
BRAND 
GUIDELINES
Identity and Style Manuel for 
Orting School District

ortingschools.org | @ortingschools



Contents

2.............................................................. Brand Components
3................................................................ Logo Components
6............................................................................ Logo Usage
7.......................................................................... Color Palette
8................................................................................ Color Use
9.......................................................... School Logos & Colors
13................................................................................. Imagery
14......................................................................... Social Media
16........................................................................... Style Guide

Orting School District | Brand Guidelines1 | Contents



Orting School District | Brand Guidelines Brand Components | 2

Every organization projects an image - a special identity that is shaped by its activities and by its 
media and public communications. The guidelines presented here describe the visual elements 
that represent Orting School District (OSD). This includes our name, logo and other elements 
such as color, type, and graphics. These elements are valuable district assets.

The purpose of this guide is to ensure that all communications from OSD are presented in an 
attractive and consistent manner. This includes fliers, reports, presentations, web-pages, and 
formal letters. This is important because the appearance of our work says a great deal about 
us as an organization. It’s also a way to create a cohesive message and style across all of our 
campuses and departments.

Usage of official school logos must be consistent in communications and the following 
guidelines must be used. This guide cannot anticipate every possible situation, nor can it spell 
out every instance when an application may be deemed inappropriate. For guidance, contact our 
Communications Department.

The logos available in this branding guide may be used for all internal and external materials 
and communications. These brand standards provide a framework for sending a consistent 
message of who we are. Every staff member is responsible for protecting the district’s interests 
by preventing unauthorized or incorrect use of the OSD name and logo. Proper logos are 
available from our Communications Department.

BRAND COMPONENTS
Ensuring Brand Consistency
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LOGO COMPONENTS
Our logo is a visual representation of our brand and one of the first impressions of our 
organization. Used consistently, it will be come a strong recognizable symbol of who we are and 
what students, parents and the broader community can expect from us.

Tagline
Our tagline stems from our Strategic Plan. It may be used on printed materials in a district-
approved font. It should appear as written below.

Connect - Inspire - Empower
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Logo Type

The official brand font that make up the Orting 
School District logo are Calibri Bold and Calibri 
Regular.

Typography

Below are the official fonts of Orting School District. Use Open Sans for body copy. For 
document headings, use Calibri Bold, and subheadings use Calibri Regular. 

Open Sans

REGULAR (Body Copy)
Aa Bb Cc Dd Ee Ff Gg 
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 12345

ITALIC (Accent)
Aa Bb Cc Dd Ee Ff Gg 
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 12345

BOLD (Headings)
Aa Bb Cc Dd Ee Ff Gg 
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 12345

Calibri

REGULAR (Body Copy)
Aa Bb Cc Dd Ee Ff Gg 
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 12345

BOLD (Headings)
Aa Bb Cc Dd Ee Ff Gg 
ABCDEFGHIJKLMNOPQRSTUVWXYZ
abcdefghijklmnopqrstuvwxyz 12345
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The following instructions specify which color to use when reproducing the Orting School District 
logo, how to achieve quality reproduction, what types of background colors are appropriate and 
how to use it for different applications. Logos may only be used on official Orting content or 
sponsored Orting content. To use the Orting logo, contact the communications department.

Color Logo
The colors for the logo are Pantone 7546 CP, Pantone 451 CP, Pantone 416 CP, and Pantone 
White. No other colors may be used for the logo. The color logos should only be used on very 
light colors, including white. If you have questions, contact the communications office.

Pantone
7546 CP

Pantone
451 CP

Pantone
White

One-Color (Greyscale)

Black
50%

Black
80%

Black
100%
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Reverse Logo
Only when it is necessary to reproduce the Orting School District logo on a dark color, including 
black, should you use the reverse logo or reverse logo color. This situation typically arises when 
working with shirts or non-paper materials.

Orientation & Proportion
The logos should not be rotated to any angle (including 90°), distorted, or modified in any 
way. The logos should maintain the same height/width proportion. The logo should never be 
stretched or squeezed.

LOGO USAGE
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COLOR PALETTE
Below is the approved Orting School District color palette. When used together, the colors 
provide creative possibilities while aligning with the Orting Schools brand.

