This is a list of basic dos and don’'ts with subm ssion to SSR

SSR Notes for contributors

Pl ease foll ow

this advice as we want to concentrate on editing and publishing and we do not

want to be distracted by clerica
is belowthis list. Al

Initial subm ssion

and technica
submi ssi ons nust be in English

t asks. More detail ed advice

Dos

Don’ts

Do send the itemto The Editor, SSR
The Associ ation for Science Education,
Col l ege Lane, Hatfield, Herts AL10 9AA
t el ephone +44(0) 1707 283000. Your
subm ssion will be acknow edged and
assigned a nunber unique to it.

Don't email contributions or send them
direct to the editor unless you have
express permssion to do so.

Do include the author’s full nane(s),
bot h school or business and hone
address, tel ephone/ Fax nunber and
e-mai | address. (Authors are advised to
keep copies of their contributions).

Don't m ss out any contact details.
The editor needs these details to
cont act aut hors about nodifications
and publication. Executive editors
need author’s contact details for
advi ce and consul tati on about
corrections

Do send four (4) hard copies of your
articlel/ Science note, (the top copy and
three photocopies). Do use 11 or 12
point font preferably with a serif..

Don’t send single copies or
insufficient copies. Each itemis
normal ly sent to three referees and
one copy is filed

Do submt the article on A4 (or simlar
US/ Austral i an) sized paper on one side
only, using 1% or double |Iine spacing

t hroughout (i ncluding references) with

Don’t submt single spaced itens with
insufficient margins. Referees may
annot ate typescripts and nay need
space to do so. These reviewed,

margins of at least 2.5 cm annot ated typescripts are returned to
aut hors
Do include all figures, tables, graphs Don't enbed illustrations, tables,

and phot ographs as separate sheets, and
indicate in the text where they should
go. Label each sheet appropriately eg
Figure 1, Table 1 and so on

graphs, photographs into the
typescript — it only has to be
unscranbl ed | ater when we nove to the
desk top publishing stage

Do collate all itens for each copy of
the article together and join themwth
a paper clip or put themin a punched
pocket.

Don't staple pages together — they
only have to be unstapled at this end

Do ensure that the first page of the
article includes:

(a) An explanatory title, being as
short as possible but clearly

i ndicating the contents of the article.
(b) Author(s) nane(s).

(c) A brief description of the article,
in not nore than 30 words, to attract
the reader’s attention (not necessary
in the case of a Science note).

(d) An abstract of not nore than 100
words including two or three key words
encapsul ating the article (not
necessary in the case of Science

Not es) .

(e) Pages shoul d be nunbered.

(f) At the end of the article a note of
the position held by the author(s),

and, if desired, brief relevant

bi ographi cal details, e-mail address
and/ or other contact details, should be
gi ven.

(g) The word count for the article
(i ncluding references) should be
i ncluded at the end of the article.

Don’t use |long-wi nded titles

Don't | eave out page nunbers or the
word | engt h.

Don't forget the description and the
abstract as it is better that this is
fromthe author rather than fromthe
editors.

Don't forget short biographica
details as readers like to know who
the author is; where they work, and
what they do.

Don't forget contact details at the
end of the article. Readers may w sh
to contact you to discuss the article,
find out nore or, worse, point out
your errors!

Do try and keep to a reasonable word
length. Nornmally articles are between

Don't be prolix. Reviewers will
suggest where cuts can be nmade or




2000 — 4000 words and science notes are | where plainer |anguage coul d be used.
no nore than 2000 words.

Do try and keep the nunber of Don't refer to items that nmay be

references to a mninmum e.g. if you difficult for the vast majority of SSR

refer to Smith (1986, 1992, 2001) and : :
Smith (2001) contains the references to readers (UK science teachers) to find.

Smith (1986, 1992) then give the | atest , ) .
reference only. Don’t be afraid to refer to itens

Do follow the referencing convention across a range of sources (see bel ow)
used in SSR (see advice bel ow)

Do ensure that all texts referred to in
the text are referenced in the
references — if you don’t it creates
extra work and del ays the production of
your article

Do obtain perm ssion to include any Don’'t sinultaneously subnit itens
material for which sonebody el se owns el sewher e

copyright before the article is
submtted. This is the author’s
responsibility and the editor may only
advi se.

Subnmitting nodified and accepted versions

Do refer to the item s unique nunber in | Don’t expect the SSR teamto recoll ect

all correspondence your iteminstantly fromyour file
nanes.
Do address the reviewers’ suggestions Don't ignore reviewers' conments

or if not then explain, in witing, why | Respect the care and effort they nake
your nodified version is preferable to to I nprove your item
their suggestions.

