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Purpose: 

This document has been produced to set standards for and create consistency in all 

materials produced by the Ontario Federation of Home and School Associations 

(OFHSA), its member H&S Associations and H&S Councils. 

 

This document sets standards for correspondence and reports; brochures and information 

sheets; cover pages for procedure guides and information booklets; newsletters and 

advertising (both print and electronic) for external audiences and education partners. 

 

A consistent brand identity is crucial to the Federation’s credibility and image. 

Contact the federation office for electronic versions of logos and templates. 

 

LOGOS  

The H&S 1916 graphic (torch) and the OFHSA logo should be used 

together, offset and sized appropriately for the printed material being 

produced.  

 

The OFHSA logo must not be smaller than the H&S 1916 graphic. 

 

On correspondence they should be positioned in the upper left of the page, with sufficient 

‘white space’ clearance all around.  (½” from the left edge and ½” from the top of the page) 

 

Logos must not be sized so small as to be visually unrecognizable. 

 

The OFHSA logo and H&S 1916 graphics must not be compressed or distorted.  

 

The H&S 1916 graphic may be used on its own. 

 

The OFHSA logo is never to be used on its own. It is only to be used with the H&S 1916 

graphic. 

 

The OFHSA Leadership graphic may be used by itself or in conjunction with 

the H&S 1916 graphic. The Leadership graphic should be used only on 

materials related to OFHSA Leadership training. 

 

When used together the H&S 1916 graphic and the OFHSA Leadership 

graphic must be of approximately equal size. The H&S 1916 graphic should                 

always appear to the left of the Leadership graphic.  

 

The OFHSA logo and H&S 1916 graphic may be used by H&S Associations and H&S 

Councils as part of their logos. 
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H&S Association or H&S Council logos that include the OFHSA logo and/or the H&S 1916 

graphic must be submitted to the Federation for review and approval.  

 

The OFHSA logo and H&S 1916 graphic may appear in black or blue. 

The accepted blue is PMS Reflex Blue.  (RGB:  12-28-140, hex #0c1c8c) 

 

CORRESPONDENCE AND REPORTS 

Logos   

The H&S 1916 graphic or combination of the H&S 1916 graphic and OFHSA logo should 

be placed in the upper left corner with a minimum of ½” from the left edge and ½” from 

the top of the page.  

 

Fonts 

The Arial font should be used. The type-size for body copy is 12-pt. type.  For dense body 

copy the typeface may be compressed slightly horizontally. 

The minimum type-size for headings is 16 pt. type and for sub-headings is 14 pt. type. 

 

Tag Lines 

“The Best for Each Student” tag line is part of the Federation’s brand identity and shall be 

included at the bottom of all correspondence in boldface, 12 pt. type with a 0.5 pt. rule 

above and below and may include the “A Member of the Canadian Home and School 

Federation” tag line in 9 pt. type.  

 

 

 

 

 
A MEMBER OF THE CANADIAN HOME AND SCHOOL FEDERATION 

 

 

The “OFHSA – The Best for Each Student”  tag line shall be included at the bottom of any 

single-page marketing piece (which does not carry the OFHSA letterhead) in boldface, 12 

pt. type with a 0.5 pt. rule above and below and may include the “A Member of the 

Canadian Home and School Federation” tag line in 9 pt. type. 

  

 

 

 
A MEMBER OF THE CANADIAN HOME AND SCHOOL FEDERATION 

 

  

The Best for Each Student      

OFHSA - The Best for Each Student      
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FOOTERS 

When creating or updating resource documents, the footer is to contain the following:  left 

corner → page number; centre → document title with the copyright date below; right  

corner → created or updated date of the document, in the format of month and year. Use 

Arial, 10 pt. type bold.  Use the word ‘updated’ in any version after the original, to 

distinguish as such. 

