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PURPOSE OF THIS STYLE GUIDE

St Joseph High School’s style guide helps to support our brand identity and gives the school a credibility that will set 
us apart from other college preparatory schools. This style guide will ensure that we gain our community’s trust  by 
ensuring that they always know exactly what to expect. It will lay the foundation for consistent, on-message content 

to be created (be it in-house, agency, or freelance) and approved. 

The St Joseph High School logos, fonts, and name are all central components of  the SJHS
graphic identity. By ensuring that all staff  and faculty members use this style guide while designing everything from 

posters to flyers to powerpoint presentations, we can maintain a unified style of  expression
that gives our community a better understanding of  who we are. 

This style guide has been established to evaluate and implement guidelines and procedures governing all school 
communications. If  you have questions, please contact Jessica Morales, Director of  Marketing & Enrollment 
Management, jmorales@sjcadets.org or Maria Martinez, Communications Manager, mmartinez@sjcadets.org



I. ST JOSEPH HIGH SCHOOL BOILERPLATE

SJHS’ boilerplate is a condensed version of  the school’s mission. It is most typically found at the end of  press 
releases. The full mission statement can be found online at www.sjcadets.org. However, should you find yourself  
in need of  a shortened version, please use the following (exactly as written):

St Joseph High School (SJHS) strives to be the premier college preparatory school in Southern Connecticut. The school 
provides a learning environment that embraces the Gospel values of  the Roman Catholic faith and promotes a commitment 
to family and community. SJHS prepares young women and men to realize their potential, helps them to excel in higher 
education, and provides a foundation to guide them throughout their lives because where you go to high school matters. St 
Joseph High School is a member of  the National Association of  Independent Schools and the New England Association 
of  Schools and Colleges. www.sjcadets.org

Acceptable

St Joseph High School (no period after St)

St Joseph High School’s 

St Joes

St Joe’s (no period after St) 
• This is only to be used when it is a possesive; do not 

use St Joe’s under any other circumstances

Approved Abbreviations: SJ, SJHS

Unacceptable

• St. Joseph High School (note the period)
• Saint Joseph High School
• St Joes High School
• St Joseph High
• St Joseph’s
• St Josephs

III. DESIGNING THE “ST JOSEPH HIGH SCHOOL” NAME

Regardless of  purpose, when designing the SJHS name, the following rules are is crucial to brand consistency:

• The name of  the school should always be capitalized.
• The font must be Garamond.
• If  you’re going to write the name of  the school on one line, the S, J, H, and S should always appear slightly 

larger than the rest of  the letters. As in: 

If  you’re going to use two lines to write the name of  the school, ST JOSEPH should always be bolder and larger. 
Space permitting, HIGH SCHOOL should always begin after the J in Joseph. As in: 

NOTE: 
The ST JOSEPH HIGH SCHOOL name must 
always appear in the school’s official maroon color
or white. No other colors are acceptable.

ST JOSEPH HIGH SCHOOL

ST JOSEPH
HIGH SCHOOL

II. THE “ST JOSEPH HIGH SCHOOL” NAME

When referring to St Joseph High School in print or online, please follow these guideliness: 



IV. SJHS LOGOS 

St Joseph High School has two official logos that are important and meaningful to the school. The first 
is the signature crest, which contains the name of  the school as well as the school’s motto: “Privilege and 
Responsibility”. The second logo is the SJ Spirit Logo, which can be typically found on athletic wear and 
promotional material. In your work, you may come across an out-dated logo (our signature crest, colored in and 
embossed), please do not use this logo for any purposes until otherwise notified.

Note: Please do not attempt to reproduce the images found in this style guide. If  you need a hi-res version of  
any of  these logos, contact Maria Martinez. 

LOGO GUIDELINE AND USAGE

Determining whether to use the crest logo versus the spirit logo: 
• If  the logo is going to be used on something that will be in someone’s hands and will take time to read (i.e. 

documents, contracts, signage), use the crests.
• If  the logo is going to be used on something that will be quick to the eye or is simply for brand promotion (i.e. 

bumper stickers, bags, athletic wear), use the SJ Spirit logo.

There should be a logo on every single item used for communication purposes - whether internal or external - 
whether digital or print. This includes everything from email signatures to letterhead to event signage. If  you are 
ever unsure whether an item should have an SJ Logo or which logo would be best to use, contact Maria Martinez. 

