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NAEA Style Sheet 

NAEA Primary Resources for Questions on Spelling, Grammar, and Style: 
Primary Style: Publication Manual of the American Psychological Association (“APA” Sixth Edition) 
Primary Dictionary: Merriam Webster’s Collegiate Dictionary (www.m-w.com) 
Secondary Style:  Associated Press Stylebook (2004); Chicago Manual of Style (Fifteenth Edition) 

NAEA-specific terms 
Assembly—Capitalize when referring to NAEA Delegates Assembly 
Association—Capitalize when referring to National Art Education Association 
Board Members—Capitalize when referring to the NAEA Board or NAEA Board Members 
Convention/National Convention—Capitalized (referring to the NAEA Convention), not “Conference” and 

not “Annual Convention” 
Delegates Assembly (not Delegate’s or Delegates’) 
Director, Director-Elect, Past Director—when referring to NAEA Division Directors 
Division—Capitalize when referring to a specific Division of NAEA. NAEA includes the following Divisions: 

 Elementary  Museum Education 

 Higher Education  Secondary 

 Middle Level  Supervision and Administration 

Elects, [title]-Elect—Capitalize “Elect” 
Executive Director—Capitalize when referring to NAEA’s Executive Director 
Foundation—Capitalize when referring to NAEF (National Art Education Foundation) 
Issues Groups—not “Interest Groups.” NAEA includes the following Issues Groups: 

 Caucus on Social Theory in Art Education (CSTAE) 

 Caucus on the Spiritual in Art Education (CSAE) 

 Committee on Lifelong Learning (LLL) 

 Committee on Multiethnic Concerns (COMC) 

 Community Arts Caucus (CAC) 

 Design Issues Group (DIG) 

 Early Childhood Art Educators (ECAE) 

 Art Education Technology (AET) 

 Independent School Art Educators (ISAE) 

 Lesbian, Gay, Bisexual, Transgendered Issues 
Caucus (LGBTIC) 

 National Association of State Directors of Art Education 
(NASDAE) 

 Public Policy and Arts Administration (PPAA) 

 Retired Art Educators Affiliate (RAEA) 

 Seminar for Research in Art Education (SRAE) 

 Special Needs in Art Education (SNAE) 

 Student Chapter (SC) 

 United States Society for Education through Art (USSEA) and 
International Society for Art Education (InSEA) 

 Women’s Caucus (WC) 

NAEA (never “the NAEA”)  
The National Art Education Association  
President, President-Elect, Past President—Capitalize when used before proper name or when referring to a 

specific individual. Otherwise, in general, or in plural form, use lower case. 
Region—Capitalize when referring to specific Regions of NAEA. NAEA includes the following Regions: 
Eastern Region, Southeastern Region, Pacific Region, Western Region 

Vice President, Vice President-Elect, Past Vice President—Capitalize when preceded by proper name or 
when referring to specific person. 

 

Acronyms 
Spell out words, followed by acronym, in first usage, but may use acronym for all further mentions. 

Exception: Always spell out “National Art Education Association” in full when cited in Reference Lists. 
DBAE—Discipline-Based Art Education 
NAEF—National Art Education Foundation 
NCLB—the No Child Left Behind Act (no italics) 
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Electronic Media Terms 

CD; CD-ROM 
e-mail—Use hyphen 
Internet—Capitalize 
iPod, iPhone, iPad 
listserv 
MP3 player 
Ning 
online 
podcast(s) 

PowerPoint 
smartphone 
Web, or World Wide Web—Capitalize 
website—lower case, one word 
Wi-Fi—wireless digital networking 
Wiki 
YouTube, Facebook, MySpace, Linked In, etc.—website 

names should be capitalized, but not italicized 

Ethnic / Racial Identity Terms 
Capitalize racial/ethnic designations: Black, White, Asian/Pacific Islander, Hispanic (adj) 
Do not hyphenate multiword racial/ethnic designations, even if used as a modifier: Asian American 

participants, African American students, Hispanic American artists. 
Authors should ask participants their preferred designations and avoid any perceived as negative. For 

example, currently both African American and Black are acceptable terms. 
Navajo, Navaho—both acceptable 

Numbers 
Always spell out numbers beginning a sentence. In general, spell out numbers below ten; but always use 

numerals to express time: 1 week, 5 minutes, 3 years, 4 days, etc. 
century—Use numerals, such as 8th century, 20th century. But hyphenate when used as adjective: 21st-

century technology. Also note: no superscript used (i.e. 8th, not 8th) and “century” is not capitalized. 
comma separators—separate groups of three digits in numbers 1,000 or greater with a comma. Exceptions: 

page numbers (page 1029), years (2009), and statistics (temperature, binary numbers, serial numbers, etc). 

