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HOUSE STYLE


Canongate’s house style is a list of preferences for how text is presented. Some of these are strong preferences while others admit a degree of flexibility. The aim at all times is to have a clear, modern text that is consistent and correct.
This guide lists the most common types of ruling you’ll need when working on a Canongate book. If the book contains images, notes and/or a bibliography, see the separate ‘Guide for copy editors’ doc.


	
	Strong preference
	Flexibility

	Abbreviations 
	Use full stops in: Prof., Rev., vol., ed., no. (number), p. and pp. (and so on)

	

	Americanisms (see ‘Recommended reference’)
	British spelling and punctuation applies

	Ask managing editor before changing other terms and on any specific style issues


	‘And’ and ‘But’
	
	Fine to begin sentences with these, if it reads well


	Apostrophes
	Use ’s in possessive cases where the word ends in ‘s’, especially Jesus’s

	

	Black
	Use capital letter for Black people (not white people), unless author feels strongly that another form should be used
	

	Brand names
	Copy exactly, e.g. Irn-Bru (hyphen), McDonald’s (apostrophe), BlackBerry (middle cap)

	

	Capitals (see ‘Brand names’, ‘Names’ and ‘Places and directions’)
	Keep capitals to the minimum (Wikipedia is a good guide on this)
Be wary of creeping capitalisation in ordinary writing. Caps are not needed when a word is generic or there’s no ambiguity (‘she served the college for fifty years’, ‘land owned by the earls of Moray’, ‘Margrethe is the queen of Denmark’)
Titles or ranks followed by names (King Charles I, Pope Innocent VIII) must have caps

	Can go with author preference when rank and individual merge: 

‘the prime minister said’
‘the inspector blushed’ 

are acceptable as:

‘the Prime Minister said’
‘the Inspector blushed’ 


	Commas (see ‘Serial comma’ and ‘Numbers’)
	Always ensure subclauses are properly completed
Use after elaborated place names (‘She went to Blackburn, Lancashire, for her holidays’)

	Avoid commas for weak interruptions (‘In May, I gave birth’ is better as ‘In May I gave birth’) but fine if author likes them


	Contractions and initialisms
	No full stops if last letter is same as last letter of whole word: Dr, Mrs, vols, eds, nos (numbers)
Or in: BBC, WHO, USA, TTIP

	Use of ‘don’t’ and ‘can’t’ etc. in non-fiction usually fine but if in doubt ask


	Dashes (see ‘Dates’)
	Dashes used as parentheses should be spaced en-dashes: ‘The chemicals – at least, the ones she could identify – were all toxic to humans.’
Broken-off dialogue is indicated with an em-dash followed by a space: ‘Give me the— ’

	

	Dates
	Use British date order, without ordinals: 
     2 February 2016
But in narrative, you can have: ‘He said he’d do it by the 2nd of February’ (note full-size for ‘nd’, not superscript)
Used shortened year spans, if possible: 1914–18 (unspaced en dash). Or write out: ‘between 1914 and 1918’, ‘from 1914 to 1918’
BCE and CE: use in the order 55 BCE; CE 793
Centuries to be written out in full: ‘a sixteenth-century nun’ (note l.c. and hyphen)

	2.2.16 or 02.02.16 
2/2/16 or 02/02/16
all fine in tables or other number-heavy contexts

1970s, ’70s, Seventies – all fine (be consistent and no apostrophe before the ‘s’)

Use BCE and CE unless author objects


	Dialogue (see ‘Dashes’, ‘Ellipses’ and ‘Italic’)
	If a speech contains a paragraph break, omit closing quote-mark in the first para and start the new para with an opening quote-mark, and on until speech ends with a closing quote-mark
Don’t use a capital if speech resumes after action: ‘We won the cup,’ Kirsty said, ‘but it was hard fought.’ (no cap on ‘but’)
Place the comma inside quote-marks in attributed direct speech: ‘The cat hates you,’ he said.

	Generally, use a new line for a change of speaker unless the author has some purpose in not doing so



	Ellipses 
	In normal text, use three spaced full stops, and a space before and after too: He was . . . an unusual man.
In quotes or speech, leave out the last space: ‘I don’t see why they . . .’
And if there’s a question mark: ‘Did you . . .?’

	

	Headings and running heads
	Use Arabic numerals for chapter numbers
Use standard title case for chapter titles and running heads
Non-fiction running heads are always: book title (verso), chapter title (recto)

	Fiction running heads are: author’s name (verso), book title (recto) – but ask managing editor whether they’re needed


	Hyphenation
	Keep to a minimum. Many words are no longer hyphenated: rewrite, overrule, multimillionaire, bylaw etc. – all fine as one word nowadays
Always use when sense or clarity is at stake: re-form and re-cover; re-entry and re-educate
Use in compound adjectives: a state-of-the-art kitchen, a pool-hall lothario

	

	Italic (see ‘Latin’)
	Keep to a minimum its use simply for emphasis
Must be used (without quote-marks) for: book titles, titles of book-length poems, music albums, podcasts, paintings, names of ships (though ‘HMS’ etc. is roman), newspapers, magazines, TV shows, radio shows, operas, films, plays, botanical and zoological species
Do not use for: names of websites, books of the Bible, dialogue in foreign languages, names of pubs, hotels etc.

