this training, participants will know how to:
Outcomes 1. Review standards-based assessment data (state, district, or 

classroom).
2. Dig deeper to see patterns and informative aspects of the data 

through careful analysis. 
3. Plan for action: identify student needs and locate/share resources 

to provide support. 

Research/  In this day of NCLB’s accountability expectations, analyzing and 
Rationale using student data are important tools that can assist school staff to 

improve student achievement. Although data is plentiful, teachers 
face the challenge of interpreting mounds of data.

Research has shown that teacher collaboration facilitates and 
maximizes opportunities to work together and work smarter, 
particularly when resources are limited. Structured Teacher Planning 
Time is a powerful process that allows teachers and administrators to 
collaborate professionally with one goal in mind: increase student 
learning and move all students to grade-level proficiency.  Teachers 
learn to implement a process that fosters continuous improvement in 
instructional quality, student outcomes, and overall achievement.

Description  Structured Teacher Planning Time: Using Data to Guide Instruction 
of the  is a four-hour workshop that introduces the fourth component of the 
Training  FOS™ model. In this session, teachers will learn strategies for 

professional collaboration as well as processes and protocols for: 
1. Reviewing the alignment to Essential Standards. 
2. Analyzing data from interim assessments (formative data), state 

assessments (summative data), and classroom work.
3. Discussing the individual progress of students, determining 

student needs.
4. Reviewing the results from the interventions planned and 

implemented.  
5. Making decisions about curriculum and instructional strategies.  
6. Sharing strategies that work. 

Version 6.2 Copyright © 2006 by Educational Testing Service. All rights reserved. 
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Structured Teacher Planning Time: 
Using Data to Guide Instruction 

Facilitator Tips 
Half-Day Workshop 

Preparation Important reminders:
1. Confer with the principal when planning, and just prior to scheduled 

day.
a. Obtain names/number of participants. 
b. Request schedules (grade levels, training location, participant 

names, minutes provided for lunch). 
2. Ensure that substitute teachers have been requested, if needed. 
3. Secure a comfortable location for DGI; reinforce that distractions must 

be minimal. 

Materials Facilitator brings: Teacher brings:

 Laptop
 LCD projector (if school does 

not have one)
 Agenda
 Planning Strategic 

Interventions form 
 Unwrapping Essential 

Standards (optional) 

School provides:

 LCD projector 
 Extension cord (power bar) 
 Chart rack with plenty of 

paper
 Markers for chart paper 
 Masking tape (if chart paper 

is not Post-It)   
 Colored highlighters (green, 

yellow, pink, orange) 
 Name tents/tags 

 IDMS reports***
 Copies of the assessment 

being analyzed
 Pacing Guide (include in 

participant binder)
 Resources for each 

participant**:  
Essential Standards for 
appropriate subject 
area(s)
Standards Map for 
appropriate subject 
area(s)
Bloom’s Taxonomy 
reference guide 
Blueprints for state 
assessment
State released test items 
(where available) 

 * Use of Unwrapping form is described in Essential Standards module. 
 ** Recommend each participant create a binder with these items. 
 ***  Schools vary in their readiness to come to STPT with completed reports. It is best to conduct a technology training prior to STPT so 

that teachers build their capacity to download their own reports. At some schools principals prefer to download reports on behalf of 
their teachers. Be sure to confirm that reports are downloaded and ready to go prior to STPT. 
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Understanding Essential Standards 
Four-Hour Workshop 

One-Page Description 

Purpose The purpose of this training is to develop a common understanding of 
Essential Standards.

Learner By the end of this training, learners will have a common understanding of
Outcomes Essential Standards. They will be able to articulate how Essential 

Standards were developed, and identify and label their levels of cognition. 
Participants will also be able to unwrap selected standards.

Research/ Teachers must have a common understanding of what students are 
Rationale expected to know and be able to do in order to ensure that all students 

have an equal opportunity to learn. Yet, grade-level content standards are 
often presented in formats that are exhaustively long, or in language that 
is too technical or too vague to describe. Only by applying some criteria to 
state standards can educators prioritize and discern which standards are 
most important for academic success (Reeves, 2002). By clearly 
identifying and prioritizing necessary prerequisite skills and knowledge, 
schools and teachers can provide a more viable, equitable, and 
“guaranteed” curriculum (Marzano, 2003).

