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Template Purpose
This template is designed to ensure consistency, clarity, and professionalism across all School documents. It includes pre-defined styles that align with the School’s brand and support accessibility best practices.
Replace all placeholder text with your own content before sharing your document. For best results, edit this template in the MS Word app on your desktop instead of in your browser.

Using Styles in MS Word
Styles should be used to format all content in this document. Rather than manually adjusting font size, color, or spacing, apply the appropriate Style from the Styles panel on the Home tab.
To apply a style:
1. Highlight your text
2. Select the desired style from the Styles panel on the Home tab
Using Styles is important because it:
· Creates consistent formatting across documents
· Establishes a clear content hierarchy
· Improves accessibility for screen readers and assistive technologies
· Enables easier navigation using Word’s built-in tools
Below are visual examples of the most common styles you will use:
Heading 1
Use Heading 1 for main section titles. This is the highest level of heading and should define major sections of your document.
Heading 2
Use Heading 2 for subsections under Heading 1.
Heading 3
Use Heading 3 for more detailed subsections under Heading 2. Use this level when additional structure is needed.

NOTE: The “Header” and “Sub-Header” styles should only be used in the black header area on the first page only. Do not use this style within the body of the document.
If you need a branded table, use the example below:
	Header Row Title
	Header Row Title
	Header Row Title

	
	
	

	
	
	

	
	
	

	
	
	



Before Sharing Your Document
Please review your document to ensure it meets the following standards:
· All placeholder text has been replaced with final content
· Styles have been applied consistently (no manual formatting)
· Headings are clear, correctly structured, and follow the proper hierarchy
· The Header and Sub-Header on page 1 have been updated
· The Footer on all pages includes the correct document title, last updated date, and author name

If you have feedback about this template, please share via the Branded Word Template Feedback Form.
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