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Introduction
The purpose of this style manual is to solve the lack of standardization among training documents and limit legal liability to the company. By providing a specialized style manual, The Front will be able to streamline their educational documents and create concise and focused instructions for their pupils. Rock climbing is a very technical and risky activity. For this reason, it is imperative that all documentation and materials be consistent, easy to understand, and standardized to avoid possible legal repercussions. The assumed readers of this style manual are those in management or teaching capacity of the Youth Programming Department.

Resources Used:
Everything within this style guide was created according to:
The Chicago Manual of Style: 17th Edition.
Dictionary.com
The Front Climbing Club Rules & Policies
The Front Climbing Club Employee Handbook














Industry Terminology (Glossary of Terms):

·  Use ABD (Automatic Braking Device) vs. belay device
·  Use program vs. practice
·  Use participant vs. team member
·  Use coach vs. instructor
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Text Formatting
Documents should be visually consistent across the department. Use the following guidelines when formatting a document.

Font & Headers/Subheaders & Sizes
Making sure that all the headers, subheadings, fonts, and font sizes are consistent and the same
will help your clients identify important information within your documents much easier.
Headers
· Font: DM Serif Display
· Font Size: 18
Sub-headers
· Font: Calibri
· Front Size: 14
Body Text
· Font: Calibri
· Body text: size 12
Bulleted Lists
· Use only when two or more items are in a list
· Bullets should be formatted consistently within the same document
Numbers
· Spell out numbers 0-10
· Write numbers greater than 10 as numerals
Italics
Use only to add emphasis to an important point (e.g, “Athletes must show up prior to the start of practice and be fully warmed up by 4:30 pm so practice can start on time.”)
Writing Style
Consistency
Keeping the writing consistent in any document is essential to a professional feel. Following are some important points to note regarding consistency:
AM and PM References
· Use a numeral when stating the time (e.g., 4:30 pm)
· Use a space between the time, and ‘am’ or ‘pm’ (e.g., 4:30 pm)
Vague Pronoun References
· Use “it” and “this” sparingly. In a new sentence always state the subject (e.g., “Make of the Youth Program!” Vs. “Make the Most of it!”)
Capitalization
This section will serve as a guide for what should be capitalized. The following guidelines will help when determining if capitalization is appropriate:
· Capitalize proper nouns: Zach
· Capitalize titles of cross-referenced internal documents: Culture of Respect
· Capitalize titles of Apps: GroupMe, RGPro
· Capitalize days of the week, months, holidays: Monday, July, Christmas
· Capitalize company name: The Front Climbing Club
· Capitalize product names: GriGri
· Capitalize acronyms: USAC
· Do not capitalize common nouns: harness, rope, gym, climbing shoes

Punctuation
Improper punctuation can change the meaning of a sentence. Due to the inherent risk of indoor climbing, it’s pivotal to ensure no sentences can be misinterpreted due to improper punctuation. Following are some punctuation rules to bear in mind:
Oxford comma : Add a comma after the second to last item in a list (e.g.,
Damage to others, self, or property)
Colons: Use a colon when introducing a list( e.g., Here are the 4 steps of habit formation: cue, craving, response, reward.
Parenthesis: Add to enclose supplementary or explanatory information within a sentence. (e.g, The climbing gym offers classes for all skill levels (including beginner‑friendly sessions) throughout the week.)
Spelling
The spelling section typically provides guidelines on the correct spelling of words, including preferred spellings and variant forms.
· Disciplinary
· Periodization
· Technique
· Competition
· Mitigation
· Belayed
· Harnesses
· Facility
· Consequence
· Deliberately
· Insubordination
· Hazardous
· Participant
· Irreplaceable
· Intermediate
· Maintenance
· Accommodations
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