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Paper Submission Guidelines for JEBE 
This document details the submission format of papers for JEBE.  Please use only the standard formats indicated in this document when writing your paper. The easiest way to do this is to use the template ‘JEBE_standard.doc’ which contains all the formatting styles required and can be downloaded from the JEBE website http://www.cebe.heacademy.ac.uk/jebe/submission.php.  

You should either write your paper by typing directly into the template (JEBE_standard.doc), or by copying and pasting your paper into the template.  You should format the text using the styles set up as part of the template.  These can usually be selected from the pull down menu in the top left-hand corner of Microsoft Word’s menu bar.  The relevant style names are indicated in brackets after each part of this document (there is no need to include these in your document).  If you are unsure about how to use styles contact your technical advisor. 
First Page

For the title of the paper please use the style ‘Title’ which has been set up in the template.  You should use upper case for the initial letters of each main word.  Please use the style “Heading 2” for the author’s name(s) and “body” for the author’s institution.
The abstract should be written in style body which has been set up in this document; it should be approximately 200 words in length and provide sufficient information to the reader about the content of the entire paper.  A list of keywords should be provided below the abstract, followed by a page break.

Text

The main body of the text should use the style Body.  Paragraphs should be separated by a single carriage return.  The style is set up to automatically place a space between paragraphs and to allow approx 1.5 line spacing.  Submissions should be written in a user-friendly manner - professional, efficient and informative rather than over-formal and academic.  The language should be understandable for an English-speaking audience. Words and phrases of foreign origin should be italicised, unless they are in common use as English idioms.  Headings within the text should use:  
Heading 1 

You should use this for the main section headings of the paper.  You should use upper case for the initial letters of each main word  

eg, History of Design Studio Teaching (Heading 1)
Heading 2 
You should use this for a sub title and include an initial capital for the first word only.  eg 
Two case studies (Heading 2)
Heading 3 
You should use this for subheadings eg Discussion of case study (Heading 3)
Footnotes

Avoid footnotes, except in Tables and Figures. Other information sufficiently relevant to warrant a footnote should be inserted in the text.

Numbers

Numbers less than ten should be spelled out.  Exceptions: 

· Percentages and decimal fractions 

· Numbers in a series containing one or more numbers greater than 10 

· Table, figure, and equation numbers 

· Dates 

· Within a single paragraph, numbers referring to a specific measure or type of item should be either all spelled out or all in numerals. 
Tables 
Textual information presented in column and row format.  All tables must be created using the table function within the same word processing system as the manuscript.  No table may be included as an image file or inserted as a reference to another file document, i.e. Excel, Access.  The table size is established by setting the table's width to 100% and alignment to ‘centered’.  Table titles (use 11 pt Arial.) appear at the top of the table (note punctuation, capitalisation, and formatting displayed by the examples) and within its own row cell.  Borders and shading must be set to ‘none’ except the title cell, header cells, and the last cell which should have the bottom cell boundary as a 1/2 pt. line.  Column headings can be bold.  Information within the table (except for the title cell) is to be formatted font size 10 pt. Arial.  Tables in excess of 40 lines in total will be included as an appendix.
	Example 1: (table borders are shown here only as graphic representation of the table formatting and for clarity)
Table 4  Sample analysis of data table explicitness

	

	
	Measurement
	

	Equipment Load
	Time
	Distance
	Method
	Total Reserve

	Sand
	1:54 hr.
	2.5 mi.
	2 ton dual axle
	75%

	Dirt
	2:17 hr.
	2.3 mi.
	1.5 ton single axle
	16%


	Gravel
	1:47 hr.
	1.3 mi.
	18 yd. Dump
	54%

	Note. The reserve values represent the mean percentages of correctly traveled loads


