writing in education style sheet

For Contributors

Submission

Articles should generally be no more than 3000 words. They should be accompanied by an abstract of not more than 100 words on a separate sheet. It is recommended that the abstract is sent to the NAWE office editorial@nawe.co.uk before the article is written, although it is important to note that encouragement to proceed is not an undertaking of publication.

Submission is preferred as an email attachment - Word document or Rich Text Format (rtf) file - with ‘Writing in Education’ in the subject heading. A paper copy should also be sent to the NAWE PO Box address, for proofreading purposes.

Layout

Where possible, work should be submitted in Arial, size 12, single spaced on A4 pages.

All paragraphs should be left-only justified, with ample left and right-hand margins.

Footnotes should be avoided. Any ‘further reading’ or 'references' paragraphs should follow the main text. These should be indicated by ‘Further reading:’ or 'References:' in normal text with information running on.

References

References should be set out in alphabetical order of the author’s surname in a list at the end of the article. They should follow the standard Harvard form of referencing, giving the author’s name, followed by year of publication, ie:

For articles: Barber, R. 2007: Blogging for Beginners. Writing in Education 41, 32-33

For books: Cox, A. 2006: Writing Short Stories. A Routledge Writer’s Guide. Routledge.

For edited books: Brown, A., editor, 2006: The Allotment: New Lyric Poets. Stride

For Web references: Author, A. and Author, B. Date of publication: Title of Article. Retrieved day, month, year, from http://web address

Copy Editing

All copy should be copy edited by the author before submission. The following points should be noted for house style:

Full Points

The stop at the end of a sentence is always followed by one space, never two.

Quotation Marks

Use single quotes throughout, except when quoting within single quotation marks. Then use double quote marks.

Apostrophes
Do not use an apostrophe for plurals:

The job of PCs in the 1990s became difficult. (correct)


The job of PC’s in the 1990’s became difficult. (incorrect)

Ellipses

Ellipses are made up of three dots only. They should never be preceded or followed by a full point, comma, colon or semicolon.

Numbers

Write out numbers one to nine as words except when attached to a unit of quantity or linked by a dash:  7pm, £2, 9km, 5–14. All numbers of 10 or more should be given as digits, apart from exceptional circumstances, eg if it starts a sentence.

Dates

Please use the following style: 

· Write out as 17 November 2002 or Sunday 17 November 2002
· The 80s
· 1990s

· The 21st century

· The class of ’89
· 1995–2002, but 1955–6
Abbreviations

Upper-case

The initial letter of abbreviations should be given with no full point: eg BBC, not B. B. C.

Write out the name of an organisation in full the first time you use it (unless it is universally recognisable, e.g. the CIA), using capitals for the key words only, and place the abbreviation or acronym in brackets after it: the Department for Culture, Media and Sport (DCMS). From then on just use the abbreviation or acronym. 

Lower-case
Use full points without spaces where abbreviations are used within the text, but note that abbreviations that retain the first and last letters of a word do not take a full point.


St, Mr, Mrs, Dr, Ltd

If the abbreviation does not end with the final letter of the full word, then it should have a full point. Circa, however, is abbreviated as c only.

Initials

Use a full stop followed by a space: E. B. White.

Language

Language used to describe people should be inclusive, inoffensive and person-focused. 

Do not use gender-specific language unless you are referring to one sex in particular. Use plurals, plural pronouns or the person’s profession to avoid ‘he/she’ awkwardness. 

Photographs

All articles should be accompanied by a photograph of the author in an email attachment.

10.Biography

All articles should be accompanied by a 100 word biography of the author.

Permissions

Authors are required to assign first use copyright to NAWE, and to confirm that the article has not been published elsewhere

Authors must obtain permission to reproduce all matter pertaining to copyright in their article. (nb EU copyright extends to 70 years after the death of the author)

Editorial

Your article will be discussed by the editorial board, and if necessary, an editor appointed to work with you on changes. Editorial decision is final. 

