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2nd International Plagiarism Conference, 19-21 June 2006

Conference Proceedings

Northumbria Learning Press: Author Guidelines

We hope this document will give you as much information as you need to help you prepare your paper. If you are unsure of how to spell ‘programme’, what style of references to use or how to submit images, we would be happy to discuss it with you.  Please drop us an email and we’ll discuss your query and advise on how best to address it in the context of your particular paper.

1. How to submit your manuscript 

Manuscripts should be between 3,000 and 5,000 words. Abstracts should be between 250 and 500 words. We need both hard and electronic copies of your manuscript in order to prepare it for the production process. The ‘hard’ copy can be either a print out or a PDF of the FINAL ELECTRONIC COPY.  We prefer you to submit your text in Word for Windows, although we are able to convert from most word-processing packages. Your word-processed text disks are eventually imported into a typesetting system and some features of word-processing packages may cause problems for the typesetter. 
Manuscripts should be typed on one side of A4 paper with double spacing and a wide margin to the left. All articles should be written in a clear and straightforward style, and be free from technical jargon. Detailed statistical evidence should be summarised in the text, though a limited amount of tabulated data may be included if they aid understanding, and will be comprehensible to lay readers. Footnotes to the text should normally be avoided. All papers should be original, but if there is overlap with material published elsewhere, details should be given.

Listed below are some instructions that will minimize such problems, but please email us if you have more detailed queries. This section is divided into 3 parts: 

A) Text, B) Artwork and C) What to send us

A)
Text

· Keep all formatting as minimal as possible

· Do not use the carriage return (enter) at the end of lines within a paragraph; allow the word-processing program to turn the line over

· Use the tab key (once only) or a double carriage return to indicate new paragraphs

· Avoid automatic formatting of text, such as headers, footers and endnotes.


· Do not use the hanging indent facility

· Do not indent lists (except to indicate the hierarchy of entries)

· Do not use the 'hidden text' or 'annotations/comments' facilities in your word-processing program. Provide only the text which you wish to see printed in the final version

· In possible instances of confusion please distinguish between 1 (one), I (upper-case 'eye') and l (el); O (upper-case o) and 0 (zero); and b (Greek beta) and ß (German esszett)

· To represent italic, place the text in italic, rather than underline

· If there are any special characters that need to be inserted in the manuscript, please specify what they are in a separate document.

Headings

· Range headings with the left-hand margin (do not centre them on the page)

· Indicate the hierarchy of headings by marking <h1> for a main heading, <h2> for a subheading, etc. at the start of each heading 

· There is no need to add extra styling such as bold or italic. Do not use all capitals, as they are difficult to remove globally

· Avoid using excessive levels of subheadings: two to five are usually sufficient.
B)
Artwork
Tables and captions to illustrations. Tables must be typed out on separate sheets and not included as part of the text. The captions to illustrations should be gathered together and also typed out on a separate sheet. Tables and Figures should be numbered consecutively by Arabic numerals. The approximate position of tables and figures should be indicated in the manuscript. Captions should include keys to any symbols used.
Figures. Please supply separately, suitable for reproduction. Figures will not normally be redrawn by the publisher.

Supply hard copy of all electronic artwork. Ensure that the size of the font used is appropriate to the final size of the artwork. 

C)  What to send us
Please send us your copy on a CD-ROM. Label the disk with your surname, the paper title, and the date.

Electronic copy 

Within the file, arrange your material in this order:

· Text

· References

· Tables

· Figure captions

· Table captions.

IMPORTANT

Hard copy 

The final version of the hard copy and the electronic file must be identical.  For any crucial late amendments that are made after the final version has been submitted, please contact your editor.

· All electronic files must be accompanied by hard copy print outs of illustrations. 

· Remember to retain an electronic copy of the manuscript for your own records.

Proofs will be sent to authors if there is sufficient time to do so. They should be corrected and returned to the Publisher within three days. Major alterations to the text cannot be accepted.

Copyright. It is a condition of publication that authors assign copyright or licence the publication rights in their papers, including abstracts, to Northumbria Learning Press (NLP). This enables us to ensure full copyright protection and distribute the paper to the widest possible readership in print and electronic formats as appropriate. Authors may, of course, use the paper elsewhere after publication without prior permission from NLP, provided that acknowledgement is given to the Conference Proceedings as the original source of publication, and that NLP is notified so that our records show that its use is properly authorised. Authors are themselves responsible for obtaining permission to reproduce copyright material from other sources.
2. Guidelines on style

Rationale

These guidelines are intended to help you to help us turn your manuscript into a paper as painlessly as possible. The better prepared and more consistent your manuscript is, the more efficiently and cost-effectively it will pass through the production process. 
Consistency
It is vital that style should be consistent throughout your manuscript, and should be tailored to meet the needs of the target audience. Use of this style guide will help to ensure consistency in areas such as spelling, capitalisation, hyphenation, etc. (Fur further reference please use Judith Butcher’s Copy-Editing (3rd edn), Hart’s Rules and The Oxford Dictionary for Writers and Editors.)

Bias

Avoid the use of racist, offensive, libellous or sexist language (use he/she or they).

Spacing

Use single space after all punctuation (full stops, commas, colons, semi-colons, closing parenthesis, etc.). Initials should be spaced: A. J. Smith not A.J. Smith (NB i.e. and e.g. should not be spaced). There should be a space after the point in the following contractions: ed., p., pp., ch., vol., etc.

