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STYLE GUIDE

These guidelines are to ensure consistency in written content across all hospice materials. If you have any queries, please check with the Communications and Marketing Team. 

ABOUT BIRMINGHAM HOSPICE

Birmingham Hospice has been at the heart of the local community for generations, providing compassionate and trusted care for over a century. Our mission is, and always will be, to help people from all communities access the care of their choice at the end of life. 

CAPITAL LETTERS

Use capitals for: 
· Birmingham Hospice (capped in all cases). 
· the Board.
· Names of teams and departments e.g. Income Generation Team or Living Well Centre Team.
· Names of internal groups: Executive Management Team, The Link, Better Together.
· Specific job titles – e.g. Clinical Nurse Specialist.

Non-capitals for: 
· hospice – the hospice in a generic sense e.g. From support in your home, in your community. and at the hospice, all of our services are free of charge.
· charity – e.g. We are a local charity.
· Generic job titles – e.g. doctor, nurse, social worker.

Family relationships and capitalisation: When used as proper nouns (as names) they are capped. However, when used as common nouns (not as names) they are not capped. For example:
· “Nothing was too much trouble for Mom.” (Capped)
· “The hospice team were wonderful to my mom.” (Not capped)
· “I’d describe Dad as such a caring person.” (Capped)
· “I’m making a dedication today in memory of my dad.” (Not capped). 

NUMBERS AND DATES

Write out numbers one through to nine in full and use figures for 10 and above.

Dates should be in the format: day number month year without superscript ordinals (nd, th etc), e.g. Monday 2 August 2025.

Times: Use the 12-hour clock and write in the following format (full stop and lowercase) e.g. 5pm or 5.30pm.

Use a dash with spaces either side for time/date periods, e.g. Monday 2 – Friday 6 August; Monday 30 August – Friday 3 September; 1pm – 4.30pm. 

MEDICAL TERMS

hospice care, palliative care, end of life care (not hyphenated).

life-limiting illness (hyphenated). 

Inpatient Unit (not hyphenated).

Patients stay ‘in’ our Inpatient Unit (not ‘on’ or ‘at’). We provide care ‘for’ patients, not ‘to’. 

QUOTES

Attributing quotes – use name then title, e.g. Paul Bytheway, Chief Executive.

Quotes should be past tense in more formal communications, e.g. “Paul Bytheway, Chief Executive, said”, but can be present tense for less formal comms like newsletters or social media posts, e.g. “Paul Bytheway, Chief Executive, says”.  

Punctuation inside quotation marks for full sentences, outside for partial sentences:
· Paul Bytheway, Chief Executive, said: “This was a great day for the hospice.”
· Paul Bytheway, Chief Executive, said it had been “a great day for the hospice”.

GENERAL RULES

While, not whilst.
Among, not amongst.
Learned, not learnt. 

Avoid American spellings (organize, center, color).

Don’t use abbreviations (e.g. can’t, it’ll) in long-form text (they are OK in shorter, less formal text such as social media posts). 

Organisations are singular – Birmingham Hospice is/has (not are/have). Subsequently, ‘it’ not ‘they’.

Teams are singular (in most cases, but this can depend on context) e.g. the Community Team is/has. But ‘our people are’, as we’re talking about multiple individuals. 

Write acronyms out in full on first use, e.g. Personal Health Budget (PHB) Team, unless they can reasonably be expected to be known by everyone (e.g. NHS, BBC). 

Website addresses and email addresses all in lower case. If they come at the end of a sentence, they should be followed by a full stop (as any other sentence would) in long-form/formal copy. Digital content and fundraising content can omit the full stop.

Page/story/document titles should be sentence case, e.g. “A guide for nurses working in end of life care”.

not for profit (not hyphenated).

Use ‘and’ rather than ‘&’ in most cases. Ampersand can be used in campaigns and event names, and shorter fundraising/digital copy. 

Lists of items within copy – no need for comma before final ‘and’ unless individual items in list contain and/or, in which case it may be necessary to avoid confusion.
· e.g. “Alan was joined by his family, friends and work colleagues for the event” but “Jane was joined by her family, neighbours, and friends from work and school”.   
image1.jpeg
Birmingham

~(\y* Hospice

-\ /2~