Page 1         OFHSA Resource XX              updated October 2015 
   Copyright 20XX OFHSA, All Rights Reserved 

COPYRIGHTS 

When producing new resource documents, a copyright year is to be added.  Include it on 

every page. Use the year the document was created.  This will not change in further 

updates.  In the case of a revision, then an ‘updated month/year’ date should be added 

to the footer in addition to the original copyright date.  All copyright dates for print 

resources should be in Arial 10 pt. type, bold. 

Placement: 

For procedure guides, place the copyright on the cover page, centered near the bottom 

of the page, below the title of the document.  Also, place the copyright in the footer of each 

body page, centered below the ‘document title’. 

          Cover Page          Footer 

Copyright 20XX OFHSA     Document Title  
   All Rights Reserved    Copyright 20XX OFHSA, All Rights Reserved 
 

For brochures, place the copyright on both print sides of the trifold.  Depending on the 

content and available space in the brochure, suggested areas to place are: on the cover 

page → at the bottom; on the inside page → above the OFHSA contact information or at 

the bottom of a column. 

Copyright 20XX OFHSA 
All Rights Reserved 

 
For information sheets or other one or two page resource documents, place the 
copyright in the footer. Either the 1 line or 2 line format shown above is acceptable, 
whichever best suits the resource. 
 
For newsletters, the OFHSA Bulletin → place the copyright in the footer of each page; 
the e-news, Virtually Yours, → place the copyright on each screen page at the bottom. 
Either the 1 line or 2 line format shown above is acceptable whichever best suits the 
resource. 
 
For the OFHSA website, place the copyright date on each screen page at the bottom. 
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BROCHURES AND INFORMATION SHEETS 

In April 2011, the OFHSA Board of Directors approved the use of the Microsoft Capsules 

blue templates for brochures and information sheets.   

 

The light blue colour should be RGB: 141-179-226, hex #8DB3E2 

The dark blue colour should be RGB: 0-0-128, hex #000080 
 

Fonts 

Headings should use Lucida Sans Unicode, 14 pt. type, bold 

Sub-headings should use Tahoma, 12 pt. type 

Body text should use Tahoma, 11 pt. type 

 

Refer to resources available on the OFHSA website with these templates or to the print 

resources available in the Home and School Communications binder for more details on 

fonts, sizes and emphases.   

 

These conventions are to be used for publications to be used within OFHSA (Alumni 

Membership, H&S Association Elections) for promotional purposes (All About OFHSA) 

and for general information purposes (EQAO, OSR). 

 

As brochures and other publications are updated or developed, attempts should be made 

to have them in these formats. For information sheets where the content exceeds the 

space on the left template below, the Microsoft Facet banner with the ‘1916 H&S graphic’ 

may be used (right template below).  

One Page Greater content or double sided 
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Exceptions will include the OFHSA Promotional Brochure (intended to be a full colour 
publication) and other documents produced as one-offs (flyers for mailings, documents 
specific to Conference, Leadership Days, special projects or other OFHSA events).  

 

  

Brochure sample 
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COVER PAGES (for Procedure Guides and Information Booklets) 

In June 2017, the OFHSA Board of Directors approved the use of the Microsoft Facet 

blue template for Cover Pages to co-ordinate with the blue Microsoft Capsules templates 

for brochures and information sheets and the OFHSA Bulletin newsletter.   

 

The medium blue colour should be RGB: 46-116-181, hex #2E74B5 

The dark blue colour should be RGB: 0-0-128, hex #000080 

 

Cover Page Set-up Order 

➢ Microsoft Facet blue banner along top  

➢ ONTARIO FEDERATION OF HOME AND SCHOOL ASSOCIATIONS, INC. 

(Block capitals, Tahoma 16 pt. type, dark blue) 

➢ Two offset OFHSA Logos (large size, black), centred 

➢ Document Title: Lucida Sans Unicode, 36 pt. type, dark blue, centred 

➢ Copyright date in 2 line format, Arial 10 pt. type, bold, centred 

➢ Footer: Arial, 10 pt. type, black, bottom right corner 

 

The body within procedure guides or information booklets may use Arial, 12 pt. type.  