Orting Blue Green Grey White

Light Blue

CMYK: 54-31-0-66
RGB: 40-60-87
Hex: #283c57

CMYK: 0-2-38-53
RGB: 47-46-29
Hex: #79764b

CMYK: 1-1-0-58
RGB: 41-41-42
Hex: #828387

CMYK: 1-1-0-7
RGB: 93-92-92
Hex: #eceaeb

CMYK: 36-17-0-26
RGB: 47-61-74
Hex: #789cbc

Pantone
7546 CP

Pantone
451 CP

Pantone
White

• Do not remove any elements of our schools logos or attempt to 
modify or recreate our school logos.

• Do not share our schools logos with outside organizations, 
unless you have been granted express consent by the OSD 
Communications Department.

• Do not place the logo on multicolor backgrounds with differing 
levels of contrast, making the logo difficult to read.

• Always keep district logos free from conflicting visual elements. Do 
not place text, photos, or any other elements within the logo space.

• Do not use a low resolution logo file for anything requiring high 
resolution print. A vector or high resolution file is always preferable 
if you are unsure.

Best Practices
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COLOR USE

• As a rule, OSD Blue should be the go-to color in a designed piece.
• Secondary colors (green, grey, light blue and white) can be used for color bars, callout boxes 

and headlines.
• Tints can be employed to add variety for lighter background colors.

In most cases, documents should have no more than three colors, Orting Blue, a secondary 
color and a tertiary color.

Color Weights

Tints of Orting 
Blue

Tints of Green

10
0%

85
%

70
%

50
%

20
%

10
0%

85
%

70
%

50
%

20
%

ORTING BLUE
PRIMARY

GREEN
SECONDARY

LIGHT BLUE
SECONDARY

GREY
SECONDARY

WHITE
SECONDARY
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SCHOOL LOGOS & COLORS
Similar to our district logo, each school projects an image and it’s important that this image 
is consistent on our communications. While the colors for your school are different than the 
districts, the typography is the name. Please use this guide as a reference for your schools 
communications.

Orting Primary School

OPS Yellow
PRIMARY

Hex: #f8e414

BLACK
TEXT PRIMARY

RED
SECONDARY

Hex: #d5221e

Hex: #000000

OPS Yellow
PRIMARY

BLACK
TEXT PRIMARY

RED
SECONDARY

We suggest using OPS yellow and red for backgrounds on 
graphics. Black for text. To stay within ADA compliance, 
do not use OPS yellow as text unless you can clearly read 
it, but when in doubt, use black. White can be used for 
backgrounds or text on one of the dark colors, black or 
red.

The district logo and colors guidelines apply to school logos 
and colors as well.

WHITE
SECONDARY

WHITE
SECONDARY

Hex: #FFFFFF
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Ptarmigan Ridge Elementary

PTR Green
PRIMARY

Cream
SECONDARY

Hex: #044f1b

Hex: #fdd844

Grey
SECONDARY

Orange
SECONDARY

Hex: #eb900a

Hex: #d0d0c0

PTR Green
PRIMARY

ORANGE
SECONDARY

CREAM
SECONDARY GREY

SECONDARY

We suggest using PTR green and orange for backgrounds 
on graphics. To stay within ADA compliance, do not use 
cream as text unless you can clearly read it on a dark 
background, like PTR green. Grey is good for text on a 
dark background, like PTR green.

The district logo and colors guidelines apply to school logos 
and colors as well.



Orting Middle School

OMS Blue
PRIMARY

WHITE
SECONDARY

Hex: #0000cb

Hex: #FFFFFF

BLACK
SECONDARY

Hex: #000000

OMS Blue
PRIMARY

BLACK
SECONDARY

WHITE
SECONDARY

We suggest using OMS blue for backgrounds on graphics. 
To stay within ADA compliance, do not use white as text 
unless you can clearly read it on a dark background, like 
OMS blue or black. 

The district logo and colors guidelines apply to school logos 
and colors as well.

