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Guide to capitalization

Capitalization is a major source of confusion and ambivalence for editors of university publications. According to the authors of Editing Canadian English, “Capitals, more than any other style device, are political, value-laden, and likely to provoke debate.”

Thickets of capital letters can make text appear impenetrable. For a readable and transparent style, Waterloo communicators are encouraged to under-use rather than over-use capitals.

In general, capitalize only the principal words in any phrase. The principal words are nouns, pronouns, adjectives, adverbs, verbs, and prepositions of four letters or more. 
academic units
· Capitalize names of faculties, colleges, departments, schools, institutes, centres, and other academic units only when they appear in their full and proper forms.

· Do not capitalize these units when used in partial or inverted forms, or when used as modifiers.

· For the correct names of faculties, colleges, departments, schools, and programs, see the undergraduate and graduate calendars. 

· For the correct names of research institutes, centres, and groups, see http://www.research.uwaterloo.ca/fullspectrum/SenateApprovedCentresandInstitute.htm
· Faculty of Environment, Renison University College, the Department of History, the School of Optometry;  the history department, arts students, public history courses, optometry professors, the faculty, the college, the institute

administrative units and governing bodies

· Capitalize names of administrative or service departments and governing bodies only when they appear in their full and proper forms.

· Don’t capitalize such units when in partial or inverted forms, or when used as modifiers.

· For the correct forms of major units, see http://uwaterloo.ca/aboutuw/administration/uwadmin.php.

· Names of administrative or service units may change without fanfare. When in doubt, check with the source.

· the Office of Research, the Office of the Registrar, the Doris Lewis Rare Book Room, the University of Waterloo Library, the Senate, the Board of Governors; the research office, the registrar’s office, the rare book room, the library, a board member

awards

· Capitalize all principal words in the names of awards, honours, funding awards, and scholarships.

· the Order of Canada, the Prix de Rome in Architecture for Emerging Practitioners, the Distinguished Teacher Award, Fine Arts History Scholarships, a Canada Research Chair, a Killam Research Fellowship
Campaign Waterloo

· Capitalize Campaign Waterloo, and Campaign Waterloo: Building a Talent Trust, but not in inverted forms.

· Waterloo’s campaign, the campaign; Bob Harding, campaign chair

course names

· Capitalize the names of courses.

·  
History of Modern Revolutions, Physiology of the Eye

degrees

· Capitalize degrees only in their proper forms.

· Bachelor of Arts, Doctor of Philosophy;  bachelor’s degree, master’s degree, doctorate

disciplines 

· Do not capitalize the name of a discipline unless it is part of the name of a department or program appearing in its full and proper form, or unless it is a proper noun.

· School of Architecture, a student of English, Department of Physics, physics researchers, the architecture school

general, honours, major, minor

· Do not capitalize program descriptions.

·  
the general English program, the honours geology program, English is also available as a minor or joint honours program

occupations and professions

· Do not capitalize occupations, professions, or job titles.

· The grad, a professional engineer, had been a software developer and was now president of her own company.

plurals

· Lowercase the generic part of a phrase in the plural that would be capitalized in the singular.

·  King and Weber streets, the universities of Waterloo and Toronto, the Atlantic and Pacific oceans

systems of study

· Do not capitalize terms such as co-op and regular unless they are part of the name of a department or program appearing in its full and proper form.

· 
Co-operative Education & Career Services, co-op employment

terms

· Do not capitalize the names of academic terms.

· fall term, winter term, spring term

the (see also titles of publications)

· When “the” is part of a geographical name, usage varies.

· CP Stylebook : “For consistency, lowercase the in … companies, associations, institutions, newspapers, awards, ships, trains, nicknames, rock groups, and so on.”

· the Yukon, The Pas, the Netherlands, The Hague, the Bay, the T. Eaton Company, the House of Commons, the Record, the Royal York Hotel, the Victoria Cross

titles of forms

· Use capitals and do not italicize the titles of forms.

·  
OUAC Form 101

titles of people

· Capitalize formal titles (those that are almost an integral part of a person’s identity and could be used with the surname alone) when they directly precede the name.

· Capitalize only current title holders.

· Avoid placing titles of more than two words before the name.

· For correct forms of titles used at Waterloo, see www.communications/uwadmin.html.

· Chancellor Prem Watsa; President Emeritus David Johnston; David Johnston, former president of the University of Waterloo; former president James Downey; Dean Mark Seasons; engineering dean Adel Sedra; Ken Coates, dean of arts; Vice-President Feridun Hamdullahpur; Feridun Hamdullahpur, vice-president academic and provost; Paul Koendeman, chair of the Board of Governors; Wayne Loucks, associate dean (undergraduate studies) in engineering; IQC’s director, Ray Laflamme; Mark Haslett, university librarian; athletics director Bob Copeland

titles of publications

· For newspapers, films, books, magazines, plays, poems, works of music and the like, capitalize all principal words, including subtitles.

· Capitalize “The” at the beginning of a title, but not in the case of the Bible, English-language newspapers, dictionaries, encyclopedias, handbooks, and the like. (See also the.)

· For most titles, capitalize the first and last word.

· For academic papers with long titles, capitalize only the first word. Capitalize only the first word of subtitles.

· The Taming of the Shrew, For Whom the Bell Tolls, Rushdie’s The Ground Beneath Her Feet,  the film Two for the Road, the Canadian Oxford Dictionary, The New Yorker, Le Droit, the Record, the Globe and Mail
University of Waterloo

· Capitalize the name of the university only when it appears in its full, proper, and official form. Note that “the” is not part of the University of Waterloo’s official name.

· uWaterloo (not UWaterloo and not UW) is an acceptable short form for University of Waterloo on second reference. Only use this form when Waterloo alone might be confused with the city and where it would be awkward to use “the University of Waterloo” or “the university.”

· the University of Waterloo, a guide to university policies, uWaterloo roadways, the university colleges
