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I. LANGUAGE 
 
1.1 Notes on British English 
 
Our style is British English. This rule is not as simple as it might sound. British and American 
English differ not only in spelling, but also in vocabulary and grammar. While many words in 
British English now use either an –is or an –iz spelling (e.g., globalisation/globalization), we 
spell all of these words with –is. Spellings of words we use frequently are in section 1.3. 
When in doubt, use the Oxford Manual of Style or the online Oxford English Dictionary 
(https://en.oxforddictionaries.com/spelling/british-and-spelling).  
 
Do not change the official names of publications or professional titles, etc., from American 
to British English, and don’t change vocabulary or grammar used in quotations.  
 
 
1.2 Hertie School terms 
 
Refer to the school as the Hertie School, but never simply as Hertie. Use the lower case when 
referring to “the school” in a sentence, just like you would write “the bank” when referring 
to Deutsche Bank or “the park” when referring to Central Park. Only use capitals for proper 
nouns, i.e. names, such as Hertie School.   
 
We are a professional school for public policy, NOT a professional school of public policy. 
 
We offer a Master of Public Policy programme or the MPP programme or the MPP. 
 
We offer an Executive Master of Public Administration, or Executive MPA, NOT an EMPA. The 
programme is no longer called the Executive Master of Public Management or EMPM. 
 
A master’s programme or master’s programmes, NOT Master or Master’s or masters or 
masters’ and NOT Programme or Programmes 
 
A student writes a master’s thesis; all of the students write master’s theses. NOT Master 
thesis/theses or master thesis/theses or Master’s thesis/theses.   
  
 
1.3 Titles and proper names 
 
1.3.1 Academic titles 
 
Professors who hold German doctorates: Prof. Dr. Anke Hassel 
 
Professors who hold Anglo-American PhDs1: Prof. Mark Hallerberg, PhD     

 
1 Note that this Prof. John Doe, PhD form of address is something we use in our print and online publications 
for the sake of making clear to a German audience that these people hold PhDs. It should not be used when 
actually writing a letter or email to a Prof. John Doe at an American/Australian/British/Canadian/NZ/South 
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People who hold a professorship at some university but have no PhD: Prof. David Dinkins 
 
Professors who did their doctorates elsewhere in the world: the form must be decided on a 
country-by-country basis, depending on the university system. In the case of Stein Kuhnle, 
for example, the correct form is: Prof. Stein Kuhnle, Cand. Polit. 
 
Professors who also hold administrative positions at the Hertie School should be listed with 
their administrative titles (President Henrik Enderlein or Henrik Enderlein, President and 
Professor of Political Economy) when acting in these roles; otherwise they should be listed 
with their academic titles. Do NOT pile on both the administrative title and the academic 
title; this is unwieldy (President Prof. Dr. Henrik Enderlein)   
 
Visiting professors/administrators should be named with their highest title. At American 
universities, for example, Dean is a higher title than Professor: Dean Douglas Elmendorf of 
Harvard Kennedy School should be called Dean Elmendorf, not Professor Elmendorf.  
 
1.3.2 Names of universities 
 
Be very careful when translating the names of German universities into English. Some 
German universities have officially untranslatable names. Check all names on the 
institution’s website for official English translations. 
 
More and more German and other non-English universities have adopted English 
translations of their names. Same with government ministries, NGOs and other 
organisations. Use the organisation’s official translation. Technische Universität Chemnitz, 
for example, calls itself Chemnitz University of Technology, not Technical University of 
Chemnitz.  
 
Don’t forget accent marks for non-English names: école, études, política, etc.   
 
1.3.3 Names of degrees 
 
Write academic degrees without periods: BA, MA, PhD, JD, MD (not B.A., M.A., etc.) 
 
Degree honours are written in brackets after the degree:  BA (Honours) not Honours BA 
 
Identify students and alumni this way: Ivan Capriles, MPP 2007; Naomi Woods, MPP2009  
 
Refer to members of our PhD programme as PhD researchers. 
 
 
 
1.3.4 Acronyms and abbreviations 

 
African university, as nobody in the anglophone world actually uses this form. You could address him as Prof. 
John Doe or Dr John Doe, but not as Prof. John Doe, PhD. 
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Generally, in a text, acronyms should be used on second reference, after first spelling out 
the name of the institution, country, etc.   
 
Acronyms are always written without full points (UK, not U.K.), and most are written 
entirely in capital letters (NATO, not Nato; AIDS, not Aids) 
 
1.3.5 Ampersands 
 
Use and, not ampersand (&): Professor of Economics and Public Management OR faculty and 
researchers, NOT Economics & Public Management or faculty & researchers.  Ampersands are 
only admissible when in the official name of a specific entity, as in AT&T, when part of a logo 
design, or when using APA style for sourcing in scholarly articles, as in: (Mair & Seelos, 
2017). (MLA style employs and, not &, in such cases). 
 