SCHOOL LOGOS & COLORS
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Orting High School

OHS Red
PRIMARY

Black
SECONDARY

Hex: #c6012e

Hex: #b3b3b3

Grey
SECONDARY

Yellow
SECONDARY

Hex: #FEDE00

Hex: #000000

OHS Red
PRIMARY

YELLOW
SECONDARY

BLACK
SECONDARY GREY

SECONDARY

We suggest using OHS red for backgrounds on graphics. 
To stay within ADA compliance, do not use yellow or 
grey as text unless you can clearly read it on a dark 
background, like OHS red or black. Grey is good for text 
on a dark background, like OHS red or black.

The district logo and colors guidelines apply to school logos 
and colors as well.
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Photography
Photography is important to the look and feel of Orting School District brand. Choose high 
impact photos that are cropped tightly and show emotion, engagement and interaction within 
and among our student population.

Tips for Taking Photos
• Check first - Check the photo opt-out list before snapping and sharing. A “No Media” sign will 

be on the students profile in Skyward. Check with communications if you need an all-school 
list.

• Focus - A blurry photography cannot be used. Most camera phones and digital cameras have 
an auto-focus option, make sure you know how to use it.

• Get close - Move in close to your subject for better photos.
• Capture action - People posed against a wall is boring, people doing something is 

interesting.
• Smile - Everyone wants to look good in a photo. Tell your subjects it’s ok to smile!
• Go horizontal - Horizontal photos work for websites and social media, the primary places 

they’ll be used.

Stock Photography and Clip Art
Please, try not to use stock photography. Photos of our students in our buildings speak much 
stronger to our brand than any photo you could buy. If we are unable to find a photo fitting, 
Unsplash.com provides free photos for download.

Do not use clip art taken from the Internet. It does not fit our brand, even worse, it is stealing! If 
you need icons and graphics, contact the Communications Department.
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SOCIAL MEDIA
Social Media Guidelines
OSD encourages our community to an open dialog on our official social media sites. Our 
social media sites is a place where we celebrate and honor our students and encourage 
our community, staff, families, teachers, principals, community partners, and supporters to 
come together and celebrate our school successes with us. All we ask is that participants are 
remain respectful. Because we serve school-aged children, content posted on social media by 
our schools and participates must use language, style, and tone that is generally acceptable 
for school-aged children and families. Interactions on our schools social media that do not 
represent civility, respect, and reasoned dialogue will be removed.

Additionally, the district reserves the right to remove comments and posts and ban users 
using obscene or disrespectful language, sexual content, and comments or posts that threaten 
or defame any person or organization, violate the legal ownership interest of another party, 
support or oppose political candidates or ballot propositions, promote illegal activity, promote 
commercial services or products, are not topically related to the particular posting, or contain 
contents that promote, foster, or perpetuate hate and/or discrimination on the basis of race, 
creed, color, age, religion, gender, marital status with regard to public assistance, national origin, 
physical or mental disability, or sexual orientation. All content related to our schools business 
on our social media sites is a public record, subject to retention and disclosure. The district does 
not express approval or support for the views expressed by third-parties. If you would like a 
private response to a post on our social media sites, please send an e-mail to pigerb@orting.
wednet.edu.

Many staff have social media that do not represent their school or program, but do represent 
them or their classrooms. If your account meets at least one of the following criteria, it must be 
registered with the communications department:

• The account is connected to your lastname.firstinitial@orting.wednet.edu.
• The account’s primary purpose is to promote your classroom, school or district.

If you are not sure, let us know. We want to talk to you and help you figure it out. Please contact 
the communications department at 360-893-6500, ext. 4033 if you would like to discuss or have 
questions.

Accounts to Follow
• Facebook: facebook.com/OrtingSchoolDistrict
• Instagram: instagram.com/OrtingSchoolDistrict
• Twitter: twitter.com/OrtingSchools
• LinkedIn: linkedin.com/company/orting-school-district



Hashtags
• #WeAreOSD- General vision posts about students, staff and community. This is a good all-

purpose hashtag.
• #OSDProud- Share what makes you proud to be apart of the Orting School District 

community.
• #OSDStaffSpotlight- Share a staff member that deserves to be highlighted.
• #OSDFutureFriday- Share a student that deserves that deserves to recognized. We have 

established this to be shared on Fridays.
• #GoCards- Used to share celebrations from Orting High School.

