Tips to report writing style:

1.  ALWAYS BE CONSISTENT

Capitals

1. Proper nouns are always capitalized.  This includes:

a. Test names.

b. Subtest names (e.g., Reading Comprehension subtest).

c. Personal names (e.g., teacher, student, parent, etc.).

d. Names of centers or programs.

e. Names of specific courses (e.g., History 101).

f. Table headers (e.g., Domain, Standard Score).

g. First words in form data (e.g., Name:  Bob Jones; Grade: First).

h. All letters in an acronym (WJ-III:COG).

i. Section titles

2. The following should not be capitalized:

a. Descriptive words (e.g., average, below average, and delayed).

b. The words “standard score” in the text.

c. Specific skills (e.g., reading comprehension skill, math calculation skill).

d. Subject names (e.g., history, social studies, math) EXCEPT languages (e.g., English, Spanish).

Spacing

1. Reports should always be single-spaced, including tables.

2. Always left justify text (do not make the letters stretch to fit the line).

3. Either indent new paragraphs or place a space between new paragraphs.  Don’t end a paragraph and just start a new on the next line at the beginning of that line.

4. Place a space after the header and the client information sections.

5. Place a space before and after section headers.

6. Place two spaces between tables.

7. Place a space before and after an equals sign (e.g., score = 97).

Widows

1. Do not end a page with a section title.  Make sure you start the section on the next page.

2. Do not end a page with a section title and only 1 sentence.  Move the section to the next page.

3. Do not have a page with only signature lines.  Add at least 2 lines from the previous page.

4. Do not split tables if possible.  If a table won’t fit with another table on the page, start it on the next page.

Headers

1. Always have the words CONFIDENTIAL somewhere near the top.

2. A running header should be across every page (BUT THE FIRST ONE) that includes at least the name of client and the page number.

3. The first page should not have a running head, but instead it should have a professional looking title or letter head.

4. Main section headers should be more emphasized than subsection (e.g., Assessment Results is a main header; Cognitive Results is a subheader).  It doesn’t matter how you do it, but be consistent.

Tables

1. Tables can be placed throughout the text or at the end in a psychometric summary.  However, you should be consistent and do either one or the other.

2. Each table should have the same format as far as font size, margins, spacing, bolds, underlines, etc as all of the other tables.

3. Tables can either be formed from tabs or using the table creation portion of the word processing software. 

4. Do not make tables by hitting the space bar because letters and numbers will not line up evenly (unless you are using a font like Courier where each letter and number are designed to be the same size).

5. Be professional.  Remember, you are training to be professionals and the psychology report is the product that others will judge your skills.

Spelling

1. All tests should be spelled correctly and include versions.

2. Acronyms should be consistent with what the publisher uses.  This may not make the most sense, but it is what is required.

3. Run spell check before turning in a report.

4. Spell check does not always know psychology terms (e.g., psychoeducational, apperception, etc.).  You need to look up the correct spelling if you are not certain of it.

5. Make sure that you spell the client’s name correctly and consistently each time. 

Numbers

1. Numbers should use APA format.  This means that all numbers from 0-9 should be written out (zero, one, two, three, etc.) and all numbers above 9 should be written numerically (e.g., 21, 37, 142, etc.).  This also applies to ranking numbers.  It should be first, second, and third; however, it should also be 31st, 42nd, and 67th.

2. Numbers in the text should be identified.  This means that if you say someone earned a score of 71, then this is wrong.  A correct way of saying this is “earned a standard score of 71).  Note that neither standard nor score are capitalized.  Another correct number label would be, “this standard score fell in the 95th percentile.”

Notes

1. It is not “very average.”  This term makes no sense.

2. People to do not “score” on a test.  They score at a baseball game.  