Headings should use: Lucida Sans Unicode, 14 pt. type, bold, dark blue. 

Sub-headings should use: Tahoma 12 pt. type, bold, medium blue.  

  

Microsoft Facet blue banner for 

Procedure Guides and Information Booklets 
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OFHSA BULLETIN NEWSLETTER 

In June 2015, the OFHSA Board of Directors approved the use of the Microsoft 

Capsules, blue newsletter template for production of the OFHSA Bulletin. 

The light blue colour should be RGB: 141-179-226, hex #8DB3E2 

The dark blue colour should be RGB: 0-0-128, hex #000080 

 

 

 

  

Sample of a published edition 
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Approved OFHSA BULLETIN Standards 



Page 10 Brand and Visual Identity Standards 
Copyright 2013 OFHSA, All Rights Reserved 

Updated January 2018 

 

 

 

 

 

ACCEPTED SPELLING, GRAMMAR AND CAPITALIZATION 

The following spelling, grammar and capitalization conventions were accepted at the April 

2013 Board of Directors meeting. Some additions have been further included. 
 

Spelling 
 

➢ OFHSA (no periods) 
➢ Annual Meeting (capitalized as it is defined as an event) 
➢ bylaw (no hyphen) 
➢ co-ordinate, co-operate, decision-making, year-in-review, in-camera 

(with hyphens) 
➢ e-mail and e-news (with hyphens) 
➢ vice-president, past-president or Vice-President, Past-President (with hyphens) 
➢ workgroup, website, online, fundraising, timekeeper, keynote (one word) 
➢ 1st, 2nd (instead of first and second) i.e. 1st Vice-President 

 

Grammar / Capitalization 
 

➢ Do not capitalize board of directors, executive committee, board of managers, or 
titles such as president unless they are preceded by OFHSA.  (i.e.  The board of 
directors will meet four times each year; The agenda will be set by the president; 
The agenda of the OFHSA Board of Managers will be prepared by the OFHSA 
President). 

 

➢ Federation should be capitalized except when used as an adjective.  (i.e.   
federation office; but members of the Federation).  

 

➢ Home and School: in proper titles and when written out in full as part of the Ontario 
Federation of Home and School Associations. 

 

➢ H&S: in pamphlets, promotional materials, for ‘friendly’ documents; when referring 
to Council level, use H&S Council or Home and School Council so as not to be 
confused with board mandated School Council. 

 

➢ Life Member, as it is a designation 
 

➢ OFHSA Bulletin, Virtually Yours italicized to indicate they are titles of resources 
 

➢ “The Best for Each Student” in quotations to indicate it is a motto 
 

➢ When using numerals: numbers 1 to 9, write out in full (i.e. four); numbers 10 and 
over, use numerals (i.e. 29) 
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ACRONYMS 

When using acronyms, list the full form of the source followed by the acronym in brackets 
when used the first time.  If the source is used again throughout the document, then the 
acronym may be used alone. i.e.  Elementary Teachers’ Federation of Ontario (ETFO) 

 

Acronyms Used by OFHSA (This list may not be complete) 
 
AODA – Accessibility for Ontarians with Disabilities Act (AODA) 

AECEO – Association of Early Childhood Educators of Ontario (AECEO) 

AED – Automated External Defibrillator (AED) 

ARC – Accommodation Review Committee (ARC) 

B4L – Breakfast for Learning (B4L) 

BOD – Board of Directors (BOD) 

BOM – Board of Managers (BOM) 

C&B’s – Constitution & Bylaws (C&B’s) 

CASL – Canada’s Anti-Spam Legislation (CASL) 

CCEYA – Child Care and Early Years Act (CCEYA) 

CECE - College of Early Childhood Educators (CECE) 

CEM’s – Commercial Electronic Messages (CEM’s) 

CNCA – Canada Not-for-Profit Corporations Act (CNCA) 

CODE – Council of Directors of Education (CODE) 

CPPG – Community Planning and Partnerships Guideline (CPPG) 