grade/grader—APA style is to spell out for numbers below 10. NAEA prefers simply using numbers for all: 
7th grader, 2nd-grade student, 10th grade, or grade 8. 

percent—in text, use the symbol % when preceded by a number, as in 20% (no space between number and 
% sign); write out “percent” following a number beginning a sentence. 

plurals—To form the plurals of numbers, whether expressed as figures or as words, add s or es alone, 
without an apostrophe (i.e. fours and sixes, 1950s, 10s and 20s) 

range—preferred use for a date range or age range is no space between, and a hyphen (April 14-18) 
telephone numbers—703-860-8000. Use hyphens, no parentheses, no “1” preceding toll-free numbers 
time—preferred use is: 10:00 a.m.-10:30 a.m. 
3-D, 2-D 
year—no comma in “July 2007.” No apostrophe in numbers designating an era (in the 1800s, 1900s). 
zip code—Use full NAEA zip+4 code (20191-4348) in forms; can omit +4 in text 

Punctuation 
Apostrophes: 

it’s/its—it’s=contraction of “it is”; its=plural possessive form of “it” (For example: “It’s high time that the 
team raised its own funds.”) 

possessives—In general, add apostrophe “s.” For plural words ending in “s,” just add an apostrophe. i.e.: A 
student’s work; the students’ (plural) work; but Professor Davis’s book. 

 

Colon: 
Capitalize word following a colon only if part of a complete sentence (or a title). 
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Ellipses: 
Preferred use is the “symbol” of three periods, tight together (Mac: option+colon, PC: ctrl+alt+period), with 

a space following (but not preceding). 

 

Commas: 
serial commas—use commas between elements (including before and and or) in a series: a, b, and c. 
in quotes—put comma inside the quotation marks in text narrative. For example: The teacher said, “Paint 

the mural,” and the students were excited. 
Jr. or Sr. or III—no comma used before these terms in a proper name. (Bill Smith Jr.) 

 

Hyphens and Dashes: 
Dash—Use the dash to indicate only a sudden interruption in the continuity of a sentence. 
Em dash—Type as an em dash (Mac: option+shift+hyphen; PC: alt+0151) with no space before or after to set 

off an element added to amplify or to digress from the main clause A check: omitting a phrase set off on 
either side by em dashes should leave the remaining sentence intact. 

Hyphen—Do not use a hyphen unless it serves a purpose (if compound term can be misread or expresses a 
single thought, or if compound adjective precedes the term it modifies). Type using no space before or 
after. (No hyphen after “ly” words) 

 

Italics 
Use italics (not underline) for titles of artworks, books, plays, musical compositions, movies. Use italics for 

words used as a term to be defined in the text. Use quotation marks for titles of book chapters, titles of 
artwork exhibitions, titles of professional conferences. 

 

Periods: 
AD, BC—No periods in these dates. 
a.m., p.m.—lower case, denoting time of day 
state abbreviations—no periods (NC, SC) 
UK—Abbreviation for “United Kingdom”; no periods. 
U.N.—Abbreviation for “United Nations”; use periods. 
US/U.S.—Spell out “United States” in first use, then abbreviate “US” with no periods. DO use periods to 

abbreviate when using as an adjective: U.S. Treasury, U.S. dollar, U.S. Navy. 

 

Quotation Marks: 
Commas and periods can go inside the quotation marks in text narrative. (i.e.: “Paint the mural,” the teacher 

said.) Other punctuation can only go inside quotation marks if they belong with the quote. (i.e.: “What 
were you thinking?” she asked. Have you ever been asked to define “honor”?) 

 

Miscellaneous 
academic degrees—Academic degree abbreviations (BA, BFA, MA, MFA, EdD, PhD) are not punctuated with 

periods. When written out, “bachelor’s degree” and “master’s degree” are lower case when general, 
but capitalized when specific, as in “Master’s in Art Education” 

capitalization in titles—in titles, capitalize all words (including prepositions such as “with” or “from”) with 
four letters or more, and (even if less than four letters): all verbs, nouns, adjectives, adverbs, and 
pronouns; both words in a hyphenated compound; and the first word after a colon or a dash. 

comprise, compose, constitute—To “comprise” is to include or embrace; to “compose” is to create or put 
together; to “constitute” is to be made up of. 

ensure, insure, assure—“ensure” (to guarantee); “insure” (refers to insurance); “assure” (to reassure or 
persuade a person). 
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lists—APA Publications Manual uses (a), (b), (c) list style in narrative text. NAEA preferred style is (1), (2), (3). 
seasons—lowercase when referring to the season, but cap when referring to Studies; i.e., fall 2012, Studies 