 Essential Standards are constructed around what a student must know 
and be able to do to be successful at each grade level. Aligned to state-
specific standards and high-stakes assessments, the Essential Standards 
prioritize knowledge and skills that are necessary for students to be 
successful at the next level of instruction.

Description Understanding Essential Standards is a structured four-hour workshop 
of the  that introduces the first component of the Focus On Standards (FOS)™ 
Training model. Teachers and administrators will be guided through a highly 

interactive and reflective learning experience by an FOS facilitator. During 
this four-hour training session, teachers will learn how to use teacher-
friendly Essential Standards. They will learn to unwrap grade-level 
standards and articulate them in student-friendly terms. Teachers will 
learn how to identify cognitive levels of the Essential Standards, and when 
to make deliberate decisions about instructional delivery to support and 
maximize student learning. Teachers will also learn to use a Standards 
Map that presents a scope and sequence of the curriculum, reflecting 
alignment between the taught and tested curriculum.
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Shortcuts
This feature allows users to customize up to four shortcuts for timely access to locations that are frequently 
visited. To add, change, or remove the user’s shortcuts, follow the steps below. 

1. Click Customize.
2. Shortcut selections will appear.
3. Check up to four modules. 
 Click the  to expand a module. 

4. Once all selections are made, click Save.

The user is then redirected to the home page. 

Reports
This section allows users to view and access any reports available for Local Tests that have been uploaded 
into IDMS. Each report listed in the Reports box is a clickable link that redirects users to the Reports
queue, where users can print the selected report in Adobe® Acrobat®, or PDF format. 

Assessment Results 
Assessment Results shows all Local Tests available. The test name, date, subject, test type, number of 
students, and average percent correct are displayed in Assessment Results. Each test listed here is a 
clickable link that redirects users to Assessment Query to view student results and perform an analysis by 
performance group. 
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Teacher Dashboard 
Logging into IDMS takes each user to a personalized homepage, or Dashboard. This user-friendly screen 
provides current enrollment information and a message center that allows ETS and the district to send 
messages to all users. Users can even customize their own “shortcuts” or links to favorite IDMS pages. The 
tabs above the Dashboard allow for easy navigation between each of the modules within IDMS. Teacher
Dashboard is located on the Home tab. 

Enrollment

The Enrollment menu controls which students the user will view. The enrollment menu is accessible through 
Teacher Dashboard, as well as various locations throughout IDMS. Users have the ability to make changes to the 
Year, Track, and Period. They also have the ability to change Grade and/or Class if they teach multiple grade levels 
and/or multiple classes. To change Class selection, users can use the drop-down menu located in the Enrollment
menu on the Teacher Dashboard. To change other enrollment menu settings, click the yellow edit button in the top 
right corner.   

The following box selections will appear: 
 District – The user’s district. 
 School – The user’s school. 
 School Year – The enrollment school years available within IDMS. 
 Track and Period – Based on the calendar of the school site (i.e., trimester, quarter, semester). 

o To generate the AYP calculation, the user should set the School Year to the most recent year the test 
was taken, and the Track and Period to State Results (i.e., 2003–2004, State Results).  

o To view the current students and how they did on the previous state assessment, users must set the 
School Year, Track, and Period to the most current roster available (i.e., Trimester 1, Trimester 2). 

 Grade Level – The grade(s) the teacher teaches. 
 Class – The class(es) the teacher teaches. 

Once the teacher has completed the selection options, click Continue.
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Comprehensive Wording Style Sheet

