LOVE WEB STYLE GUIDE: This is a condensed version of the Love Matters’

Web Style Guide designed to serve as a reminder.
MATTERS AT A G LAN C E Refer to the full guide for more information.

Guidelines:
Writing for Mobile

Plan Your Content Carefully
AW

Before you start writing:
+ Decide who your audience is, and what information they need.

+ Define the purpose of your content - what do you want the audience to do with the
information?

+ Work out which pieces of information are most important; these should appear first.

Use Short, Descriptive Headings
ANAANN

* Max 55 characters
+ Ensure headings only contain the essential information.

* Make them scannable - reading down them should give a snapshot of the ‘story’ you're
telling.

Make Good Use of Bulleted Lists
AN

+ Bulleted lists make it easier to scan content, and create more white space on a page.
» Don't reserve these just for long lists.

» Sometimes, one sentence followed by two bullets is easier to read than three full sentences.

Make Your Writing Concise
AN\

+ Always choose the simplest word available. (Write for a low-literacy audience.)
+ Make sure every single word is working towards your content’s purpose.

+ Put your writing aside for a while, check it against your plan, and then cut, cut, cut!

Use Short Paragraphs
ANAANN

» Four sentences max, one sentence is fine.
+ Paragraphs should express a complete thought.

+ Think: would your paragraph work better as a bulleted list?

Put the Most Important Information First
AW

+ Refer to the plan you made before writing - what info needs to be at the top?

« Start your piece of content with punchy, enticing sentences.
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STYLE: TOP TIPS

A

Love Matters strives to present topics and information in a clear, non-judgemental way. The
way we use language has a huge impact on conveying this message.

1. Use the simple language of everyday speech.

+ Write for a low-literacy audience.
+ Avoid using long words where short ones will suffice.
+ Keep sentences short and to the point.

2. Avoid:

» Scientific, medical, or academic language.
* Crude language and porn terms.
* Jargon.

3. Use wordplay appropriately

Wordplay can make a piece of content more fun and engaging, but it's not always
appropriate (e.g. a light-hearted story vs. a Facts article). Use your judgement.

4. Be specific where necessary

Keep the content type in mind and tailor your language appropriately. Make sure
you are specific about what you mean where it is important for clarity.

5. Be direct. Use active voice where possible.

* In an active sentence, the subject of the sentence is doing the action.
+ E.g. Use ‘David loves Sarah’ (active) vs. ‘Sarah is loved by David’ (passive).

6. Be gender inclusive.

If you are not referring specifically to a man or a woman, you can use ‘they’ or ‘them’
in a singular sense.

Web Style Guide designed to serve as a reminder.

General Style/
By
~

If there's a chance your reader won't recognise an abbreviation or acronym, spell it out the
first time you use it, with the abbreviation in parentheses.

Abbreviations and Acronyms
AW

Contractions
AN

Help to create a conversational vibe. Feel free to use it's instead of it is, they're instead of
they are, and so forth.

one, two, three...

Numbers 10, 11...

A

+ Spell out numbers from one to nine, and use numerals for 10 and above (it's ok to use
numerals in headlines). Use a comma for numbers of more than three digits.

+ Spell out ‘per cent.

Use an unspaced en dash between two numbers, e.g.: ‘See pages 12-15'".
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Grammar
and Punctuation

LOVE WEB STYLE GU | DE This is a condensed version of the Love Matters’
Web Style Guide designed to serve as a reminder.
MATTERS AT A G LAN C E Refer to the full guide for more information.

Ampersands Quotation Marks
A AANANNY

v/
@
S
©
w

| Never use them in body copy, fine to use in headers.

Commas
ARARANY

Use the Oxford comma. This comma is used after the penultimate item in a list
of three or more items. E.g. To my parents, Ayn Rand, and God.

Dashes
Y

Use an en dash between quantitative values: “1985-2000", “pages 4-9", etc. Use
a spaced en dash (an en dash with a space either side) to set off a parenthetical
element that explains of amplifies, or to create a summarising clause.

Hyphens
AN\

Use a hyphen to create compound modifier (a combination of two or more
words that function as a single unit).

Parentheses
AW

If parentheses contain a whole sentence, the punctuation goes inside them.

For example: (However, the e-pill does have short-term side effects that mean it
should not be used as a normal form of contraception, but only in case of
emergency.)

If they do not contain a whole sentence, the punctuation goes outside.

For example: If you're attracted to people of the opposite sex, it's called being
straight (heterosexual).

Never use them for emphasis.

* Use single quotation marks.
* Punctuation goes inside the quotation marks for direct quotes, and outside
otherwise:

1. ‘l love when you pull me close to you, but in the future can you be a little
less rough?'
2. For many people, sexuality is more of a sliding scale than simply ‘straight

or gay'.

* Use double quotation marks for quotes within quotes:

"

> ‘When | told him | was unhappy, he said “whatever”.

* When quoting a full sentence, the end punctuation goes inside the quotation
marks:

> Dr Smith said, ‘That’s totally ridiculous.’

* When quoting part of a sentence, the punctuation goes after the quotation
marks:

> Dr Smith described it as ‘ridiculous’.
* If a quote goes over to a new paragraph, don't use a closing quotation at the

end of the paragraph; use an opening quotation mark at the beginning of the
new paragraph.
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Formatting

Buttons
AR

Must always contain an action. They are written in title case, e.g. Add Your Comment, Ask a
Question.

Character Limits
AN

Headings must be no longer than 55 characters. Intro paragraphs (which appear on both
the overview page and the article itself) must be no longer than 160 characters.

Headings
AW

When writing a heading (for example, a story title, or paragraph headings), capitalise only
the first word, unless the heading contains proper nouns. Do not use end punctuation (e.g. a
full stop) unless the heading is a question or exclamation:

* How the baby develops
> (Only the first word is capitalised, no end punctuation is used)

* Into the light: God, sex, and spanking
> (The heading contains a proper noun (God), which is capitalised.)

* Is one emergency pill enough?
> (The heading is a question, so end punctuation is used.)

* Sex and book learning: so educational!
> (The heading is an exclamation, so end punctuation is used.)

In-line links
ARARANN
If you refer to a topic within a sentence, no capitalisation is necessary. If you are directing

people to a specific Facts article, i.e. by saying “see XYZ", then the title of the Facts article
should be in title case.

Lists
AR

| +Onlyuse anumbered list if the numbers are relevant (e.g. a Top 5' list).

¢ Lists that contain one or more full sentences:

» Each item on this type of list should end with end punctuation (i.e. a
full stop or - in rare cases - an exclamation mark).

* Lists in which all the items are sentence fragments:
> In this case, you should use an initial capital letter, and no end punctuation.

* Where possible, try to start all bullets with the same part of speech. So, start them all with a
noun, a verb, or a gerund (a noun made from a verb by adding -ing’).

Forms
ARARANY

| Instructional text in form fields should start with a capital letter.
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