	

	Foreign languages
	It is no longer correct to set words/phrases in foreign languages in italics, unless the author strongly prefers it, as it privileges English over other languages. This is particularly the case for the use of someone’s first language alongside English 
	 

	Latin 
	i.e., e.g., etc. (full stops)
NB (no full stops)

	Many Latin phrases are naturalised but it’s open to judgement: in extremis, ex officio, ne plus ultra (probably italic); ad hoc, et cetera, pros and cons (certainly roman)


	Measurements
	No full stops or spaces in measurements: 2kg, 30mph, 5cm, 60lb (note no ‘s’ in plural of lb)

	

	Money (see ‘Numbers’)
	Units of currency are written out if the number is also written out (‘I gave him three pounds’, ‘She lent me £120 last week’)
Always use symbols (£, €, $) with figures
Fractional amounts of more than one pound appear in symbols and figures (£3.75)
Pre-decimal currency takes the form: £130 6s. 7d.
Very large sums take the form: £15 million

	

	Names
	T.S. Eliot (full stops, no space)
Mum (cap when used like a name), my mum (l.c. when used like an object)

	

	Notes/references
	
	Please see the ‘Guide for copy editors’ doc


	Numbers (see ‘Money’)
	Try very hard not to begin a sentence with a figure: an exception would be when it’s a year but even that should be avoided if possible
Sequences of stated quantities, statistics or tables always use figures
Use a comma in four-figure numbers and bigger: 4,500; 340,000

	Numbers up to 100 usually written out, those above in figures; in fiction write out wherever sensible
In non-fiction with a lot of numbers you can go with figures for 10 and above


	Parentheses and brackets
	Parentheses should be curved ( ) unless signifying an editorial insertion, in which case they should be [ ]. It’s fine to have a set of ( ) inside another set of ( ) rather than risk a misleading use of [ ]

	

	Places and directions
	northeast, southwest etc. (no hyphens)
Capitalisation should follow geopolitical and administrative designations (Wikipedia can be relied on here)
Southeast Asia, the Middle East, the Inner Hebrides etc. (all take caps)
the south of England, a west-coast accent, the north of Italy etc. (would not)

	

	Quotations
	Use single quote-marks, double within single
Do not differentiate between ‘scare quotes’ and actual quotes: if an author pursues a distinction, do try to get them to agree to house style
No need to begin quotes with ellipses to reflect that they don’t begin at the beginning
If a quote doesn’t form or end with a whole sentence, put the final punctuation outside closing quote-mark

	Placing commas outside quote-marks to preserve exactly how quoted material appears (e.g. ‘Nothing will work’, said Maya Angelou, ‘unless you do.’) isn’t common enough to do unless the author is very keen on it


	‘s’ versus ‘z’
	Always -ise, -ised, -ising, -isation word endings

	

	Section breaks
	Use a single linespace

	* or *** fine if breaks need to be differentiated


	Serial comma
	Please don’t use it unless the author is adamant
Note there’s a difference between the serial comma used in a list (‘red, white, and blue’) and a comma used to separate ideas. Many authors use commas for the latter, and that’s fine. (As in the example just given.)

	

	Small caps 
	Do not use these except for BCE and CE 

	

	Song, poem, story and article titles
	All roman, single quote-marks, standard title case, punctuation outside closing quote-mark

	

	Specific word forms
	acknowledgements (with an ‘e’)
all right (two words, double ‘ll’)
any more (two words)
enquire (‘inquire’ only in legal sense)
First/Second World War (never World War I/II)
focused, focusing (one ‘s’)
for ever / forever (two words = for all eternity, one word = ongoing: ‘I’m leaving for ever’; ‘I was forever saying I was leaving’)
further (in all senses, not ‘farther’)
goodnight, goodbye (one word)
internet (l.c.)
into (one word unless two separate actions, ‘she went in to enquire’)
medieval, encyclopedia (no ‘ae’)
no one (no hyphen)
onto (one word in sense of ‘on top of’)
per cent (two words, and always a figure before it)
spelled, learned (rather than spelt, learnt)

	TV / tv (both fine, but not ‘tele’ – use ‘telly’)
T-shirt / t-shirt (either is fine)

Many authors have strong views about things like ‘on to’, ‘forever’ and ‘farther’, so if it doesn’t affect the reader’s comprehension, it’s fine to adjust accordingly

	Split infinitives
	
	Fine, as long as it reads well


	Symbols and emoticons
	Insert special sorts directly into the Word file as much as possible, and list on the style sheet and checklist

	Ask author whether emoticons should be typographical or symbols


	Time
	a.m., p.m. (full stops)
o’clock (l.c., no space)
5.15 (full stop, not colon)
three-thirty (hyphen); half past three (no hyphen)

	four a.m., 4 a.m., 4.00 a.m. – all fine, so long as it’s consistent




Recommended reference

Copy-editing by Judith Butcher (or the later Butcher’s Copy-editing) (CUP) 
The Oxford Style Manual (OUP)
The Chambers Dictionary (Chambers)
New Oxford Dictionary for Writers and Editors (OUP)

Websites are almost always the best place to find guidance and answers nowadays. Search engines are so good that simply keying in your question often lands on a discussion that resolves the matter or leads you somewhere else. 