Figures 
Figures include non-text entries such as graphs, illustrations, photos, and artwork (tables are not figures).  Figures should be contained within an invisible 2 celled table with the figure in the top cell and the caption in the bottom.  Figures will not have borders drawn around them and should be limited to two-thirds (⅔'s) of a page.  The table size is established by setting the table's width to 100% and alignment to "centered".  Figure titles appear in the bottom cell of the figure table (note punctuation, capitalisation and formatting displayed by the examples).  Do not include the figure title in the figure itself. Graphs, photographs, artwork, and illustrations should be drawn using a suitable drawing package and embedded within the manuscript document.  Only .gif and .jpg file formats are considered acceptable.  Submitted images should adhere to the resolution setting of 300 dpi.
Graphs and Illustrations 
These figures should remain in their correct place within the document.  Graphs and illustrations are embedded within a centered table cell.
Example 2: (table borders are shown here only as graphic representation of the table formatting and for clarity)
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Photos and Artwork

These figures should remain in their correct place within the document.  Photos and artwork are embedded within a centered table cell.
Example 3: (table borders are shown here only as graphic representation of the table formatting and for clarity)
	[image: image2.jpg]




	Figure 4 BEECON 2005 – Mel Lees, Turlogh O’Brien, Nick Raynsford and Colin Dobson.


References 
There should be a page break before the References.  
The reference list placed at the end of a journal manuscript documents the manuscript and provides the information necessary to identify and easily retrieve sources.  Authors should choose references judiciously and must include only the sources that directly support and substantiate the manuscript.  References must be listed in alphabetical order according to the name of the first author and not numbered at the end of the manuscript under the heading references. 

Listing sources

Arrange entries in alphabetical order by the surname of the first author.  Alphabetise corporate authors, such as associations or government agencies, by the first significant word of the name.  Full official names should be used. 
Spacing

Single-space each entry.

Capitalisation

Capitalise all major words in the title of a journal or newspaper.  Capitalise only the first word of a manuscript's title and subtitle.  Capitalise the first word of a book's title and subtitle, and any proper names.  Capitalise the first word and the first word of subtitles in theses, unpublished manuscripts, and non-print media.  Capitalise all names of universities and their departments, and the names of all publishers.
Italicise

Italicise the title of all journals, newspapers, books, theses, unpublished manuscripts, and non-print media.  Volume numbers of journals are also to be italicised.
Punctuation

Full stops are to be placed after dates, journal, and book titles (no full stops however, between the title and parenthetical information), and at the end of each reference entry.  All abbreviations should also be followed with a full stop.  In a reference to a work with a corporate author, the full stop follows the corporate author.  In a reference to a work with no author, the full stop follows the title, which is moved to the author position.  (When an author's initial with a full stop ends the element, do not add an extra full stop.)
· Comma - use commas to separate authors and to separate surnames and initials. Use a comma to separate the parts of a reference entry not already separated by a period. 

· Ampersand - when listing two or more authors, use a space and ampersand (&) before the last author. 

Spacing and punctuation

· after commas and semicolons: one space. 

· after colons: two spaces, with the exception of one space after the colon in two-part titles, and one space after the colon that follows the publisher location in the reference list. 

· after full stops that separate parts of a reference citation: two spaces. 

· after the full stops of the initials in personal names: one space - after internal full stops in abbreviations: no space. 

Listing volume and issue numbers

In journal references, give the volume number and italicise it.  Do not use "vol." before the number.  Give the issue number in parentheses immediately after the volume number, then follow with the page numbers. e.g. 27 (2), 1-7.
While listing encyclopedias or books of several volumes, give the volume number as (v. 1, p. 191) or (vols. 1-4) for several volumes.
Authors

Invert all author names; give only surnames and initials of the author's first and middle names if known.  If there are more than 2 authors, insert the name of the first author, followed by et al.  If references to two different works by the same author or set of authors are cited, they should be listed in order of ascending (earliest to most recent) publication date.  If two or more works by an author or set of authors are published in the same year, use letter codes indicating the order in which they are cited in the text to delineate them.  If the primary author of one reference is also the sole author of another reference, the single-authored piece should be listed before the co-authored piece.
Examples: 
Journal Manuscript, One Author 

Paivio, A. (1975). Perceptual comparisons through the mind’s eye. Memory & Cognition, 23 (3), 635-647.