Orting School District | Brand Guidelines15 | Imagery



STYLE GUIDE

Orting School District | Brand Guidelines Style Guide | 16

abbreviation Avoid using abbreviations the
reader would not quickly recognize.

academic degrees A degree can either 
precede a name, such as: Dr. Susie Smith; or 
follow the name, such as Susie Smith, Ed.D.

Do not precede a name with a courtesy title for 
an academic degree and follow the name with 
the degree abbreviation in the same reference.
• In correct: Dr. Susie Smith, Ed.D.

Use an apostrophe in bachelor’s degree, a 
master’s degree, etc. Do not use an apostrophe 
in associate degree. Capitalize degree names 
if used in full: Master of Education, Bachelor of 
Science, Doctor of Education, etc.
Lowercase, otherwise.
• Incorrect: Master’s degree of education
• Correct : Master’s degree in education

academic departments Capitalize 
department names.
• Communications Department
• Safety and Security

accept, except Accept means to receive. 
Except means to exclude.

acronym Avoid using an acronym on first 
reference, unless its meaning is readily 
recognized. Write a name in full on first 
reference, directly followed by the acronym 
in parentheses. An acronym then can be 
used in all subsequent references. Advanced 
Placement AP is acceptable on second 
reference.

adviser Not advisor

affect, effect
• Affect, as a verb, means to influence: The 
game will affect the standings.

• Effect, as a verb, means to cause: He will effect 
changes in the company.
• Effect, as a noun, means result: The effect of 
the program was amazing.

ages Always use numerals. Examples: The
68-year-old teacher has taught for seven years;
The man is in his 40s; The student is 12 years 
old; Tom Smith, 68, was named Teacher of the 
Year.

alumnus, alumni Use alumnus (alumni in the 
plural) when referring to an individual who has 
attended a school. Use alumni when referring
to a group.

ampersand (&) Use as part of an 
organization’s formal name: Procter & Gamble 
Co. The ampersand should be used in place of 
and except in web writing. See Writing for Web 
(pg. xx).

annual A first-time event cannot be the first 
annual. Instead, note that sponsors plan to 
hold the event annually.

assistant principal Capitalize only when 
part of a formal title before a name: 
Superintendent Ed Hatzenbeler.

bilingual One word, no hyphen. 

biliterate One word, no hyphen.

buildings Capitalize official building names
• Central Office
• Orting High School

busing, buses Not busses or bussing 
capitalization Avoid unnecessary capitalization.
Class of (year) Capitalize when referring to 
a specific graduating class: Class of 1973 
reunion.
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district Avoid using “the district,” instead use
“Orting School District” or “OSD.”
“The district” may be used to avoid confusion.
Reference specific individuals or groups 
whenever possible, i.e. The school board 
approved the resolution; district leaders are 
hosting a community meeting.

districtwide One word, no hyphen email 
Always lowercase; do not use a hyphen. When 
listing an email address, use all lowercase and 
do not use quotation marks: pigerb@orting.
wednet.edu.

ethnic groups Official ethnic categories are
Black/African-American, Asian, Pacific Islander/
Native Hawaiian, American Indian/Alaskan
Native, Latino/Hispanic, white.
• Capitalize ethnicity, except ‘white.’
• Also acceptable: Black, Pacific Islander, 

Native American or Indigenous Peoples.
• Appropriate acronym BIPOC (Black, 

Indigenous, People of Color).
• Do not call out race or ethnicity when not 

central to the message.
• If in doubt, ask the individual or consult the

extracurricular No hyphen
full-time Hyphenate when used as an adjective:
full-time student; He works full time.

grade, grader Avoid using grader as a noun: 
first grader. Hyphenate the adjective form of 
grade: She is a 12th-grade student; He is in the 
fourth grade.