CTF – Canadian Teachers’ Federation (CTF) 

CUPE – Canadian Union of Public Employees (CUPE) 

DPA – Daily Physical Activity (DPA) 

EDI – Early Development Instrument (EDI) 

ETFO – Elementary Teachers’ Federation of Ontario (ETFO) 

ETT – Education Transformation Table (ETT) 

EQAO – Education Quality and Accountability Office (EQAO) 

FDK – Full-Day Kindergarten (FDK) 

GECHSA – Grand Erie Council of Home and School Associations (GECHSA) 

GEDSB – Grand Erie District School Board (GEDSB) 

GECDSB – Greater Essex County District School Board (GECDSB) 

H&S – Home and School (H&S) 

HWCHSA – Hamilton-Wentworth Council of Home and School Associations (HWCHSA) 

HWDSB – Hamilton-Wentworth District School Board (HWDSB) 

IEP – Individual Education Plan (IEP) 

IPRC – Identification Placement Review Committee (IPRC) 

IRS – Indian Residential Schools (IRS) 
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MOE – Ministry of Education (MOE) 

MOU – Memo of Understanding (MOU) 

OAPCE – Ontario Association of Parents in Catholic Education (OAPCE) 

OCT – Ontario College of Teachers (OCT) 

OHSC – Ontario Healthy Schools Coalition (OHSC) 

ONCA – Ontario’s Not-for-Profit Corporations Act (ONCA) 

OPC – Ontario Principals’ Council (OPC) 

OPHEA – Ontario Physical and Health Education Association (OPHEA) 

OPSBA – Ontario Public School Boards’ Association (OPSBA) 

OSBA – Ontario School Bus Association (OSBA) 

OSR – Ontario Student Record (OSR) 

OSSTF – Ontario Secondary School Teachers’ Federation (OSSTF) 

OTF – Ontario Teachers’ Federation (OTF) 

P4E – People for Education (P4E) 

PAR – Pupil Accommodation Review (PAR) 

PARG – Pupil Accommodation Review Guideline (PARG) 

PIC – Parent Involvement Committee (PIC) 

PMA – Prime Minister’s Awards (PMA) 

PRO Grant – Parents Reaching Out Grant (PRO Grant) 

RECE – Registered Early Childhood Educator (RECE) 

RFP – Request for Proposal (RFP) 

SEAC – Special Education Advisory Committee (SEAC) 

STEM – Science, Technology, Engineering, Mathematics (STEM) 

STEAM – Science, Technology, Engineering, Art, Mathematics (STEAM) 

STP – School Travel Planning (STP) 

TDSB – Toronto District School Board (TDSB) 

TOR – Terms of Reference (TOR) 

TSAW – Teacher Staff Appreciation Week (TSAW) 

TSC – Transformation Steering Committee (TSC) 

TVCHSA – Thames Valley Council of Home and School Associations (TVCHSA) 

TVDSB – Thames Valley District School Board (TVDSB) 

VSP – Volunteer Skills Portfolio (VSP) 

WCHSA – Windsor Council of Home and School Associations (WCHSA) 

WRDSB – Waterloo Region District School Board (WRDSB) 

YIR – Year-In-Review (YIR)      
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Provincial Federations under the 

Canadian Federation of Home and School Associations (CHSF) 

 

BCCPAC – British Columbia Confederation of Parent Advisory Councils (BCCPAC) 

NBFHSA – New Brunswick Federation of Home and School Associations (NBFHSA) 

NSFHSA – Nova Scotia Federation of Home and School Associations (NSFHSA) 

OFHSA – Ontario Federation of Home and School Associations (OFHSA) 

QFHSA – Quebec Federation of Home and School Associations (QFHSA) 

 

 

 

 

FINAL NOTES 

These are the approved standards of OFHSA and must be adhered to when creating 

or revising any resources or documentation.  Any suggested changes to these 

standards must be brought forth to the OFHSA Board of Directors for approval. 

 

 