Journal Manuscript, Two Authors 

Becker, L. J. & Seligman, C. (1981). Welcome to the energy crisis. Journal of Social Issues, 37 (2), 1-7.

Magazine Manuscript

Gardner, H. J. (1981, December). Do babies have a universal song? Psychology Today, 102, 70-77.
Newspaper Manuscript

Study finds free care used more. (1982, April 3). Wall Street Journal, p. A1, A25
Book, One Author
Bernstein, T. M. (1965). The careful writer: A modern guide to English usage. New York: Athenaeum.
Book, Two Authors

Strunk, W., Jr. & White, E. B. (1979). The elements of style. (3rd ed.). New York: Macmillan
Edited Book

Letheridge, S. & Cannon, C. R. (Eds.). (1980). Bilingual education. New York: Praeger.
Videotape

Mass, J. B. (Producer) & Gluck, D. H. (Director). (1979). Deeper into hypnosis [Videotape]. Englewood Cliffs, NJ: Prentice-Hall.
Eric Document

Smith, L. S. (1990). How valid are GRE scores? (Report No. CSOS-R-121). Baltimore, MD: Johns Hopkins University, Center for Social Organization of Schools. (ERIC Document Reproduction Service No. ED 123 234).
Thesis or Dissertation

Stones, M. (1995). Women, nurses, education: on oral history taking technique.  Unpublished M.Ed dissertation. University of Sheffield.
Government publications 

Department of Health. (1996). Choice and opportunity: primary care: the future. Cm.3390. London: Stationery Office. 

Conference proceedings: 

Published conference proceedings with author or editor(s): 

Banks, S. et al. (1998). Networked Lifelong Learning: innovative approaches to education and training through the Internet: Proceedings of the 1998 International Conference held at the University of Sheffield. Sheffield,University of Sheffield. 

Paper from published conference proceedings with author or editor(s): 

Proctor, P. (1998). The tutorial: combining asynchronous and synchronous learning. In: Banks, S. et al. Networked Lifelong Learning: innovative approaches to education and training through the Internet: Proceedings of the 1998 International Conference held at the University of Sheffield. Sheffield, University of Sheffield. p.3.1 - 3.7. 

Electronic Format

Visiting date: optionally, one may choose to list the date a document was downloaded or viewed online, should there be a concern that the document might expire in the foreseeable future.  Such dates come at the end of the reference, parenthesised in the form "(visited year, month date)"
Note: provided here are two examples of electronic-format examples (the first and third examples are slightly different).  Also provided are several addresses for resources of online referencing.
Examples:
Beckleheimer, J. (1994). How do you cite URL's in a bibliography? URL: http://www.nrlssc.navy.mil/meta/bibliography.html
Bleuel, J. (1995, November 8). Zitieren von Internetquellen [Citing sources on the internet]. URL: http://www.uni-mainz.de/~bleuj000/zitl.html
 Ivey, K. C. (1996, September 2). Citing internet sources. URL: http://www.eei-alex.com/eye/utw/96aug.html. Also in The Editorial Eye, 19 (8), 10-11. Alexandria: EEI.
Li, X., and Crane, N. (1996, May 20). Bibliographic formats for citing electronic information. URL: http://www.uvm.edu/~xli/reference/estyles.html
Quinion, M. (1996, March 10). Citing online sources. World Wide Words: Michael Quinion on aspects of English. URL: http://clever.net/quinion/words/citation.htm
Tent, J. (1995, February 13). Citing e-texts summary. Linguist List, 6 (210) URL: http://lamp.cs.utas.edu.au/citation.txt
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