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THE WRITER’S RESPONSIBILITIES 
 
1. THE WRITER IS RESPONSIBLE FOR ALL THE CONTENT IN THEIR PAPER, AND MUST ENSURE ITS 

ACCURACY AND LEGALITY.  
 
2. Copyright remains with the author of the paper. 
 
3. The paper must be original and not published elsewhere. 
 
4. The writer is responsible for content, consistency and continuity.  
 
5. The complete text must be in a single Word document (format doc or docx). OpenDocument 

format is also accepted. 
 
6. You must use single line spacing throughout, justified throughout, Times New Roman 

throughout, 14pt throughout. Do not indent paragraphs. 
 
7. Subheads should be in bold, sub-subheads in bold italics. Subheads and sub-subheads should 

be unnumbered. If you find you require three levels of subheading, you probably need to 
revisit your writing plan. 

 
8. Figures and Tables should be included in the text at the approximate point of insertion; the 

actual point of insertion may need to be changed for publication. Figures should be simple 
bitmap objects included as in-text objects, and at high resolution. Tables should be 
presented in standard, simple form: do not use special borders or formats. DO NOT INCLUDE 
TABLES AS IMAGES. Figures and Tables should be given a title in bold, as follows: 

Figure/Table 1: How the numbers came out 

 
9. The list of references should include only items referenced in the paper, it is not a reading 

list. 
In-text references can include “et al” where there is more than one author, but the 
reference list at the end of the paper must fully list all authors and editors. 
Listed references MUST be in the following format (authors in bold, book title or journal title 
in italics, everything else in normal font): 
Stephen Budiansky (1998). If a Lion Could Talk: How animals think. Weidenfeld & 

Nicolson: London, UK. 

Bengt Altenberg & Marie Tapper (1998). The Use of Adverbial Connectors in Advanced 

Swedish Learners’ Written English. In Sylviane Granger (ed), Learner English on 

Computer. Longman: London, UK, pp80-93. 

Marc D. Hauser, Noam Chomsky & W. Tecumseh Fitch (2002). The Faculty of Language: 

What is it, who has it, and how did it evolve? In Science vol 298 22 November 2002, 

pp1569-1579. 

The reference list must be in English alphabetical order of surname. 
Do not include DOI references. If you use an automated referencing engine like EndNote, 
ensure that all automated referencing is removed from the in-text references and reference 
list before submission. 

 



10. FAILURE TO COMPLY WITH THESE RULES MEANS THAT YOUR PAPER MAY BE REJECTED FOR 
PUBLICATION BY THE EDITORS OR BY THE PUBLISHER. 

 
WHAT THE EDITORS WILL DO 
 
1. The editors ensure that the submitted paper was actually presented at conference as a 

paper or poster. 
 
2. The editors review the submitted paper to ensure it meets the submission criteria set out 

above. If it does not, they will return the paper to the writer for correction. 
 
3. The editors may also read the text and make suggestions or instructions for improving it. 

These will be sent to the writer so that the paper can be amended. 
 
4. The editors can reject a paper at any time if they feel it is not appropriate for their volume. 

The editors’ decision is final. 
 
 
WHAT THE PUBLISHER WILL DO 
 
1. The publisher converts the papers submitted by the editors to the final publishable format, 

then produces and publishes the final volume.  
 
2. The publisher will make a reasonable effort to correct any outstanding issues with the text. 

However, if the paper received is not in a format which is publishable (e.g. tables have been 
included as bitmaps, or the referencing is not to the standards required) the publisher 
reserves the right, in consultation with the editors, to exclude the paper from the volume.  

 
3. The submitted papers will be converted to publication format, as below. 
 
 
HOW THE PAPER WILL LOOK AFTER EDITING 



 