1.4 Capital letters  

 
1.4.1 Academic disciplines 
 
In general, the academic disciplines are not capitalised. The MPP programme draws on 
the disciplines of economics, law and political science, training students for careers in public 
policy (NOT Economics, Law, Political Science, Public Policy). An exception is made for 
academic disciplines whose names are the names of languages, ethnic groups, or places in 
the world: French, East Asian studies, African American studies. 
 
Academic disciplines are, however, capitalised when they appear in the official title of a 
degree or as the name of a department: BA in Economics, MA in Political Science, Master of 
Public Policy, the Department of Economics. For more information about degrees, see 
section 1.3.3. 
 
1.4.2 High-frequency terms 
 
The names of individual ministries are capitalised, but the collective term federal ministries 
is not. The Federal Ministry of Health is one of the German federal ministries. 
 
Nouns such as school, university, graduation, ceremony, semester, library and cabaret are not 
capitalised unless part of a title. 
 
The word alumni is not capitalized. Alumni is plural. The singular form is alumnus, alumna 
(female) or alum (informal).  
 
Currencies are NOT capitalised: euro, dollar, pound, yen, etc. If the name of the country is 
included, that part should be capitalised: British pound, Australian dollar.  
 
The word Internet is not capitalised. 
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The word website is not capitalised and is not hyphenated or written as two words (i.e., not 
web site or web-site). 
 
The names of seasons (summer, autumn) are not capitalised, although the names of 
months and days of the week are. The Hertie School uses the term fall semester, even 
though the British word for that season is autumn. Use the word fall when referring to the 
semester; use the word autumn when talking about the season. 
 
In the names of student cohorts (Class of 2017, Class of 2018) the word Class is capitalised. It 
is not capitalised when it appears without the numerical year (e.g., there are 61 students in 
this class).   
 
As mentioned in previous sections, master’s degree, master’s programme, and master’s thesis 
are not capitalised. 
 
1.4.3 Headlines and sub-headlines  
 
Our website stories have headlines and sub-headlines. Use sentence case in both, with a 
capital letter only for the first word or for proper nouns. Place a full stop at the end of 
the sub-headline. 
 
1.5 Spelling 
 
1.5.1 Spelling list 
 
The following is a list of our spellings of some high-frequency words. For the sake of 
consistency, it is important to spell these words only as they are spelled on the list, even in 
cases where multiple possible correct spellings of the word exist. Note that an exception is 
made for titles of publications: These should be rendered exactly as they are, even when the 
spelling does not agree with our conventions.  

 
• globalisation, globalise 
• organisation, organise 
• programme (unless you are talking about something that runs on a computer: that is 

a computer program) 
• policy-making  
• policymaker 
•     -maker  
• decision-making 
• master’s degree 
• master’s programme 
• macroeconomics and microeconomics, not macro economics or micro economics 
• centre 
• keynote is an adjective, key note is a noun phrase (Example: Lisa Anderson was the 

keynote speaker at graduation. Global inequalities were the key note of his speech.) 
• co-ordinate, co-ordinator 
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• enrol, enrolment 
• practise is a verb, practice is a noun 
• civil society sector, NOT civil-society sector 

 
1.5.2 Names  
 
Spell people’s names using non-English characters. Başak Çalı, for example, spells her name 
with three letters from the Turkish alphabet. (In writing, use non-English characters where 
appropriate, but do not use them for English words of non-English origin: facade, not 
façade). 
 
If more than one English spelling/transliteration of a place name exists, we should be 
consistent in the spelling. For example: 

• Ha Noi, not Hanoi  
• Pristina, not Prishtina or Priština  
• Washington, DC, not Washington, D.C. 
• Beijing, not Peking (unless the name uses Peking, like Peking University) 

 
1.6 Numbers 
 
1.6.1 Dates 
  
Use British style: 20 January 2017. No internal punctuation. A named day preceding a date 
is followed by a comma: Saturday, 20 January 2017. There is no comma between month and 
year: in June 2017. 
 
1.6.2 Numbers in a text  
 
The numbers one to ten are always spelled out in words; all other numbers are only spelled 
out when they appear as the first word in a sentence. Some examples: 
There were four graduation speakers and 39 graduates this year. 
Thirty-nine students graduated in 2008. 
 