-A-
a while, awhile – use “a while” after a preposition (we’ll run for a while, then rest 
awhile)
a.m. – not AM
academic degrees – avoid identifying people by academic degrees unless relevant 
to text; bachelor’s degree, doctorate, B.A., Ph.D.
academic departments – lowercase common nouns and adjectives (department of 
economics, math department); uppercase proper nouns and adjectives (department 
of French, German department); uppercase common nouns and adjectives when 
part of the title of the department (University of Massachusetts Department of 
Linguistics)
acronyms – for unfamiliar acronyms, use the full name on fi rst reference and follow 
with the acronym in parentheses; the Center for Education in Assessment (CEA) 
maintains a list of ETS acronyms on its Website
Act – capitalize when used as part of the name of pending or enacted legislation (No 
Child Left Behind Act)
acting – lowercase when used in a title (the acting CEO of ETS)
active voice – use the active voice for direct, clear writing
addresses – use numerals for street addresses; abbreviate as Ave. or St. only when 
using a street number; otherwise, spell out; always spell out Drive, Road, Way, and 
Court (he lives at 122 Oak Ave.; she lives on Oak Avenue; they live at 6 Oak Court)
ages – use numerals unless the age begins the sentence; hyphenate modifi ers and 
implied modifi ers (a 6-year-old boy; she was 6 at the time; ten-year-olds go fi shing)
aid/aide – aid is an inanimate object, such as visual aid; an aide is a person, such 
as a teacher’s aide
all right – two words
Amendment – capitalized if referring to one specifi c amendment (9th Amendment)
amendments – not capitalized if referring to several (e.g., 9th and 10th 
amendments)
and/or – use one or the other, or just the “/” symbol
annual – use only after an event has been held for two consecutive years
art titles – italicize

-B-
back up (v.) – two words (back up your fi les)
backup (n.) (a.) – one word (a backup system)































Listening.
  Learning.
    Leading.
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backwards map – use standards map instead
base 10 – if referring to the blocks
base-ten – if referring to logarithms 
Board – capitalize when part of the formal name of a body and when using the full name 
of the body (The GRE Board met in June); lowercase on second reference (the board’s 
decision will have a lasting impact)
book titles – capitalize, italicize
box-and-whisker plot – not box-and-whisker graph; use hyphens
building – always spell out; capitalize when part of a proper name, then lowercase on 
second reference (the Empire State Building, the building will be closed for repairs)

-C-
catalog – no British “ue”
Catholic Church – capitalize both if referring to the organization
cause and effect (n.) – no hyphen
cause-and-effect (a.) – use hyphen
Celsius – capitalize
centuries – use superscript (e.g., 9th century)
co- – hyphenate when using to form words indicating occupation or status (co-authors); 
lowercase if preceding a formal title that is capitalized (co-Director)
commas – use serial, unless otherwise directed
company names – abbreviate or spell out company, corporation, limited, and incorporated 
according to the company’s offi cial name (Federal Deposit Insurance Corp., Aluminum 
Company of America); set off Inc. or Ltd. with a comma only when consistent with 
company’s offi cial name
compass points – abbreviate and capitalize when used as part of an address with a 
number, but spell out if no number is included (10 W. 12th St.; West Fourth Street)
composed of – something is composed of various parts (The United States is composed of 
50 states)
comprise – means to embrace or surround individual elements (The United States 
comprises 50 states)
conjunctions – acceptable to start sentences with And or But
consonant-blend – use hyphen
content-area (a.) – use hyphen 
contractions – acceptable to convey a conversational tone, but we don’t typically use when 
talking about our products
copyright – use “Copyright © 2006 Educational Testing Service. All rights reserved.”
counter-example – use hyphen
curriculum map – use standards map instead
CVC – all caps 

-D-
database – one word
date stamp – make sure it is current and follows format of 6/06
decision maker – two words (we want to reach decision makers)
decision -making (a.) – use hyphen (decision-making process) 
dialogue – British “ue” used
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District of Columbia – use Washington, D.C., on fi rst reference; use D.C. with periods on 
subsequent references; separate D.C. with a comma on each side
double-click – use hyphen
download – one word
drop-down – use hyphen in IDMS training manuals
Dr. – use only to indicate a medical doctor

-E-
e-business, e-commerce – lowercase unless starting a sentence; use initial caps in 
headlines
e.g., – means “for example.” Do not use in standards; just use parentheses for examples. 
Earth – capitalize, except when referring to dirt instead of the planet
ellipses – treat as a three-letter word, separate an ellipsis from other words with a space 
on each side; use an ellipsis to indicate the deletion of one or more words in condensing 
quotes, texts, and documents
email – one word, no hyphen; not capitalized.
en dash – use to indicate a range of dates or numbers or to separate the elements of a 
compound adjective, one part of which is hyphenated or consists of two words (pages 1–5)
English Language Learner – capitalize each word
essay-writing – use hyphen if adjective (essay-writing format)
ETS’s – not ETS’
exclamation point – not exclamation mark