Do ensure that text for returned Don’t enbed tables, graphs, and images

nodi fied e-versions is either in doc or |into an e-version of the text —

rtf formats, and all tables, graphs, believe it or not, it does not help.

and inmages are in separate files in

appropriate formats (see bel ow). Don't return inmages in doc or rtf
format s.

Do ensure that you have obtained in Don’t assune the editorial staff wll

witing all perm ssions for copyright do this — we can advise and hel p but

and/ or from peopl e in photographs (see ultimately we are not responsible for

bel ow) . obtai ni ng any necessary perm ssions.

The tinmetable, procedures for processing and dates of publication for
unsolicited articles

Aut hors may be concerned about when an article will be published. SSR is
refereed and printed and both these processes take tine.

Referees review articles in their spare time and as a voluntary professiona
servi ce. It is usual to request nodifications and reviews and referees’
coments are returned to authors as soon as we can. Aut hors are asked to
return nodified copy as soon as they reasonably can

When the text is finally accepted it then has to be paged and further m nor
nmodi fications and clarifications are often requested. Al authors of articles
and notes receive page proofs and nust peruse and nake any m nor corrections
to the text as requested.

When a paged article is accepted then it is usually published within the next
four issues. Wich issue an article goes in is a conpronise depending on the
article' s topicality, subject, focus, length, if it need b&w or colour and so
on.

The process from subnission to publication takes nonths not weeks.
More detail ed advice

1 Edi torial procedure

Normal ly, all articles/Science notes submtted to SSR are acknow edged and




sent to three referees for comment on content, relevance, and style. In the
light of these comments the Editor will then accept or reject the article, or

return it with suggestions for nodification. Modi fied articles are revi ewed
again and the nodified article may be accepted or further nodifications nay be
request ed.

Once an article is accepted, the Editor will be pleased to receive it on
disk or as an e-mail attachment, where possible. Please give details of any
sof tware used (especially for artwork).

Articles will be sub-edited for clarity and brought into line with SSR s
style. The author’s approval will be sought for any major alterations. In due
course, authors will receive page proofs to check. No changes to content can
be nade at this stage

2 More detailed points of style

2.1 Readability

SSR has an international readership and this should be borne in mnd when
witing. Authors should enphasise the level at which their article/Science
note is aimed. Articles should be succinct. Technical terns shoul d be used as
sparingly as possible. Acronyns should be spelt out when first used. Wen
mentioning particular curricula, exam nations, school grades, etc., the
country and age and ability range under discussion should be specified.

Use devi ces such as subheadings, ‘bullets’ and ‘boxes’ (e.g. for background
information) to help break up the text and nmake it nore accessi bl e.

2.2 Usi ng quot ati ons/extracts

Al'l quoted material should read exactly as in the original. Please check such
quotes carefully and include full details of the source in the reference.

2.3 Units, synbols and nonencl ature

The International Systemof Units (SI) should be used throughout. Synbol s,
abbrevi ati ons and nonmencl ature should foll ow Signs, synmbols and systenatics:
The ASE conpanion to 16-19 Science (ASE, 2000).

2.4 Tabl es

Tabl es shoul d be nunbered consecutively, Table 1, Table 2, etc. Tables should
be put at the end of the article and their approximate positions in the text
mar ked. Tabl e captions and headi ngs shoul d be sel f-explanatory and as far as
possi ble, set out in the style of the journal

2.5 Ref er ences

Books and journals
The nunber of references at the end of an article should be kept to a m ni nmum
for nmost articles we would not expect nore than ten references. Only sources
actually referred to in the text, and which are publicly avail able, should be
cited. Please refer to a copy of SSR fromissue no. 283 onwards for style,
whi ch is outlined bel ow

Ref erences in the text should be given as follows: Brown and Smith (1990) or
(Brown and Smith, 1990). Were a source has three authors, all their nanes
shoul d be given when reference is first made in the text, thus: (Brown, Snith
and Jones, 1990), but subsequently (Brown et al., 1990) is sufficient. Sources
with nore than three authors should be cited as (Brown et al., 1990) in the
first reference al so

When an author has two or nore publications in one year the references
shoul d be distinguished by referring to Brown (1990a) and Brown (1990b), etc.
Where nore than one reference is given at the sane point in the text, they
shoul d be listed chronol ogically.

