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Guidelines for authors and contributors to books (continued)

International readership

General: Mac Keith Press publications have a wide international readership. It is important to avoid a parochial approach and to consider always how issues might be viewed in other countries. This particularly applies to service provision (health, social services and education), which may have widely differing structures in different parts of the world. 

Drug names: When describing drug treatment generic names for drugs should be used, not local brand names.

Structure of chapters

Planning: We suggest that editors and authors develop a detailed outline for each chapter during the planning stages of a book. Establishing a uniform structure for the content of chapters can save hours of reorganization and editing of the final manuscript. Consistency of approach is particularly important for multi-author books.

For example, when a number of clinical conditions form the subjects of different chapters, it helps the reader if there is consistency about which areas of information are needed, and in what order. This may include 


Classification 
Differential diagnosis


Prevalence/incidence 
Treatment and management


Epidemiology
 Short and long term outcomes


Definition of condition 
Economic aspects


Aetiology including genetics
Investigations including imaging


Pathophysiology
Co-morbidities


Clinical features
Service implications


Diagnosis
Implications for future research

Summaries: Consider whether a concluding section or summary is appropriate in each chapter, and again ensure that a consistent approach is taken.

Avoiding overlap and conflicting information: In order to achieve a tight integration between chapters, we recommend that the authors of chapters with potential overlaps communicate with one another before or as they write. Some areas may need covering in more than one chapter, in which case they need to be cross-referenced. The editors will have an overall view of the book when all the chapters are in and will then identify any remaining areas of overlap and redundancy or need for cross-referencing.

Common nomenclature: Use a common nomenclature throughout the book. It is useful to define and agree on frequently used terms at the outset. 

Acronyms: We prefer to use as few as possible. Those that are used must be spelt out in full at their first appearance. If it is necessary to use many acronyms, a list of them could be included as an Appendix.

Case vignettes:We recommend the inclusion of clinical case vignettes to increase the clinical flavour of the book.

Terminology

· ‘Learning disability’ or ‘intellectual disability’ is generally used outside North America, with ‘mental retardation’ in North America.

· We encourage child-first language, e.g. ‘The child with cerebral palsy’ rather than ‘the cerebral palsied child’.

· We prefer the term ‘disability’ to ‘handicap’.

· We prefer the term ‘participant child’, ‘patient’, ‘person’, or ‘individual’ to ‘subject’ or ‘case’.

Spelling and English usage

We use US spelling for books originating from the US and British spelling for all other books. For multi-authored books, we use the spelling preferred by the book’s editor(s) throughout the book. We recommend that authors whose first language is not English have their manuscripts read by a fluent English speaker before submitting them.

Presentation of manuscript

Please supply an electronic version in Microsoft Word, either on disk or by email, with the text, tables and figures for each chapter saved as separate files. 

Please supply also one complete print out of everything that is on the electronic version (including laser-printed copies of any illustrations). It is very important that the paper and electronic versions should be identical when they leave you.

References

General: Generally each chapter has its own reference section. Bearing in mind our books’ international readership, references should cover the international literature and be as up to date as possible; with most coming from within the last 10 years. Before the final manuscript is submitted it is important to check that the most recent references are included. 

Abstracts and submitted papers: we do not recognise abstracts, unpublished conference papers, or submitted (as opposed to accepted, or ‘forthcoming’) papers as proper citations to the literature; authors should cite only peer-reviewed, published material; submitted material should not be listed with the references but cited only in text, followed by ‘(AB Smith, personal communication 1999)’.

Styling: Please follow these instructions closely, and take particular care to use commas, semi-colons and full stops (periods) only where shown in the examples.

1) In text: 

The Harvard system should be followed, that is, references must not be numbered in text, but rather the authors should be given: e.g. ‘(Smith and Brown 1999)’. Where there are more than two authors write ‘(Smith et al 1999)’. Where there is more than one reference in a group, they should be shown in date order, and where there is more than one in the same year, in alphabetical order: e.g. ‘(Jones 1995, Adams 2000, Brown 2000)’.