-F-
Fahrenheit – capitalize
fairy tale (n.) – two words
fairy-tale (a.) – use hyphen if adjective
federal – lowercase unless part of an offi cial name or title (the federal government, The 
Federal Deposit Insurance Corporation)
fi rst-person (a.) – use hyphen
folk tale – two words 
former – lowercase, even when used before a name (former President Bill Clinton)
fractions – spell out and hyphenate numbers less than one in stories and headlines (one-
half); use fi gures in tables 
frequently used (a.) – no hyphen
fundamental counting principle – do not capitalize

-G-
Gibbon – capitalized when referring to the Editorial and Graphics Department mascot
grade, grader – use numbers to indicate grades (grades 3–8); spell out fi rst through ninth, 
use ordinals for 10th and above (fi rst grade, 12th grade); hyphenate and spell out single-
word noun and modifi er (fi rst-grader, third-grade student)
Grade one, but fi rst grade – capitalize if “grade” comes fi rst
grade-appropriate (a.) – use hyphen
grade level (n.) – no hyphen
grade-level (a.) – use hyphen
grade-level-appropriate (a.) – use two hyphens 
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-H-
headings – italicize titles of published books, manuals, brochures, and bulletins; put 
quotation marks around titles of articles, book chapters, fact sheets, posters, and fl iers
he/she – avoid this construction, recast the sentence instead
high-frequency (a.) – use hyphen
high-impact (a.) – use hyphen 
high-performing (a.) – use hyphen
home page – two words
hyphen – use to join two or more words to form a compound adjective preceding a noun to 
ensure clarity (small-business women); use when its absence would change the meaning; 
use for phone numbers 

-I-
i.e., – means “that is.” 
impact – never use as a verb unless in a direct quote
in order to – just “to,” whenever possible 
indexes – not indices 
Internet – capitalized
intranet – lowercase
italics – italicize titles of published books, manuals, brochures, and bulletins

-J-

-K-
Kelvin – capitalize

-L-
Least Squares Regression Line – use initial caps
less-well (a.) –use hyphen
log in (v.) – not login; use to denote the action of logging into a system (log in to the 
system)
login (n., a.) – not log in; use to denote a user’s login name or ID (enter your login ID)
long-vowel (a.) – use hyphen
lowercase – no hyphen (never lower- and uppercase)
low-performing – (a.) – use hyphen

-M-
Mac – not MAC
microorganisms – no hyphen
mid- – hyphenate when followed by a formal noun or fi gure (mid-September); no hyphen 
otherwise (midterms)
Milky Way galaxy – capitalize Milky Way, but not galaxy
monologue – British “ue” used
moon – not capitalized
more-complex (a.) – use hyphen
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more-complicated – use hyphen when increasing something in diffi culty rather than in 
number (more-complicated problems)
mug shot (n.) – two words
multicellular – no hyphen
multicolored – no hyphen
multicultural – no hyphen
multi-digit – not multiple-digit
multimedia – no hyphen
multiple-choice (a.) – hyphenate (multiple-choice test)
multiple-meaning – not multi-meaning
multiple-step – not multi-step
multisyllabic – no hyphen; not multiple-syllabic 

-N-
noncongruent – no hyphen
nonexample – no hyphen
nonfi ction – no hyphen
non-literal – use hyphen
nonliving – no hyphen
non-metals – use hyphen
non-native – use hyphen
non-print – use hyphen
non-repeating – use hyphen
non-restrictive – use hyphen
nonstandard – no hyphen
non-terminating – use hyphen
nonverbal – no hyphen
note-taking – use hyphen
noun/verb – not noun-verb

-O-
one-step (a.) – use hyphen
online – no hyphen
on-site – use hyphen 
out loud – replace with aloud, if possible