Ref erences at the end of the article should be listed al phabetically by the
nanes of the first authors and should include the author’s initials, the year



of publication (in parentheses) and the full title of the article or book
Titles of journals nust be given in full, followed by the volune and issue
nunber, and the first and | ast page nunbers in full

Ref erences to papers in journals should be in the foll owing style:

Ward, A. (1990) Matters of gravity B a topic for discussion. School Science
Revi ew, 71(257), 111-116.

Ref erences to books and nonographs shoul d include author(s) or editor(s), year
of publication (in parentheses), title of book (in italic), edition, chapter
and/ or page reference (if desired), town of publication, and publisher, in

that order. For exanpl e:

Sykes, P. (1985) A guidebook to nechanismin organic chenistry. 6th edn, pp
179P182. Harl ow, Essex: Longman

I nternet resources

Websi t es

You will need to give as many of the following itens as are avail abl e: author
title, date, publisher, date you accessed the nmaterial (because the site nmay
be updated between the tine you use it and the point at which a reader refers
toit) and the URL. For exanpl e:

ClA Wrld Fact Book, 1999: Ecuador. Visited: Aug 2000. URL:
http://ww. odci . gov/ci a/ publications/factbook/ec. htm

Australian Psychol ogical Society (1999) Considerations for psychol ogists
provi di ng services on t he i nternet. Vi sited: Aug 2000. URL
http://ww. psychsoci ety. com au/ about /i nt er net . pdf

E-mai | correspondence

To reference material you have gathered froman e-mail correspondence, you
need to give author, date of nessage, subject of nessage, recipient’s nane,
[On-l1ine], and availability (i.e. recipient’s e-mail address). For exanpl e:

Rogers, W (19 Septenber 1996) The nutritional value of the potato [e-mail to
P. Squire], [On-line]. Available e-mail: p.squire@we. ac. uk

Audi ovi sual materials

It is crucial that, as with all referencing, when you are citing videos and

ot her audiovisual materials, you follow a consistent format, and renenber that
the key to a good reference is that it allows the reader to trace the origina
item

Feature fil ns
Provide filmtitle, date, director and producti on conpany. For exanple:

Sone like it hot (1959) Directed by Billy Wlder. United Artists.

Trai ning and conmerci al vi deos
G ve as much information as you can, and indicate that the itemis a video.
For exanpl e:

Meetings bl oody neetings (1992) [Video] Video Arts.

O f-air recordings
You should provide all the information needed to give the original programe
details. For exanple:

Twenty steps to better managenent: thriving on change (1999) BBC2. 7 June.

3.6 Ref erences to sources

Al'l source references (for materials, visual aids, websites, posters, etc.)
shoul d be checked personally by the author to ensure that they are up to date.
Ful I addresses including postcodes shoul d be given where appli cabl e.

3.7 Sof t war e



Prograns and applications referred to in articles or notes should be clearly
referred to so that a reader could locate it, e.g. E the data was entered into
an EXCEL spreadsheet and then processed, the diagrans were drawn using Core
Dr aw.

If innovative software is integral to an article or Note, four copies of the
software nust be subnmitted, along with the text, for distribution to the
r ef er ees.

4 Il lustrations

4.1 Fi gures and figure captions

Illustrations (including photographs) should be nunbered consecutively, Figure
1, Figure 2, etc. Their approxi mate positions should be marked in the hard
copy/text file. Each figure needs a caption

There should be hard copy of every illustration (even if in the text file)
on a separate sheet with the author’s nane and figure nunber lightly pencilled
on the back of the sheet.

Phot ogr aphs should be sinmlarly marked on the back, with the top of the
phot ograph i ndi cated where necessary.

Fi gure captions should be listed in nunerical order at the end of the
article.

4.2 Phot ogr aphs

Articles and Notes in SSR are greatly enhanced by the use of photographs.
Ther ef ore SSR encourages authors to include apt photographs with subnmitted
articles and notes. Authors nust obtain and subnmit a person’s witten consent
(or parental consent for those under 18) to use her or his image if they are
clearly recognisable in the inmage. Further advice can be obtained fromthe
editor.

The content of a photograph should focus on the activity not on a particul ar
child and should avoid full face and body shots. People in |aboratory
settings nust be shown follow ng appropriate safety gui delines and wearing
safety attire appropriate to the activity being illustrated.

Good quality colour or black-and-white photographs or transparencies are
acceptable, as are electronic versions as TIFF files or JPEG files. \Were
possi ble, the insertion of a scale on the photograph is preferable to a
statenent of magnification in the caption

Aline illustration is preferable to a poor quality photograph

Col our phot ographs or transparencies for possible cover use are very
wel come. Wilst all reasonable care will be taken with photographs and
transparencies sent to SSR they are sent at the owner’s risk and neither the
ASE not its agents accept any liability for |oss or damage.

