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This document comprises the official guide to house style at The Oxford Blue. The Oxford Blue is
quality media, characterised by its accuracy, integrity and lack of sensationalism. This document
should be used as a tool by editorial staff to improve and inform editing. This is a living
document and we welcome input from all writers and editors.

If you are ever unsure about the style or content of an article, please speak to the
Editors-in-Chief, Managing Director or a member of the Senior Editorial team.

They are:

● Editors-in-Chief: Zaman Keinath-Esmail and Andrew Smailes |
editor@theoxfordblue.co.uk

● Managing Director: Ipsita Sarkar | managingdirector@theoxfordblue.co.uk
● Senior Editorial Team: editorial@theoxfordblue.co.uk

This document is written collaboratively. Sources and authors will be labelled appropriately for
full transparency.
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The Basics

Responsibility. Conformity with the house style, accurate use of the English language and
accuracy of quotes and other information in an article are the responsibility of the writer. The
Senior Editorial team are responsible for the final copy edit - so please read this carefully.

Right of Reply (RoR). Every phrase which could conceivably reflect negatively on a person or
organisation is subject to right of reply. The individual must be notified of the allegations in
reasonable time and given a chance to respond. What constitutes “reasonable time” is dependent
on the type of allegation, and the organisation or individual. Rights of reply can be sent by email,
telephone or social media - whichever is more likely to elicit a response. They must clearly state
all relevant allegations. The response (or lack thereof) must be included in the final copy. The
Editor-in-chief must be informed of any news copy which requires RoR.

Remember the five ‘W’s. ‘Why’ provides the thrust of the story. ‘Who, what, where, when’
should form the cornerstones of the article. Do not neglect any of them.

Be concise. If there is more than one correct way of writing something, choose whichever
provides the most clarity. Few sentences deserve to be any longer than 30 words. Avoid essay
style, and aim for a more engaging tone. Use subheadings, subtitles and captions generously!

News is news and opinion is opinion. Do not report quotes or opinions as statements of fact.
The Oxford Blue has no political slant, and we do not publish news articles with a bias. Any
subjective statement of opinion must be clearly signposted as such, to avoid being misunderstood
as a claim to objective fact. Be aware of implicit biases and potential libel. All potentially
contentious news must go through the Editor-in-chief before publication.

Don’t take for granted the reader's understanding of a subject. It is not insulting to set things out
simply and logically. Each story should be self-contained, with an explanation of what has gone
before. The Blue is committed in all areas to inclusivity and accessibility, and this is particularly
important in the content we produce.



Do not sensationalise, especially in headlines. Keeping a sense of proportion shows balance and
maturity and is part of The Oxford Blue’s appeal. Avoid clichés. Puns are acceptable at the
Editor-in-chief’s discretion.

Attribute everything. Do not report quotes or opinions as statements of fact. Avoid anonymous
sources wherever possible; this must be discussed with the Editor-in-chief prior to publication.

Do not agree to copy approval. The general rule is that no one should be given the right to copy
approval. In certain circumstances we may allow people to see copy or quotes but we are not
required to alter copy. We should avoid offering copy approval as a method of securing
interviews or co-operation.

Students should not be routinely named in articles, and never without Right of Reply.

Tag articles!!! That way, search engines see more internal links between articles and rank us
higher. Also is useful for anyone who wants to find all the articles on a particular subject – they
can just click on the tag and voila!

The Specifics

On The Oxford Blue

The Oxford Blue must always be italicised.

The abbreviation must always be ‘The Blue’, not OxBlue or any other form. The newspaper
title must be quoted in full at its first mention, but may be abbreviated to The Blue from then on.

When introducing a quote that was made to The Oxford Blue, always use “told The Oxford Blue”
(or “told The Blue” from the second quote onwards) not “said to The Blue” or “speaking to The
Blue”.

Names of other newspapers should also be italicised.

Quotes

If a reader reads something in direct quotation marks in The Oxford Blue they are entitled to
believe that the reporter can vouch directly for the accuracy of the quote.



Copying quotes out of other news sources without any form of attribution is bad journalism,
not to mention legally risky. Always say where they came from.

Use double quotation marks for direct speech or a quote, and single quotation marks for a
quote within that. E.g. “I have never been to Lady Margaret Hall,” they said, “but I have heard it
described as the ‘Christ Church of the North’.”

Use single quotation marks for titles that are not whole publications, e.g. short poems, short
stories, songs, chapters in books, articles in periodicals.

Headlines

Do not sensationalise. The Oxford Blue is quality media, and keeping a sense of proportion
shows balance and maturity and is part of The Oxford Blue’s appeal. Remember, we are an
online newspaper - so headlines must inform both the reader and the search engines. Clarity is
key.

Do not use cliches and stereotypes in headlines. Avoid pigeonholing the subject: "woman
doctor/a woman scientist" should simply be “doctor/scientist”.

Quotation marks should be single in headlines and cross-heads (eg: UK ‘to leave EU’).

In headlines where the attribution is clear, do not include unnecessary quote marks (eg Oxford
won’t have reading weeks, says Vice Chancellor, rather than Oxford "won’t have reading
weeks", says Vice Chancellor).

Titles

A few titles are always capitalised, whether you name the person or not (eg the Queen, the Pope).

Political job titles have initial caps only when the title is next to the name, in whatever order.

E.g. US President Michelle Obama; Boris Johnson, who was prime minister from 2019-2029

Any post mentioned without reference to the post-holder should be in lower case.