LOGO SIZE
Whether you are printing a 4x6 postcard or an outdoor billboard, please ensure that the SJHS logo being used is at a 
size that is legible, significant, and appropriate for the scale of  the piece being produced. 

Brand and legibility will suffer if  the logo is too small. 

LOGO PLACEMENT
On official documents, we encourage you to place the crest logo in a prominent position, and one that will be read 
before anything else. Typically, on the top of  a page, either centered or left-justified.

On all other material, logo placement is at the discretion of  the designer. However, the logo should never be hidden 
behind other images and should always remain prominent. 



Please do not use this logo. 

This logo may or may not be updated in the future. For the time being, please 
refrain from its use. Should a new logo be designed, we will update this guide 
and redistribute to all faculty and staff. 

Best to Use On: 
Documents, boards, signage (i.e. anything that 
a viewer will have time to look at and read)

Colors: 
Official SJHS maroon on a white background;

White on any color background, preferably 
maroon.

Best to Use On: 
Promotional items, advertising, athletic wear (i.e. items that will be seen very quickly)

Colors: 
Official SJHS maroon border with SJHS gold fill;
Official SJHS gold border with SJHS maroon fill. 

Note:
The spirit logo is meant to convey a more fun, casual atmosphere. We encourage playful design changes (such as the 
pencil shaded logo above). However, all logo changes must stay within our branding guidelines and be pre-approved 
by Jessica Morales before going to print or sharing on social media.  



V. OFFICIAL SJHS COLORS

When creating any SJHS communication (flyers, signs, postcards, emails, etc.), it is crucial that you use the 
school’s official colors. It creates instant recognition.

There are two official colors for St Joseph High School, as well as two accent colors: 

MAROON
RGB
109, 0, 32

LAB
22, 43, 15

CMYK
33.05%, 100%, 76.66%, 
47.17%

HEX #
6d0020

Closest Pantone #
188C

GOLD
RGB
247, 179, 35

LAB
78, 17, 74

CMYK
2.15%, 32.24%, 
97.97%, 0%

HEX #
f7b314 

Closet Pantone #
7409C

GRAY
RGB
200, 200, 200

LAB
81, 0, 0

CMYK
21.23%, 16.53%, 
17.02%, 0%

HEX #
c8c8c8

Closet Pantone #
420C

Notes:
• In general, colors should be reproduced with 100% of  its color. If  you are planning on making the color 

transparent, please ensure the integrity of  our brand. If  you have any questions contact Maria Martinez. 
• Most often, we expect designed communications to stick with our maroon and gold colors. The gray color is 

acceptable as a background color, but should not typically be used for lettering. The black color is for accent 
purposes only.

VI. FONTS & PUNCTUATION

All SJHS communication material should be written using the following fonts:

• Garamond, Bold, Italic
•	 Garamond	Premier	Pro, Semibold, Italic, Semibold Italic

When it comes to periods after abbreviations, St Joseph High School communications will contain NO periods 
after abbreviations (including middle initials). Items such as Dr, Mrs, Ms, Sept, St, should all be written without 
periods after the abbreviation. This is a style choice and should be consistent throughout all communications. 

Example:  Dr William J Fitzgerald, MDiv, PhD attended St Joes in Oct of  2017.  

BLACK
RGB
0, 0, 0

LAB
81, 0, 0

CMYK
21.23%, 16.53%, 
17.02%, 0%

HEX #
c8c8c8

Closet Pantone #
420C

Official Official Background/Accent Accent



VII. TAGLINES

In an instance when you are in need of  a tagline or subheading, feel free to use the following:

St Joseph High School      St Joseph High School
A Catholic College Prep School     Growing Matters

St Joseph High School      St Joseph High School
30 Surrounding Towns, Choose St Joes    Growing Into Great

St Joseph High School
Because It Matters Where You Go To High School

VIII. HASHTAGS

Everyone on staff  at SJHS should take the time to “like” or “follow” our page on any of  the following social 
media platforms: Facebook, Twitter, YouTube, Instagram, and LinkedIn. At any time, if  you’d like to take a 
photo of  an event at the school or in your classroom, feel free to do so and tag St Joseph High School’s social 
media pages. At the same time, please feel free to use any of  the following hashtags: 

Please note that if  you choose to tag St Joseph in any social media platform, the photos/comments/status 
updates must be appropriate, respectable, and in good standing. 