5 Safety

When witing for SSR, if any practical activities are described, contributors
shoul d:

1 ldentify all hazards (e.g. CORRGSIVE, RISK OF ELECTRIC SHOCK, BI OHAZARD. . . ).

2 Specify appropriate safety precautions (e.g. use fune cupboard, not suitable
for students below the sixth form ...).

3 Check that the procedures are, as far as possible, in accordance with
commonl y adopted general risk assessnments. Reference can be nmade to the
foll owi ng publications:

Hazcards (CLEAPSS, 1995 and | ater)

Topics in safety, 3rd edn (ASE, 2001)

M crobi ol ogy: an HM guide for schools and FE (HVB0, 1990)
Saf eguards in the school |aboratory, 10th edn (ASE, 1996)



Hazar dous chemicals: a manual for science education (SSERC, 1998)

Be safe! Health and safety in primary school science and technology. 3rd edn
(ASE, 2000)

Saf ety in Science Education (DfEE, 1996)

4 Draw attention to the need for any COSHH ri sk assessment, indicating whether
a special assessment is likely to be necessary. COSHH ri sk assessments are
necessary for all activities involving mcro-organisns, and for al
chemicals (whether used or made in the activity) classed as IRRI TANT, HARMFUL,
TOXIC, VERY TOXIC Or CORROSIVE. Al though not strictly necessary, it is our
policy also to include oxiD SING FLAMMABLE, EXPLOSIVE and RADI OACTIVE subst ances.
The classification of sone chemi cals nmay be unexpected, and should al ways be
checked, for exanple by reference to a good up-to-date catal ogue, such as
that of BDH. Authors wanting sonme indication of the likely acceptability of
a novel activity should refer to Preparing COSHH ri sk assessnments for
project work in schools (SSERC, 1991).

5 Remind readers that if pupils are involved in project work or open-ended
i nvestigations, the teacher nust always check their plans before practica
activities can begin.

6 You nust carry out risk assessnents on practical work that you are
describing, and should indicate the | evel of student for which it is
intended, e.g. Year 9 or Sixth form (see any copy of SSR, Safety note, p.
6) .

6 Copyright

1 The copyright of any article published in SSRis held by the author with the
exception of diagrammatic material which has been redrawn by our artist, for
whi ch the author and the Association for Science Education jointly hold the
rights.

2 To encourage maxi num use of material contained in SSR the Association and
the authors of published articles are pleased to all ow school and ot her
educati onal establishnments to reproduce articles fromthe journal, free of
charge, on request to the Association. Material reproduced should only be
used for educational and other non-commercial purposes, and should carry an
acknow edgenent of the original source.

3 Science teachers’ associations which are nmenbers of the Internationa
Counci | of Associations for Science Education (1 CASE) nmay reproduce articles
fromSSR in their own journals without prior perm ssion, but the Association
does expect to receive a copy of the issue containing the article.

4 Individual s and organi sations, other than those nentioned above, wi shing to
reproduce any article or part of an article nust contact the Editor at ASE
Headquarters in the first instance.

5 The ASE reserve the right to reproduce SSR articles on the ASE website.

7 Ofprints

Ten offprints are sent out free to authors of mpjor articles and six off
prints are sent out free for authors of Science Notes.

SSR (School Science Review) is a journal for those teaching science to pupils
and students aged 11-19 and all those interested in this aspect of education.
SSR is the flagship journal of the Association for Science Education (ASE)

It is a highly regarded periodical, produced quarterly. Contributions are
generally unsolicited and are subnitted by a wi de range of people with an
interest in science education including teachers, academ cs, and scientists.
Al articles are refereed. SSR occupies a unique ni che between academnm c and
prof essional journals in UK science education 11-18.



At present it conprises 144 pages, B5 in size, with a card colour cover. SSR
has a print run of 17 000, which is sent to all national and internationa
secondary menbers of the ASE, with 1 000 copies to libraries in teacher
training institutions worldwide. It is indexed and abstracted in the

Educati onal Resources Information Center (ERIC) and the British Educationa
Index (BEI). Its ISSNis 0036-6811

The ASE is a registered charity (no. 313123) and a non-profit nmaking,
educational association. SSRis not for public sale and is only avail abl e by
|ibrary subscription or personal subscription of ASE nenbers.

Whi | st nost readers are teachers in schools and coll eges, a significant nunber
of teacher educators and education researchers also read the journal. SSRis
di stributed worl d-wi de.

The Editor welcones articles, science notes and letters, and offers help and
advi ce to new aut hors.