E.g. The leader of the opposition will be incapacitated for several days on a three day bender
after his four day week.

Governments are not capitalised. E.g The Greek government has resigned.



For place names: use upper case for recognised regions, and for vaguer political/geographical
areas (eg the Middle East, Western Europe). Otherwise, lower case (south-west England, north
Oxford).

Use abbreviations of titles without explanation only if there is no chance of any
misunderstanding (e.g. BBC). In all other cases, spell it out in full at first reference, e.g. Oxford
African and Caribbean Society (ACS).

Legal

The Oxford Blue subscribes to the Reuters Handbook of Journalism, which can be viewed here.

This section is quoted from The Telegraph style book. All legal concerns may be directed to the
Managing Director, or Editors-in-chief.

“Accuracy is not always enough. In certain circumstances it may be held that the publication of
factually correct material is malicious, irresponsible or timed to facilitate ill-feeling.”

Accused may be used for stylistic purposes in a long report but the first and normal usage is “the
defendant”. The paper shares the presumption of innocence of a defendant.

Anonymity: it is normally illegal to publish anything that would identify the alleged victim of
rape, attempted rape, aiding, abetting, counselling or procuring rape or attempted rape, and
incitement to rape. The anonymity rules were extended in 1992 to cover other alleged sex
offences.

The restrictions may be lifted by courts or if the written consent of the victim has been obtained
without duress. The restrictions apply from the moment the accusation is made, even if the
attacker is unknown and at large. They apply for the lifetime of the victim.

Numbers

Spell out numbers below 10: one, nine, first, fourth, 17th, 123rd, 999.

Use figures at all times with currency signs and abbreviations: £1, $2. Abbreviate million to m
and billion to bn in headlines.

All percentages written in numbers, not in words: 5 percent, never five percent.

http://handbook.reuters.com/index.php?title=Legal_guidance


Grammar and Syntax

Tenses. Whenever we are reporting something that has already happened we use the past tense.
This includes official reports, surveys and studies.

The Oxford comma. The Oxford Blue encourages the use of the Oxford comma, the
grammatically optional comma preceding the final part of a list, where it clears up ambiguity.

Dashes should not be used as routine replacement for commas, but they are useful to indicate the
written equivalent of a change of tone in speech. Both ‘n’ dashes ( – ) and ‘m’ dashes (––) are
acceptable, but remember that ‘n’ dashes need a space on either side, while ‘m’ dashes don’t.
NOTE: dashes are distinct from hyphens (-) both in grammar and in terms of the characters
themselves.

Collective nouns. These are usually singular, but there is not a rigid rule. Let common sense rule
(Cambridge was in trouble; the Cabinet took their seats for the first time after the reshuffle).

Press and public should be treated as singular, but rewording may be advisable (replacing eg:
"The press arrived soon afterwards. It had lots of questions" with “Reporters arrived soon
afterwards. They had lots of questions”).

Semicolons. Among its uses is to replace possibly misleading commas in lists of names
accompanied by descriptions (The meeting was attended by Adam Thompson, Managing
Director; Gabriella Emery, Editor-in-Chief; and The Very Revd Professor Martyn Percy, Dean of
Christ Church).

Tags
Tags are important for search engines to understand how various articles relate to one another, and for
users to easily be able to find all the articles on a given topic. Therefore, it is important to be specific
enough for the average reader to be able to find an article, yet general enough so that related articles
appear under the same tag

E.g:
- It is unlikely that someone would search for ‘election’ articles, so we want to specify which

country’s elections (‘US election’, ‘UK election’, etc)
- We also don’t want to be specific, because then search engines won’t see that two articles are

related (‘2021 Hartlepool byelection’ is likely too specific; it would be better to just put it under
‘UK election’)



Proper nouns
These are capitalised; people’s names include both forenames and surnames unless they go by only one
name. E.g. when referencing the former UK Health Secretary, we write ‘Matt Hancock’ instead of
‘Hancock’, but simply refer to the famous singer as ‘Adele’ because she only uses the one name in public.

Plurals, tenses, and more
It is more important to try to use tags that already exist than to try and be specific when it comes to using
singular or plural terms, tenses, etc.

For example, if the tag ‘schools’ exists, but your article is specifically about Westminster (technically a
singular ‘school’ instead of plural ‘schools’), it is still better to use ‘schools’ rather than create a ‘school’
tag. Otherwise you are splitting content that is technically related – it is related to school(s) – based on an
arbitrary grammar issue, making it more difficult for search engines to understand.

Another example: if you are writing about hikes, but the tag ‘hiking’ already exists, just tag the article as
‘hiking’. There’s no reason to artificially separate the two terms: if someone clicked on the ‘hiking’ tag
they would expect to see anything and everything related to hiking, including ‘hikes.’

COVID-19
We tag anything related to COVID-19 as ‘COVID-19’. Don’t just say COVID (what if another
coronavirus disease outbreak occurs in a few years and we need to differentiate between COVID-19 and
COVID-22?); don’t tag anything as ‘coronavirus’ unless you are talking about the family of viruses as a
whole.

Final tips:
- Try to use tags that already exist
- Don’t create tags that are unlikely to apply to future articles (tags are only useful when multiple

articles share the same tag)
- Don’t unnecessarily create new tags due to plurals, tenses, or other grammar things: see tags more

as general categories than specific words
- Pay attention to proper nouns and COVID-19