-P-
p. – not pg.; not pp. to denote multiple pages
p.m. – not PM
Page/Pages – capitalize in lesson plans if referring to a specifi c page or (Page 605, Pages 
605–606)
pages – not page(s)
paper clip – two words, no hyphen
Paragraph – capitalize in lesson plans if referring to a specifi c paragraph (Paragraph 4)
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passive voice – may be used in reports, proposals, or policy matters if necessary; also 
may be used if wishing to displace blame or when the subject is not important (the process 
was slowed down in extra rounds of edits, the eclipse can be viewed in the early morning)
percent – one word; spell out in text; use the % symbol in headlines, charts, and tables
phonetically spelled – no hyphen after “ly” words
plurals – do not use an apostrophe to form plurals for numbers and years (the 1960s, the 
ABCs)
poem titles – use quotes, not italics
point of view – three words, no hyphens
pop-up (a.) – use hyphen
preread – no hyphen
prerequisite – no hyphen
pre-slugged – use hyphen in IDMS training manuals
preteach – no hyphen
publications – italicize titles of published books, manuals, brochures, and bulletins; put 
quotations marks around titles of articles, chapters, fact sheets, posters, and fl iers
punctuation – use plain text except if directly part of something that is italicized or bolded
Pythagorean theorem – only capitalize Pythagorean

-Q-
Quarter – capitalize in lesson plans if referring to a specifi c quarter (Quarter 3)
Question – capitalize in lesson plans if referring to a specifi c question (Question 1)
quotations marks – use to quote someone’s words, not to mock or express disbelief or 
skepticism; periods and commas go inside the quotation mark, but other punctuation marks 
go inside the quotation mark only if they are within the quoted material 

-R-
r-controlled – use hyphen
real world (n.) – no hyphen
real-world (a.) – use hyphen
real-life (a.) – use hyphen
re-emphasize – use hyphen
re-enter – use hyphen 
Reports Queue – not report queue, in IDMS
reread – no hyphen 
rescan – no hyphen
reteach – no hyphen
retell – no hyphen
rhombi – plural for rhombus
rimes – do not change to rhymes if found in spreadsheet
role-play – use hyphen
run-on – use hyphen 
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-S-
scatterplot – one word
seasons – lowercase names of seasons unless they are part of a proper noun (summer 
weather, Winter Olympics)
self words – self words, even when standing alone, usually take hyphens (self-
assessment)
semicolon – no hyphen; use to indicate a greater separation of thought and information 
than a comma can convey but less than the separation a period implies; it can also replace 
a conjunction, such as but or and (the package was due last week; it arrived today)
short-story titles – use quotes, no italics
short-vowel (a.) – use hyphen
show and tell – no hyphens, italics, or quotes
sight words – no hyphen
single-digit – use hyphen
single-syllable – use hyphen
skip-count (v.) – use hyphen
song titles – use quotes, no italics
spaces – use only one space between end punctuation and the next clause or sentence
Standard English – capitalize both words
stem-and-leaf plot – use hyphens
storyboard – one word, no hyphen
story book (n.) – two words, no hyphen
storybook (a.) – no hyphen
story-telling – use hyphen
subject/verb – not subject-verb
sun – not capitalized
superscript – use for “th” in ordinal numbers (7th grade)

-T-
T-chart – capitalize T; use hyphen
T-shirt – not “tee-shirt”; capitalize T; use hyphen
television show titles – use italics
test-taker (n.) (a.) – use hyphen
thesauri – plural for thesaurus 
third-person (a.) – use hyphen
time of day – when citing a time of day, do not cite :00 (the event will be held at 2 p.m., not 
2:00 p.m.)
timeline – one word, no hyphen
titles – capitalize titles in staff bios and when title precedes name (ELA Content Specialist 
Catherine Obregon); do not capitalize general title references (we have a team of technical 
account managers)
two-step (a.) – use hyphen
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-U-
unfamiliar – use instead of “new” or “unknown” when talking about unfamiliar words
uppercase – no hyphen (never upper- and lowercase)

-V-
variables in equations – italicize (5 x – 3 = 22)
Venn diagram – only capitalize Venn
visual-image-maker – use two hyphens
vs. – not v. or versus

-W-
Website – one word; capitalize
work words – one word (workfl ow, workforce, workload, workplace)
World Wide Web – use initial caps 
wrong-doers – use hyphen

-X-
x-axis – italicize x; use hyphen
x- and y-axes – not x- and y-axis

-Y-
y-axis – italicize y; use hyphen
years – use numerals without apostrophes when referring to the years in a decade or 
century (the 1700s, the 1980s); but use an apostrophe before the numerals if the fi rst part 
is missing (the ‘90s); it is acceptable to begin a sentence with the numerals for the year, 
although it is preferable to recast the sentence
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