1.6.3 Money  
 
Write euro sums this way: 395 euros or 2,395 euros. 
A fraction of a euro, like this: 395.50 euros or 2,395.27 euros 
We usually do not write €395 or 395€ in a text, but these are fine in graphs, graphics or other 
logical situations. 
Do not use German number conventions: do not write €2.395,-- or €2.395,27. These are 
wrong, and extremely confusing to an English-speaking audience. 
The same rules go for sums in pounds, dollars or any other currency: $395 or £395 or ¥395 
 
1.6.4 Percentages  
 
Use the percent sign % in headlines, rather than writing out the word percent. In texts, be 
consistent when using the symbol or the word percent. When referring to percentage 
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points, write the term out in full, do not write “% points”. Example: The number of Hertie 
School students who think Berlin is still the coolest city in Europe rose from 96% to 100%, thus 
by 4 percentage points, in the last year.  
 
 
1.6.5 Times of day  
 
Times of day should be written like this: 7:30 am, 11:15 pm. Do not use the 24-hour clock 
(07:30, 23:15). 
 
 
1.7 Various style topics and guidelines for clear writing 

 
The Oxford comma: The Oxford comma is an optional comma before the word and at the 
end of a list. Use it only where needed to avoid confusion. For example: The zoo has lions, 
tigers, and bears. The comma after tigers is an Oxford comma. In this case, the comma is 
unnecessary; it is perfectly clear to write The zoo has lions, tigers and bears. In the following 
sentence, however, the Oxford comma is necessary for the sake of clarity: These items are 
available in black and white, red and yellow, and blue and green.   
 
In a running text, it is better to write out phrases such as for example and that is than to use 
the abbreviations e.g. and i.e. 
 
Use relevant titles only when mentioning a person for the first time in a text. A report, for 
example, about a speech by Başak Çalı would read: Professor of International Law Başak 
Çalı, spoke about… or Başak Çalı, Director of the Centre for Fundamental Rights and Professor 
of International Law spoke about… But all further references in the report should just call her 
Çalı: In the speech, Çalı said…; Çalı added that…  
 
Avoid cramming too many acronyms together into the same sentence or text. 
 
Whenever possible, write in the active rather than the passive voice and avoid sentence 
constructions with be as the main verb. Hertie School President Henrik Enderlein gave a 
speech is preferable to A speech was given by Hertie School President Henrik Enderlein.  
 
Never use a long sentence if a short sentence would make things clearer, and never use 
more than two very long sentences in a row. Never use an academic-sounding word where a 
simpler word would suffice.    
 
1.8 Frequent errors 
 
Please beware of these ‘Germanisms’ and other frequent errors: 
 
Attend/visit: Students who enrol in courses attend these courses, NOT visit them. 
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Comment: When comment is used as a verb with an object, it needs to be followed by on. It 
cannot be followed directly by the object. Write The director commented on the meeting, 
NOT The director commented the meeting. 
 
Economical vs. economic: These words are not interchangeable. Economic means related 
to the economy or the discipline of economics. Economical means thrifty, frugal, or a 
measure that saves money. This course uses economic analysis, NOT This course uses 
economical analysis.  
 
Feedback: This word is uncountable. There is no such thing as a feedback. Write we strive to 
give you timely feedback, NOT we strive to give you a timely feedback. 
 
…in the English language: This event will be held in English or This event will be held in the 
English language, NOT This event will be held in English language. 
 
Insurance: This word is uncountable. Students must have health insurance, NOT students 
must have a health insurance. 
 
Participants: Used with in, not of. There are participants in an event/seminar/meeting, NOT 
participants of an event/seminar/meeting.  
 
Practice: Avoid using practice as an adjective. The phrase practical relevance is better than 
practice relevance and practical orientation is better than practice orientation. 
 
Respective/ly: The words respective and respectively are used only when two lists follow one 
another, to show that the order of the items in the second list matches the order of the 
items in the first list. It is correct to write that student services and alumni relations are the 
respective contacts for current students and alumni. It is wrong to just write career services is 
your respective contact for career guidance. The correct way to write this would be simply 
career services is your contact for career guidance. 
 
Scientist/science: In most cases, do not translate Wissenschaftler as scientist or 
Wissenschaft as science. These English words refer primarily to the natural sciences; the 
reader will think you are talking about physics, biology or chemistry. Instead of scientist, try 
academic or scholar; instead of science, try academia, scholarship or the academic world.   
 
So-called: The phrase so-called should be used only to cast doubt on a claim. For example, 
we should not call our professional year a so-called professional year: this implies that it is 
falsely presenting itself as a professional year, but actually isn’t one. 
 
Training: Do not use the plural form trainings. In English, this word is uncountable. We offer 
training or we offer training sessions, NOT we offer trainings. 
 
Two-year programme: When words like year, month and week are used as adjectives, they 
cannot be plural. The MPP is a two-year programme, NOT a two-years programme. Executive 
Education offers three-day seminars, NOT three-days seminars.  