Orting School District Not Orting Public Schools 
or just Orting. OSD on second reference. 

his, her Do not presume maleness in 
constructing a sentence. Use the gender-
neutral pronoun their when an indefinite 
antecedent maybe male or female: A reporter 

attempts to protect their sources. The best 
choice is a slight version revision of the 
sentence: Reporters attempt to protect their 
sources.

holidays Official district holidays when school 
is not in session; Veterans Day, Independence 
Day, Labor Day, Thanksgiving, Martin Luther 
King Jr. Day, Presidents Day and Memorial Day.

in-service Hyphenate. Should only be used as
an adjective and not as a stand-alone noun: in-
service training, in-service credit.

jargon Avoid jargon. When it is appropriate in
a special context, include an explanation of any
words likely to be unfamiliar to the reader.

kids Avoid in formal contexts. Use children or 
students.

off campus, on campus (subject); off-
campus, on-campus (adj.) Hyphenate only 
the adjective form: The recruiter conducted 
on-campus interviews; The interview was 
conducted off campus.

Parent Teacher Association PTA is acceptable 
on all references.

parent-teacher conferences Hyphenate

percent Spell out in formal context (press 
release, financial publication or email). Use 
% for website content and e-newsletters. 
Numbers should be used when expressing a 
percent: The Orting School District dropout rate 
is less than 4 percent. 

quotations Open-quote marks and close-
quote marks are used to surround the exact 
word of a quote: “I will not stay,” he replied; “I 
do not object,” he said, “to the tenor of the

STYLE GUIDE
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report.”
Place quotations marks outside periods and 
commas.

ranges 
• Correct: $13 million to $14 million
• Incorrect: $12 to 14 million
When using “from” you must use a connecting 
word (to, through).
• Correct: from April 2 through April 15
• Correct: April 2-15
• Incorrect: from April 2-15 (see Dashes)

school Capitalize only when part of a proper 
name: Orting High School. The word school 
should be included after the name on the 
first reference: Ptarmigan Ridge Elementary 
School. “Elementary/Middle/High school” 
can be dropped on the second reference: i.e. 
Ptarmigan.

school board Lowercase in most references. 
Capitalize when used as a proper name: Orting 
School Board.

seasons Lowercase fall, spring, summer, and 
winter unless part of a proper name.

superintendent Do not abbreviate. Capitalize 
only when used as a formal title before a 
name: Superintendent Ed Hatzenbeler.

years Use an apostrophe when omitting the 
first two numbers of the year: ‘98. School years 
should be written as 2022-23, omitting the 
century in the second year. Apostrophe should 
curve to the left.

Commas
Do not use the oxford comma unless needed 
for clarification
• Correct: lions, tigers and bears

• Incorrect: lions, tigers, and bears
• Exception: apple, soda, and peanut butter 

and jelly

Commas should be used to separate 
independent clauses (phrases that could be 
whole sentences) Ex. We are going to the store, 
and they want peanut butter.

Commas should not be used before “and” 
unless it is followed by an independent clause. 
Ex. We are going to the store and will buy 
peanut butter.

Date and Time Formats
Time
Use colon and minutes. a.m/p.m, lowercase 
with periods with a space after the numeral.
• Correct: 2:00 p.m.
• Incorrect: 2 pm
• Incorrect: 2pm

Dates
Use Arabic figures, without st, nd, rd, or th.
• Correct: December 7
• Incorrect: December 7th

Months
The following months can be abbreviated 
when used with a specific date,
• Jan., Feb., Aug., Sept., Oct., Nov. and Dec.
• When abbreviating, use periods 
Spell out when using the name of the month 
alone or with a year alone.
• Incorrect: The trip is in Aug. 2019
• Correct: The trip is in August 2019

Dashes and Hyphens
EM dash (long dash--) Used to separate 
relevant information that interrupts a 
sentence. Can replace parentheses. Never add 
a space on either side.
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EN dash (single dash-) Used to show a range 
(e.g., 2-4 cups). Do not use a dash when a 
range is in a sentence.
• Correct: Use 2 to 4 cups of flour.
• Incorrect: Use 2 - 4 cups of flour.

Word Hyphens
Hyphens are used strictly for hyphenating 
words or line breaks. If a word may be used 
with or without a hyphen, preferred use is to 
omit the hyphen. Ex. eighth-grade level, fifth-
grade student, 12th grade student.