Wikipedia entries are usually among the top hits returned on any search, so Wikipedia itself isn’t listed here.

Grammar
http://english.stackexchange.com/

Online dictionaries
http://www.thefreedictionary.com/
https://en.wiktionary.org/wiki/Wiktionary:Main_Page

UK/US English
http://www.oxforddictionaries.com/words/british-and-american-terms

Modern slang, online and street language
http://www.urbandictionary.com/

Scots dictionary
http://www.dsl.ac.uk/


Endnotes/references 
These can take up a lot of time, so the aim is to be consistent and sensible. 

Endnotes v Footnotes
Footnotes should be used for asides to the text – useful information for the reader kept close to the main text so it can be quickly seen. Endnotes are used for references/citations and information that the reader doesn’t need to understand the main text. Word can separate endnotes and footnotes, so use * for footnotes and superscript numbers for endnotes. Don’t try to separate endnotes into chapters as the typesetters can do this far more easily and it can interfere with Word’s automatic numbering. 

Endnotes
Note numbers should appear in the text after punctuation but before dashes.
Check that indicators and notes correspond.

House style for notes/references in print media
Canongate uses a variant of the British standard (numbered) style at first appearance and the short-title system for subsequent citations. Do not use ‘op. cit.’ or ‘ibid.’. 

	Type of source
	Ideal style
	Shortened form

	Book (single author)
	Smith, Anne. Endnotes Are Fun. Edinburgh: Canongate Books, 2016, p. 313.

	Smith, Endnotes, p. 313.

	Book (with an editor)
	Smith, Anne (ed.). More Endnotes for Everyone. Edinburgh: Canongate, 2016, pp. 44–-47.

Multiple editors: 
Smith, Anne and Lachlan Brown (eds).

	Smith, More Endnotes, pp. 44–47.

	Chapter in a book
	Brown, Lachlan. ‘The Best Thing About Endnotes’. In: Anne Smith (ed.), Endnotes Are Fun. Edinburgh: Canongate Books, 2016, pp. 400–18.

	Brown, ‘The Best Thing’, p. 410.

	Quoted in a book
	Lewin, Maria quoted in Brown, ‘The Best Thing About Endnotes’. In: Anne Smith (ed.), Endnotes Are Fun. Edinburgh: Canongate Books, 2016, p. 407.

	Lewin quoted in Brown, ‘Best Thing’, p. 407.

	Journal
	Hay, Christopher. ‘Why Endnotes Will Outlive Us All: Perspectives from the Edge of Time’. Journal of Referencing Styles, Vol. 22 No. 11 (Winter 2015), pp. 21–28.

	Hay, ‘Why Endnotes’, p. 24.

	Newspaper
	Milburn, Tanya. ‘My Endnotes and Me’, Guardian, 14 January 2016.

	Milburn, ‘My Endnotes’, 2016.

	TV or radio show
	‘The Endnote Through History’, In Our Time, BBC Radio 4, first broadcast 11 November 2015.

	‘Endnote Through History’, In Our Time, 2015.

	Unpublished
	Moore, Graeme. ‘Alternatives to Endnotes: An Existentialist Analysis’. Unpublished PhD thesis, University of Aberdeen, 2014.

	Moore, ‘Alternatives’, 2014.

	Personal interview
	Milburn, Tanya. Interview with the author, 12 August 2015.

	Milburn, interview with author, 2015.



Online sources and ‘link rot’
Link rot happens when material is deleted or moves around on the internet. While not much can be done about deletion, there is something we can do to help with relocation.
Please keep a note of when you accessed the online sources you’re quoting. Don’t give ‘Accessed on’ dates for every source if they have all been accessed within the last month or two. A note should be added, though, to the beginning of the Notes section stating when the online sources were accessed.
IMPORTANT: don’t use bare URLs in references. You should provide the reader with some means to find the material again if it moves. For example, a guide to referencing can be found at:

http://www.gla.ac.uk/services/library/subjectssupport/informationskills/referencing/

But this should be listed in as something like:

University of Glasgow, Library Services guide to referencing, at: <http://www.gla.ac.uk/services/library/subjectssupport/informationskills/referencing/>

Note the < > at either end of the URL.

Bibliographies
Your copy editor will check notes against their corresponding bibliography entries so please try and make sure these match. You will be asked to go and check these at copyedit if your copyeditor finds lots of discrepancies.

House style for bibliographies
Smith, Anne. Endnotes Are Fun. Edinburgh: Canongate Books, 2016.
Brown, Lachlan. ‘The Best Thing About Endnotes’. In: Anne Smith (ed.), Endnotes Are Fun. Edinburgh: Canongate Books, 2016.
Hay, Christopher. ‘Why Endnotes Will Outlive Us All: Perspectives From the Edge of Time’. Journal of Referencing Styles, Vol. 22 No. 11 (Winter 2015), pp. 21–28.
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