(Fall 2012 issue) 
trademarks—Capitalize first letter of brand name and use ™ symbol or ® symbol in first use. If initial letter of 

brand name is in lower case, keep it in lower case unless it begins a sentence. 
which, that—APA preferred use is to use “that” for restrictive clauses (those essential to the meaning of the 

sentence) and “which” for nonrestrictive clauses (those merely adding more information). Nonrestrictive 
(which) clauses are set off by commas. 

while and since—to avoid confusion, use only in reference to time 
while vs although—Use while  to link events occurring simultaneously; otherwise, use although, whereas, 

and, or but in place of while. 
since vs because—Since is more precise when it is used to refer only to time (to mean “after that”); 

otherwise, replace with because. 
who, whom—Use who as the subject of a verb and whom as the object of a verb or a preposition. To 

determine whether a relative pronoun is the subject or object of a verb, turn the subordinate clause 
around and substitute a personal pronoun. If you can substitute he or she, who is correct; if you can 
substitute him or her, whom is the correct pronoun. 

 
Commonly Used Words 

acknowledgment—not “acknowledgement” 
advisor—preferred spelling (not “adviser”) 
aesthetic, aesthetics—preferred spelling 
AIDS, aid, aide—AIDS is disease; aid is help; aide is a 

person who provides help. 
appendix, appendixes 
art form 
article—NAEA uses “article,” not “paper,” when 

referring to an author’s work as it appears in 
Studies or other publications. 

artmaking 
art room 
artwork(s) 
art educators (but visual arts educators) 
the Arts (capitalize) (but “art”) 
audiovisual 
black-and-white—(referring to photographs) 
bylaw 
Constitution—Capitalize when referring to the U.S. 

Constitution or the NAEA Constitution 
criterion (singular), criteria (plural)—one criterion, 

many criteria 
curriculum vitae, curricula vitae 
curriculum, curricula—preferred plural, but 

“curriculums” acceptable if used consistently 
throughout entire work. 

data—This is plural form of “datum.” Example: The 
data were collected and recorded. 

database 
daylight-saving time (not “savings”) 
decision maker, decision making (nouns); decision-

making (adjective) 

disabled—try to use person-first terminology:  
“person with a disability.” Do not use 
“handicapped” or “physically challenged.” 

etc.—Do not use in text (OK in parenthesis). Use “and 
so forth” or “and the like.” 

faculty, faculty members—singular and plural 
constructions: Faculty is; faculty members are. 
(Staff is; staff members are.) 

follow-up (n, adj), follow up (v) 
foreword—As in a book’s “foreword” (not “forward”) 
grassroots 
guerrilla 
Hands-on Workshops (at Convention) 
Impressionism 
in-depth 
in-house 
in-service (but “preservice”) 
judgment—preferred use over “judgement” 
K-12 
lifelong 
long-term 
longtime 
meaning making (noun); meaning-making (adjective) 
medium, media—singular, plural forms 
member-only (when referring to NAEA member 

benefits) 
middle school student 
Modernism 
multicultural 
multiethnic 
multimedia 
nonprofit—but “for-profit” and “not-for-profit” 
online 
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on-site 
palette (artist’s palette) 
paraprofessional 
policy making, policy maker (nouns); policy-making 

(adjective) 
Postmodernism 
postsecondary 
pre-conference 
preK, pK-12 
preschool 
preservice (but “in-service”) 
principal (first in rank or importance); principle (a 

fundamental truth or law) 
problem solving (noun); problem-solving (adjective) 
regard, regards––usage: “In regard to”; “Please send 

my regards to your associate.” 
statewide 
storytelling 
Teachers College—no apostrophe and no comma: 

Teachers College Columbia University 
tee-shirt 
toward—usage: “We are making progress toward 

achieving our goals.” (not “towards”) 
up-and-coming 
up-to-date 
visual arts educators (but art educators) 
visual arts 
workforce 
workplace 
workweek 

 

Spelling of Some Often-cited Proper 
Names: 

 
Ziegfeld 
Georgia O’Keeffe 
Johns Hopkins University (not “John” Hopkins) 
bell hooks (all lower case) 
jan jagodzinski (all lower case) 
Csikszentmihalyi 
Mac Arthur Goodwin (space between “Mac” and 

“Arthur”) 
Leonardo da Vinci 
Vincent van Gogh 
Jan van Eyck 
Deborah Smith-Shank (cross out Shank) 
Christine Ballengee Morris  (no hyphen) 
 