2) In the reference list: 

Journal articles: all authors should be listed with initials, followed by the date, full title of the article, journal title in its abbreviated form (go to http://www.nlm.nih.gov/tsd/serials/lji.html for the Index Medicus list of recognised abbreviations), followed by volume number and page numbers:


Smith AB, Jones CD, Bloggs EF. (1999) A developmental study of 3-year-old children in a London borough. Dev Med Child Neurol 33: 123. 

Journal letters, etc: if an article has only one page number, the nature of the publication should be stated in parentheses at the end of the reference:

Smith AB, Jones CD, Bloggs EF. (1999) A developmental study of 3-year-old children in a London borough. Dev Med Child Neurol 33: 123. (Letter.)
Book - chapter: all authors, followed by date, then chapter title, then editor/authors of book and book title, followed by city/state of publication and publisher's name, then page numbers: Smith AB(1999) The development of 3-year-old children. In: Jones CD, Bloggs EF, editors. Development of Children in Inner-city Boroughs. London: Mac Keith Press. p 23-34. 

Book - whole book: all authors/editors, followed by date, title of book, then city/state of publication and publisher's name. Page numbers are not necessary:

Jones CD, Bloggs EF, editors.(1999) Development of Children in Inner-city Boroughs. London: Mac Keith Press.

Figures (photographs, line drawings, and graphs) 
· Authors should supply EPS (line art) or TIFF (half-tone/photographs) files only.
For scanned images, the scanning resolution (at final image size) should be as follows to ensure adequate reproduction: >800 dots per inch (dpi) for line art; > 300 dpi for half-tones; > 600 dpi for figures containing both half-tone and line images.

· EPS files should be saved with fonts embedded (and with a TIFF preview if possible).

· Black and white images should be supplied as grayscale.

· Multipart figures should be supplied in the final layout in one file.

· For some helpful general hints, see http://www.blackwellpublishing.com/bauthor/illustration.asp (ignore their specific guidelines, as their journal typesetters can accept more formats than our book typesetter).

· The following artwork packages give suitable quality formats when dealing with electronic artwork and allow you to ‘save as’ or ‘export’ as TIFF and EPS:
Adobe Illustrator 7.0 and above (EPS)
Adobe Illustrator 9.0 (EPS; also export TIFF)
CorelDRAW 7.0 and above (EPS)
Deneba Canvas 6.0 and above (EPS)
Adobe Photoshop 4.0 and above (TIFF)

· Please do not present figures as Word files or in PowerPoint, or embedded in your main text file.

Numbering: figures and tables should be numbered by chapter, e.g. those in Chapter 3 will be Figure 3.1, 3.2, 3.3, and Tables 3.1, 3.2, 3.3. No figures should be included which do not appear in text.

Miscellaneous style points

· Headings and subheadings – In general, no more than three levels of headings should be used (main head, subhead, sub-subhead).

· Abbreviations – Write USA, EEG, etc., not U.S.A. or E.E.G.

· Percentages – do not apply percentages to data when the sample size is less than 50.

· Quotations – use single quotations and send in a photocopy of the relevant page(s) of the original publication.
Permissions

Permissions must be sought from both authors and publishers if figures or tables are to be reproduced or direct quotations made. Photocopies of ‘permission granted’ letters should be sent with your typescript to Mac Keith Press. Note that permission is required from the copyright holder even if you are adapting an illustration, and it is important that the copyright owner understands and approves the nature of any adaptations being made. We suggest that you start seeking permissions as soon as possible, to avoid delays later in the production process.
Ethical and legal considerations 

You are responsible for the ethical and legal standards of your contribution. If patients are identified or identifiable you must obtain written informed consent from the patients, or their families, specifically for the account and/or pictures to be used in a publication. Permission letters must be sent to Mac Keith Press when your manuscript is sent in. We do not now accept photographs with masked-out features as an alternative to obtaining informed consent.
It might be worth checking that you have insurance cover for risks of this sort: most professional bodies offer cover to their members.
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