Capitalisation/headings

Use minimum capitalisation for all headings, i.e. use capitals only for the first letter and proper nouns (so, The title of the chapter not The Title of the Chapter). Ensure all headings on the table of contents exactly match those in the manuscript. Ensure different levels of subhead are clearly distinguished using italics or different type sizes (see section 3 for more information on headings). Chapter numbers (in digits) should be included in chapter heads and the table of contents. Capital letters should only be used where essential and should be used for:

· Proper names

· Prefixes and titles forming part of a compound name 

· Parts of recognised geographical names

· Proper names of periods of time or natural phenomena, historical eras and events

· Trade names

· Proper names of institutions, movements, etc.

· Titles of office holders

· Names of ships, aircraft types, railway engines.

(see Hart’s Rules for further examples).

Spelling 

Use UK spelling throughout. Only use US conventions for books relating to American subjects. Use -ise-/-isation/-ising endings throughout (e.g. organise). Note: the following words always use –ise: advertise, advise, arise, comprise, devise, enterprise, revise, supervise, surprise. 

Cross-referencing

Try to avoid use of ‘see below’ or ‘see above’. Alternatives are: see earlier, see later, in the method described previously, the aforementioned, etc. 
Punctuation

· Use a spaced em rule for a parenthetical dash

· Write ellipses consistently throughout, e.g. John said … and then he went on to say … but not everybody agreed

· Do not write a colon as :-

· If a sentence is totally enclosed within parentheses, the final stop should also be enclosed

     
within the parenthesis.

Hyphenation

Hyphenate words consistently and according to common usage. Hyphenation is often optional and is used less today, e.g. cooperation. Hyphens can also be used in compound adjectives describing a following noun, as in large-scale map, in prefixed words such as pre-war, in compound modifiers such as two-way interaction, in self-compounds, in compound words such as Watson-Crick helix. A hyphen often serves where misinterpretation is likely. 

En/Em Rules

The en rule is longer than a hyphen and is used to convey a distinction in sense, either:

1. to replace ‘and’ in two things of equal importance, e.g. the Rome–Berlin axis, the Myson–MacKnight test; or

2. to replace ‘to’ in a range of numbers or time span, e.g. pp. 53–68, the 1914–18 war.The em rule is longer than an en rule and is used mainly as a pause or parenthetical dash in text.

Italicisation
Use italics for titles of books and journals (except the Bible, the Koran and books of the Bible), titles of plays, films, radio and television programmes, major musical works, paintings and sculptures. Also use italics for foreign words and phrases unless Anglicised.

Abbreviations and Contractions

Abbreviations should not be used excessively or unnecessarily and should be written out in full at their first mention with the abbreviation following in caps (no full points) in parenthesis. Thereafter the abbreviation can be used without explanation. 

· Examples of some commonly used abbreviations:  GCSE, USA, UK, EU, HMSO (generally use UK and not British)

· Abbreviations of units of measurement accompanied by numeric values should be in lower case, e.g. 2 cm, 4 lb

· Contractions ending with the same letter as the original word do not take terminal full stops, e.g. Mr, Dr, Eds, Edn, Ltd. However, abbreviations where the last letter of the word is not included do take a terminal full stop, e.g. ed., cont., p., etc. Use i.e. and e.g. and etc. with full points as written here, closed up, and proceeded by a comma.

Apostrophes

Do not use apostrophes in, for example, the 1970s, or straightforward plurals. 

Numbers

· Generally, numbers below ten should be spelt out in full, except where they precede a unit of measurement; for example, three people went to the shops to buy 5 kg of sugar every day for 3 weeks

· Use nineteenth and twentieth century consistently throughout

· Dates should be written in full as, for example, 18 May 2000, to avoid ambiguities with USA dates

· Use % sign with numbers (not per cent)

· Money (£500; £5,000 and £5 million)

Quotations

· Quotations longer than about five lines should be extracted (indent with space above and below; no quote marks).

· Use single quote marks for integrated quotations, double for quotes within quotes throughout. 

· Material directly quoted from another source should not be edited except to add: (1) ellipsis points (…) where material has been omitted; (2) additions or explanations in square brackets; or (3) italics to emphasise a word or words. The source of the work should be given at the end of the quote. 

· Single quote marks should be used in all other applications, e.g. to stress or emphasise a word or phrase. 

· Double check that all quotations are correct.

Referencing
(Please read this to avoid unnecessary delay and expense!)
Our preferred referencing option is the Harvard (Author-date) system. Though it sounds simple, an effective method to ensure consistency is to check (and confirm by ‘ticking off’ if necessary) your in-text references (source(s), author(s) spelling, year of publication) against the author(s) in your end-text reference list). The reference list only includes sources cited in the text. It is not the same as a bibliography, which uses the same system as the reference list, but also includes all material used in the preparation of the work. Thus, a bibliography will repeat everything in your reference list and will also include all of the other sources which you read or consulted but did not cite. 

By providing correct and consistent referencing you:

· avoid unnecessary delay and expense 

· demonstrate the breadth of your research

· allow the reader to independently consult and verify your sources of information

· avoid plagiarism. (Information on plagiarism is freely available from the national Plagiarism Advisory Service, based at Northumbria University at: http://www.jiscpas.ac.uk)

Examples of references in NLP house style are available on request.

Please submit papers for review to iz.plagiarism@northumbria.ac.uk
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