Style Guide

Article Layout
· Please number your headings clearly.

· Sections generally should follow the style “number.section number” e.g 1.1., 1.1.1., 1.1.1.1. for all headings and subheadings. 

· A consistent style of numbering must also be used for numbering figures, tables, equations, prepositions, and anything else you think it is of benefit to number in case you wish to refer to it later on e.g., Fig. 1.1., Table 1.1, Eq. 1.1. 

Figures and Tables 
· All figures and tables must be cited in the main text and must carry captions to explain clearly what they are. 

· Figures and tables may be embedded in the chapter or you may submit them separately. If you submit separately, please make it clear in the text where the figures should be positioned.

· Recommended resolution for images:

· 300 dpi for colour images (CMYK format) and grey-scale images

· 600 dpi for line drawings

We understand that in certain circumstances high resolution images will not be available. If this applies in any way to your manuscript, please inform your editor.

Our recommended file type for images is either (1) .pdf, (2) .eps or (3) .tif.
Please note:
· You must ensure all labels/annotations are sharp and clear for reproduction.  

· If you are creating your own figures, please use Times New Roman as your font for any labels in the text. 

· All figures must be consecutively numbered if they are being numbered.

Captions for figures should be set below the image. For tables, captions should be set above the table. Tables and figures should be numbered separately from each other.

References
We will accept any academically recognised style of referencing as long as it has been used consistently in your book. 

· All references cited in text must have a bibliographic entry in the text. If a reference is given in the bibliography but not in the text, please include this in a recommended/further reading etc. type section instead of a reference list or bibliography. 

· All web references must include the date the website was accessed as well as the URL. 

· References for edited volumes should include the book editor’s name as well as the chapter author names.  

· With any numbered style, where three or more sequential superscript references are used these should be elided with an en-dash. 

· In the reference list or bibliography, page numbers should be separated with an en-dash (advice on hyphens and en-dashes is given below). 

Numbering
In prose please spell out numbers one to ten and thereafter use figures. This is not applicable in MathType.

Use numerals with per cent (%), with units (cm, m, km), in statistical passages, in tables, etc.  There should always be a space between a numeral and cm, m, km etc.

Numbers should be spelt out at the beginning of a sentence. 

Use commas in thousands and above, e.g. 1,000 in prose only. Where figures are being used in a mathematical context, do not use commas.

If using imperial measurements, please provide metric equivalents in brackets: imperial (metric), 6’ (1.83m).

22 °C (Celsius) or 72 °F (Fahrenheit). Please note the capitalisation.

Please make use of the degree sign in angles and temperatures, using the ° from the symbols section and not a superscript zero.     

Language
· We will accept either British, Oxford or US English but the language must be consistent throughout the book.

· Please keep capitalisation to a minimum. Use capital letters for proper nouns. 

· Keep an eye out for vague phrases that may date the book, for example, ‘over the last few decades’, ‘in recent years’ etc.
· If providing quotes for prices of goods or services, please provide the year that this price was given. 

Italics 
Italicise article titles, names of ships, films, plays, works of art and poems with long titles. 

Latin and other foreign words are italicised, for example et al., a priori, in situ, ibid. Please note that the following should not be italicised: e.g., i.e., etc.

Abbreviations and acronyms 
· The first use of any term you wish to abbreviate should be spelt out in full with the abbreviated term or acronym given after in brackets. There is sometimes an exception to this rule if the term is better known in its short form and only very rarely ever used in full. 

· If you choose to abbreviate “Figure” to “Fig.” please note that where the word “Figure” begins a sentence, it should be spelt out in full. “Equation” follows the same rule, i.e. “Eq.” and “Eqs”. “Table” is never abbreviated.

Punctuation
Dates

Please consistently use either the 1960s or the sixties, not 1960's or Sixties or '60s. Also please be consistent when mentioning centuries, e.g. 20th century (superscript th), 20th century (no superscript) or even twentieth century. 
Hyphens, en-dashes and em-dashes 
Selection of which dash to use to indicate parenthesis will depend on your style of English. Generally the en-dash is used for British and Oxford styles of English, and the em-dash for US English. A hyphen should never be used for this. In either case, the key is to ensure your use of this punctuation is consistent in the text.  

Double-barrelled names contain a hyphen: Dr Haynes-Bennett.

However, ‘Stern–Gerlach Theory’ (i.e. two individual academics, Stern and Gerlach) contains a closed en-dash. 

Page numbers: p. 00 and pp. 00–00 (elided with en-dash).

Number ranges: please elide with an en-dash.

Quotations 
As a general guide any quotation longer than 30 words should be indented as part of the text.

British English: please use single quote marks, with double quote marks within quoted material. 

US English: please use double quote marks, with single quote marks within quoted material.

Length: The length of the paper is  maximum 6000 words. 

The figures and tables allowed is (maximum) 10 each.

Keywords are required. (maximum 10) 

Colour figures are accepted. Line spacing is single. The maximum abstract length is 150 words.

