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Author checklist

Kindly use the following checklist when submitting manuscripts to the International Journal
of Social Welfare (1JSW), via our online submission system ScholarOne Manuscripts. If you
have difficulty using the online system for submitting your manuscript, please don’t hesitate
to contact the Editorial Office.

We have standardised the format of incoming manuscripts, not to stifle author creativity —
which is better directed toward formulating the text — but rather to simplify the work of our
referees and, for accepted articles, that of the copyeditor and typesetters.

Upon submission, please include a cover letter stating that the work has not been
published before, is not being considered for publication elsewhere and has been read and
approved by any and all co-authors. Should the manuscript be accepted for publication in the
Journal, authors are required to agree to the copyright terms as outlined in the IJSW Author
Guidelines. The author is responsible for all statements contained in the article, including
changes made by the copy editor, which must be reviewed in proof.

Length
O Abstract, maximum 150 words.

O Main document, maximum 6000 words including footnotes, excluding the Abstract,
tables/figures and references.

Language

O Correct English that meets the requirement of effective scientific communication.
Manuscripts that do not meet this requirement will be returned to the author for
professional language editing. A list of independent language editing services can be
found at: http://authorservices.wiley.com/bauthor/english_language.asp

O Contributions from the United States and Canada may use American punctuation and
spelling (organization, analyze, labor, etc). Contributions from all other countries use
British punctuation and spelling (organisation, analyse, labour etc.)

O For words that have optional spelling (world-view/worldview, child care/ childcare, well-
being/wellbeing etc.), choose one and use it consistently throughout the document.

Author anonymity

O To ensure anonymous peer review, the names of the authors are not to appear anywhere in
the main document or in the tables/figures. When the document is open, check that your
name does not appear under Properties. Click on File/Arkiv, click on Properties/
Egenskaper, click on General/Allméant and delete the name that appears there. It is the
name of the person to whom the Word programme is registered.

O Information on the authors is to appear in an own document and uploaded separately in
Manuscript Central as Title page. See below under the format checklist.

O Citing own work: replace references to the submitting author’s own work by the word
‘Author’ followed by the year of publication. Use the same notation in the reference list
and place it at the head of the list. Do not include the title(s) of the work(s) in question.
Instead, submit them in a separate document and save it on your computer. You can also
upload this list in Manuscript Central as a ‘Supplementary files not for review’.


http://authorservices.wiley.com/bauthor/english_language.asp

Standard format for the main document

O

O

Size A-4 A4 (210x297 mm) or United States letter size (8.5x11 inches) with 2.5 cm
margins all around. Avoid footnotes and appendices.

Use Times New Roman typeface with a 12 pitch font (12 characters per inch) for the body
of the text and the tables. Figures are to be in Camera Ready Copy using an optional
typeface that is clear and easy to read.

Submit the Title page as a separate file containing the title of the article, names of the
authors and their institutional affiliations, key words, a short running title and the name
and complete mailing address (including post code) and phone and fax numbers of the
author responsible for correspondence.

Use only three levels of headings: Level 1, 14 pt, bold, lower case except for first letter in
the first word: Level 2, 12 pt, bold/italics, lower case as above; Level 3, 12 pt italics,
lower case as above.

Indent all paragraphs except the first one under a heading; right-hand margin is
unjustified; no extra space between paragraphs.

Tables/figures are to be submitted as a separate file with self-explanatory legends.
Indicate the approximate location for tables and figures in the text, e.g. Table 1 to feature
here. Centring this information in bold makes it easier to spot it in the text. Figures are to
be submitted as Camera Ready Copy, i.e. ready for printing.

Cited references for the work of other authors should have the format: Compton &
Galaway, 1990. If more than one article by the same author(s) in the same year is cited,
use the letters a, b, etc. after the year. For articles by more than two authors, name all the
authors at first mention and then use the first author plus et al. for additional mentions.
For articles by more than four authors, use the first author’s name plus et al. When several
authors are cited at the same time, list them in alphabetical order (not chronologically).

Reference list: all references cited in the text — and only those — are to be listed at the end
in alphabetical order by surname. References by the same authors are to be in
chronological order with most recent last. Check that the text citations correspond exactly
with the reference list. Give journal and book titles in full. If non-English references are
included, translate the title of the book or article. For example: Plovsing J, Jérgensen W
(1979). Byfornyelse pa Norrebro [Urban renewal in Norrebro]. Copenhagen, National
Institute for Social Research (Publication No. 90).

Format for authored book: Compton BR, Galaway B (1979). Social work processes (2nd
edn). Homewood, IL, Dorsey Press.

Format for chapter in an authored book: Maluccio AN (1985). Education and training for
child welfare practice. In: Laird J, Hartmann A, eds. A handbook of child welfare, pp. 5—
15. New York, Free Press.

Format for journal article: Midgley J (2001). The United States: welfare, work and
development. International Journal of Social Welfare 10(4): 284-293.

Proofs are to be returned by airmail, fax, or email attachment using ‘sticky notes’ to mark
the PDF copy. The author must pay the cost of major alterations in the proofs against the
manuscript.

Good luck with your article submission.
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