
The Halton Herald Writer’s Guide 

 

Writing for publication can be intimidating for many of us. To alleviate concerns that 

might prevent potential contributors from submitting an article to the Halton Herald, I 

would like to initiate a writer’s guide on our RTO/ERO District 15 website.  

 

The guide would act as an easily accessible list of grammar and usage rules that authors 

could check if they were unsure of the correct way to, for example, use punctuation or 

capitalization rules. 

 

I have begun with a few guidelines to address usage that I have noticed being handled in 

various ways by authors.  I will add to this list as I observe, over time, variance in the 

way contributors apply other rules of grammar and usage.  

 

I would encourage authors to send me an email (nanci.wakeman@gmail.com) if they are 

unsure of a rule and I will use these queries to add to our guidelines. 

 

1) Please submit articles in a Word (Doc, DocX) format to me at the above email 

address for editing. (Note: the email address posted in the September 2016 Halton 

Herald is incorrect.) 

 

2) When referring to the title of a long piece of work (novel, play, newspaper etc.) 

capitalize the main words and put the title in italics. (e.g. The Taming of the 

Shrew) 

 

3) When referring to a smaller work that would be part of a larger work (a poem, an 

essay, an article, a short story) capitalize the main words and enclose the title in 

quotation marks. (e.g. “The Beggar Maid” by Alice Munro in the anthology My 

Best Stories.) 

 

4) When referring to a position, capitalize the name of the position when it refers to 

a specific person (e.g. President Moira Plexman).  When the position does not 

refer to a specific person, don’t capitalize it. (e.g. The role of president remains 

vacant.)  

 

5) Align paragraphs to the left margin. Don’t indent. Double space at the end of a 

paragraph to signal the beginning of a new paragraph. 

 

6) Avoid the use of the passive voice whenever possible. Reword a sentence to use 

the active voice. (e.g. Not: “The meeting was attended by all our new members.” 

Instead: “All our new members attended the meeting.) 

 

 
 


