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Originality of article statement 

All submitted articles must not be under consideration for publication anywhere else, nor have been 
published in any form prior to submission to any UCL Press journal. By submitting, authors are 
agreeing that the submission is original except for material in the public domain and such excerpts of 
other works have written permission of the copyright owner. Where there is potential for duplication 
authors must correctly reference and cite the work. 

Co-publication of an article, as agreed with the publisher and journal, may be considered in 
accordance with the ICMJE guidelines on overlapping publication, at the discretion of the Editor. 

Authorship and author consent policy 

All listed authors must have made a significant contribution to the article in the manuscript and have 
approved all its claims. Authors are required to include an authorship statement in their manuscript 
to outline how each author contributed to the paper, after any acknowledgements in the article. For 
journals operating a double blind peer-review process, this information should be removed from the 
main manuscript file for peer review. 

UCL Press adheres to the statement of authorship as outlined by the ICMJE statement, and considers 
an author of an article to have: 

 made substantial contributions to the conception or design of the work; or the acquisition, 
analysis, or interpretation of data for the work; AND 

 drafted the work or revised it critically for important intellectual content; AND 

 made final approval of the version to be published; AND 

 agrees to be accountable for all aspects of the work in ensuring that questions related 
to the accuracy or integrity of any part of the work are appropriately investigated and 
resolved. 

For suspected and incorrect authorship, UCL Press journals will refer to the UCL description of 
authorship misconduct as outlined here and follow COPE guidelines.  

Submissions 

Covering letter: 
Covering letters are welcome to be submitted with the manuscript for the Editors reference. Should 
you wish to provide one, please briefly summarise your manuscript, its findings, major themes, 
relevant discussion points and any disclosures including conflicts of interest the Editor should be 
aware of. 

File size and formatting: 
Please submit your manuscript main text/body as Microsoft word (DOC, DOCX). Images and tables 
can be included in the main manuscript file, but will be requested as separate files if accepted for 
publication. Any supplementary material should be submitted as separate files and referenced in the 
main text, or designated for review purposes only (including clarifying this in your covering letter to 
the Editor if relevant.) No one single file should exceed 20 Mb, should you require submitting a file 
exceeding this size, please contact the journal Editors for further advice. 

ORCiD 
ORCID helps researchers to record and report their work by providing researchers with a personal 
unique identifier that can be kept throughout their career. UCL Press journals can now implement 
ORCiD in publications and authors are encouraged to register with ORCiD and enter their ORCiD 
details on submission. To register, follow the instructions on the ORCiD web pages at 

http://www.icmje.org/recommendations/browse/publishing-and-editorial-issues/overlapping-publications.html
http://www.icmje.org/recommendations/browse/roles-and-responsibilities/defining-the-role-of-authors-and-contributors.html
https://www.ucl.ac.uk/research/integrity/policies-and-guidelines/publication-and-authorship
http://publicationethics.org/resources/guidelines
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https://orcid.org/, or for UCL authors please visit the UCL Open Access pages 
http://www.ucl.ac.uk/library/open-access/ORCID.  

English language 
All publications are in English (UK). In order to facilitate rigorous and high quality peer-review, all 
manuscripts should be submitted to a high and coherent level of English language. Should you 
require help when writing your manuscript, a native English language colleague may be well suited to 
help edit the level of English language in the manuscript. You may also want to consider using a 
professional English language editing service to improve the level of English language. 
Please note that by using professional English language editing services does not guarantee 
manuscript acceptance in the journal, and you may be charged for these services. 

Image permissions and copyright 
Please ensure that where the copyright of any image or figure is used in the manuscript, appropriate 
permission to reuse in an open access journal publication has been obtained in writing and signed by 
the copyright holder. Please contact UCL Press for any questions, at uclpresspublishing@ucl.ac.uk  

Data and materials 
UCL Press encourage authors to make all datasets and materials on which the conclusions of the 
manuscript rely to be publicly available as either in publically open repositories (where available and 
appropriate) or presented in the main paper or additional supporting files, in machine-readable format 
(such as spread sheets rather than PDFs) whenever possible. 
UCL Press journal authors are encouraged to follow the FAIR data principles - to make data 
Findable, Accessible, Interoperable, and Re-usable. Further information and guidance on these 
principles are outlined at https://www.force11.org/group/fairgroup/fairprinciples  

Anonymisation 

Double blind peer review 

Authors submitting to journals operating double blind peer review, where both the reviewers and 
authors are anonymised during review, should, in addition to the main manuscript word file as 
described above, also submit an anonymised version of the manuscript, stripped of all identifying 
references to the author(s) for peer review. 

Authors should submit the manuscript as: 

1. The complete manuscript not blinded, as a word file (.doc/.docx, etc.) and; 
2. An anonymous PDF version of the manuscript, stripped of all identifying references to the 

author(s) for peer review (anonym isation includes references to authors, acknowledgements, 
self references, and any electronic author identification., etc.) Manuscripts may be returned 
before peer review if manuscripts are not sufficiently blinded. 

https://orcid.org/
http://www.ucl.ac.uk/library/open-access/ORCID
mailto:uclpresspublishing@ucl.ac.uk
https://www.force11.org/group/fairgroup/fairprinciples
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Formatting 

Please prepare your manuscript under the following bold headings, unless specifically stated 
otherwise on the journal webpage and submission information: 

Title page (for non-blinded version) 

Include the full title, the full names of contributing authors including their institutions/affiliation 
and address, and their institutional email address (including ORCiD ID’s). The corresponding 
author should also be identified. 