Names
first reference Preferred use is first and last 
name, followed by title and position. See Titles.

second reference Avoid the use of courtesy 
titles (Mr., Mrs., Miss, Ms.) in written 
correspondence. However, since these titles 
are commonly used in schools, exceptions may 
be made for publications specifically directed 
to parents and/or students.

names of buildings See buildings

names of schools See school.

United States Spell out when used as a noun. 
Abbreviate only when used as an adjective, 
using periods and no space.
• Correct: U.S.
• Incorrect: US

Titles
Confine capitalization to formal titles used 
directly before an individuals name. Lowercase 
titles when used informally, without an 
individual’s name or after an individual’s name.
• Superintendent Ed Hatzenbeler
• teacher Mia Gum
• Lovey Fischer, school secretary

• Brittany Piger, public information officer
• Executive Director of Equity and Student 

Outcomes Aaron Lee
Ex. The superintendent issued a statement; the 
board president approved the measure.

composition titles Apply the guidelines listed 
here to book titles, computer game titles, 
movie titles, play titles, poem titles, album and 
song titles, radio and television program titles, 
and the titles of lectures, speeches and works 
of art.
• Capitalize the principal words, including 

prepositions and conjunctions of four or 
more letters.

• Capitalize an article--the, a, an--or words of 
fewer than four letters if it is the first or last 
word in a title.

• Translate a foreign title into English unless 
a work is known to the American public by 
its foreign name.

• Book titles and other composition titles 
should be placed in quotes.

• Article titles should be italicized.

courtesy titles Avoid the use of courtesy titles: 
Mr., Mrs., Miss, Ms. in written correspondence. 
However, since these titles are commonly 
used in schools, exceptions may be made for 
publications specifically directed to parents 
and/or students. Dr. may also be used for 
individuals with a doctorate degree.

States
Abbreviations
• Spell out the state name in the body of the 

story.
• Use abbreviation in datelines, photo 

captions, lists, etc. The student traveled 
to Madison, Wisconsin over the summer. 
Photo caption: Jim Smith in Madison, WI 
(see Washington). 
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Capitalizations
• Lowercase state when used as an adjective: 

a state map, the state flag. They visited the 
state of Washington.

• Don’t capitalize state when used as an 
adjective to specify: i.e. state funds, state 
Department of Transportation.

• Capitalize the full name of state 
governmental units when used in formal 
and legal documents: Washington State 
Department of Transportation.

Washington state
Do not capitalize “state” unless part of a formal 
title.
• Washington State University
• Washington State Department Ecology
• We live in Washington state.

Writing for Web
Web writing requires more scanability. To do 
this you can make these exceptions when 
writing emails, website stories and social 
media posts:
• Use numerals: 6th graders
• Use percentage sign: %
• An ampersand (&) can be used in place of 

and

Social Media Exceptions
Writing for the web rules apply and additional 
exceptions can be made due to strict character 
counts.
• Time: 2pm
• Date: 4-12-2019
• Schools: Ptarmigan Ridge (do not have 

to write out Ptarmigan Ridge Elementary 
School)

• Acronyms: Can be used: i.e. OHS, or Orting 
HS.

Acronyms
SCHOOLS
Elementary Schools
OPS  Orting Primary School
PTR  Ptarmigan Ridge Elementary
Secondary Schools
OMS  Orting Middle School
OHS  Orting High School

TESTING
SBA  Smarter Balance Assessments
STEM  Science, Technology, Engineering,  
  and Mathematics
CCSS  Common Core State Standards
CCSM   Common Core State Standards for 
  Mathematics
NGSS  Next Generation Science Standards
EOC  End of Course Exam
ACT  American College Test
PSAT  Preliminary SAT/
SAT  Standardized college admissions 
  test, previously called Scholastic 
  Aptitude Test
WAKids Washington Kindergarten Inventory 
  of Developing Skills

ORGANIZATIONS
PSED  Puget Sound Educational Service 
  District

COMMITTEES
CFAC  Citizens Facilities Advisory 
  Committee
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