IX. BRANDING OPPORTUNITIES

St Joseph High School encourages the promotion of  our brand by all faculty and staff. There are many 
opportunities (events, clubs, assignments) that offer a phenomenal opportunity to share our incredible school 
with those in the community and beyond. Below are some ideas: 

• Promotional: Tshirts, sweatshirts, bumper stickers, spirit merchandise, etc
• Print Items: Posters, flyers, programs, letters, advertisements, etc
• Digital Items: Social media posts/check-ins, email signatures, etc

Any new branding opportunities taken should be first shared with Jessica Morales for pre-approval. 

Note: 
If  any staff  or faculty member is invited to be on a news program or has written a published piece for any media 
outlet, please inform Jessica Morales or Maria Martinez. We want to share the success not only of  our students 
and alumni, but our faculty/staff  as well. Your success is a success for St Joseph High School! 

#SJCadets                                
#GrowingMatters

#ItMatters                               
#SJCadetsAlumni

#SJPride
#SJProud

#GrowingIntoGreat                
#GrowingGreater



X. EMAIL 
     
     It is important to remember that any correspondance from faculty/staff  members to a parent, student, or 
community member should be professional and branded. Regardless of  what software you are use to send emails 
(Outlook at work, Outlook at home, or Plus Portals), these general guidelines that should be followed:

• Email backgrounds should be clear/white. Please remove any decorative backgrounds
• Email fonts should be either Outlook’s default (Calibri, size: 11) or Garamond, size 12. If  you need 

assistance setting your default font size, contact Maria Martinez
• If  possible, emails should read by at least one other person for proofreading purposes. Emails should be 

free of  grammatical and spelling errors

EMAIL SIGNATURES

All faculty and staff  members at SJHS should have the same email signature, including a confidentiality statement. 
If  you need any assistance changing your email signature, contact Maria Martinez. 
Example:

Jessica Morales, MBA
Director of Marketing & Enrollment Management
St Joseph High School
2320 Huntington Turnpike
Trumbull, CT 06611
P: 203.378.9378 x452 | Apply Now
F: 203.378.7306
“Privelege & Responsibility”

CONFIDENTIALITY NOTICE:
The contents of  this email message and any attachments are intended solely for the addressee(s)
and may contain confidential and/or privileged information and may be legally protected from
disclosure. If  you are not the intended recipient of  this message or their agent, or if  this message
has been addressed to you in error, please immediately alert the sender by reply email and then
delete this message and any attachments. If  you are not the intended recipient, you are hereby
notified that any use, dissemination, copying, or storage of  this message or its attachments is
strictly prohibited.



ANY QUESTIONS?

Should you have questions or concerns about anything in this style guide, 
do not hesitate to reach out to either

Jessica Morales  jmorales@sjcadets.org
 Maria Martinez, mmartinez@sjcadets.org

XI. ALUMNI RULES & GUIDELINES

      The following rules and guidelines have been set forth by the Advancement Office: 

CORRECT FORM OF “ALUMNI”

      St Joseph High School approves of  all of  the following forms of  “Alumni”, however they must adhere to the 
proper situation: 
   
 

CLASS YEAR

      Always identify current alumni by their class years. This designation is marked by an apostrophe (which flairs 
out) before the numerals, but no commas before or after.
   Correct: Sasha Russell ’05
   Incorrect: Sasha Russell ‘05

CREDENTIALS

      When referring to alumni who have earned desginations after their name, always place the designation 
BEFORE the alum’s class year: 
   Correct: Sasha Russell, PhD ’05
   Correct: Sasha Russell, MD, PhD ’05

ALUMNI-PARENTS

      When referring to an alum who is also a current/past parent: always place their graduation year first, followed 
by their child’s year (with no comma in between): 
   Correct: Sasha Russell, PhD ’05 P’18

Note: 
There is no comma in between an alum’s name and their class year, nor between their year and their first child’s year. 
But a comma should appear between every other designation after.
   Correct: Sasha Russell ’05 P’18, P’20

TERM
Alum(s):
Alumna: 
Alumnae: 
Alumnus: 
Alumni: 

SITUATION
both feminine & masucline, singular (plural)
feminine, singluar
feminine, plural
masculine, singular
both masculine & feminine, plural



St Joseph High School
2320 Huntington Turnpike
Trumbull, CT 06611-5099

www.sjcadets.org