Abstract 
Present the abstract as an overview of your article (up to 250 words), giving a summary of the 
contents and major themes. (Note that this will ultimately be used by search engines, and it will form 
part of the meta-data that will be seen first by people searching your article.) 

Keywords 
Please list up to 10 keyword terms that accurately reflect the article. 

Main body of text 
Please refer to article type descriptions on preparing the main body of text. 

List of abbreviations 
If any abbreviations have been used, please define and list them accordingly under this heading. 

Notes 
Use endnotes, not footnotes, for any additional notes and information. These appear at the end of the 
main text, before References. All notes should be used only where crucial clarifying information needs 
to be conveyed. 

Funding 
All sources of funding for the research reported should be declared, including any project codes. 

Declarations and conflict of interests  
Clearly state the following in the article: 

 Authors must declare any and all possible conflicts of interests and competing interests 

that may relate to the submitted manuscript, including all financial and non-financial 

competing interests. 

 Ethics or institutional review board approval of research statement (where applicable) 

 Consent for publication (where applicable) 

All manuscripts that involve humans including any images, videos, and any other personal 

and identifiable information, authors must have secured a signed and dated informed 

consent to publication form before submitting to the journal, and a statement declaring this 

must be included in the manuscript. Authors also declare that any and all relevant 

informed consent to publication and declaration forms are freely made available to the 

Editor(s) upon request. 

No conflicting interests:  

Where there are no conflicts of interests or competing interests, authors must clearly declare this 

under the same heading – usually as “The authors declare no conflicts of interest with this work”. For 

further information, please refer to the journal’s Editorial Policy. 

Acknowledgements 

The Acknowledgements heading mentions everyone whose contribution to the work you wish to 
recognise. Those that contributed to the paper but are not listed as authors can be acknowledged 
here. 

https://orcid.org/
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Author biographies 
If you wish to include a short biography of each author, please format under the author biographies 
heading and not as an endnote. 

Bibliography 
A full bibliography list should contain all the sources cited in the text. Any source not cited in text 
should not be included. 
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Referencing style 

All references should follow either the Notes and Bibliography or Author-Date system of The 
Chicago Manual of Style, 17th edition (using British punctuation and spelling).  

Notes and Bibliography 

The notes and bibliography system of documentation presents bibliographic information in a 
reference list; notes should be excluded from the reference list and made available as endnotes. In 
this system, sources are cited in numbered endnotes. Each numbered note corresponds to a raised 
(superscript) number in the text. Sources are also usually listed in a separate bibliography. If the 
bibliography includes the full reference details, the note need not duplicate the complete 
information. It is acceptable to use the shortened form in the note, even at first use, e.g. ‘Pollan, 
The Omnivore’s Dilemma, 101’. Avoid the use of ‘Ibid’, ‘As above’, etc. in endnotes when 
referencing. Please follow the examples below for style and punctuation (please note especially the 
use of capitals, italics and punctuation). 

Important note: Please include the DOI for each referenced work as a full working link, for example: 
Eichsteller, G., Cameron, C. ‘Editorial’. International Journal of Social Pedagogy, 2017, 6 (1), pp.1–5. 
https://doi.org/10.14324/111.444.ijsp.2017.v6.1.001  

Book 

Note 
Pollan, The Omnivore’s Dilemma, 101. 

Bibliography  
              Pollan, Michael. The Omnivore’s Dilemma: A natural history of four meals. New 
              York: Penguin, 2006. 

Chapter or other part of a book 
 
In the note, cite specific pages. In the bibliography, include the page range for the chapter or 
part. 

Note 
              Kelly, ‘Seeing Red’, 81. 

Bibliography  

Kelly, John D. ‘Seeing Red: Mao fetishism, Pax Americana, and the moral economy of war’. In 
Anthropology and Global Counterinsurgency, edited by John D. Kelly, Beatrice Jauregui, Sean 
T. Mitchell, and Jeremy Walton, 67–83. Chicago: University of Chicago Press, 2010. 

. 

E-book 
 

For books consulted online, include a URL or the name of the database. For other types of e-  
books, name the format. If no fixed page numbers are available, cite a section title or a 
chapter or other number in the notes, if any (or simply omit). 

Note 

Austen, Pride and Prejudice, chap. 14. 

Bibliography  

Austen, Jane. Pride and Prejudice. New York: Penguin Classics, 2007. Kindle. 

https://www.chicagomanualofstyle.org/tools_citationguide/citation-guide-1.html
https://www.chicagomanualofstyle.org/tools_citationguide/citation-guide-2.html
https://doi.org/10.14324/111.444.ijsp.2017.v6.1.001
https://doi.org/10.14324/111.444.ijsp.2017.v6.1.001
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Journal article 

 

In a note, cite specific page numbers. In the bibliography, include the page range for the whole article. 

For articles consulted online, include a URL or the name of the database. Many journal articles list a 

DOI (Digital Object Identifier). A DOI forms a permanent URL that begins https://doi.org/. This URL is 

preferable to the URL that appears in your browser’s address bar. 

 
Journal articles often list many authors, especially in the sciences. If there are four or more authors, 
list up to ten in the bibliography; in a note, list only the first, followed by et al. (‘and others’). For more 
than ten authors (not shown here), list the first seven in the bibliography, followed by et al. 

Article in a print journal 

Note 
Weinstein, ‘The market in Plato’s Republic’, 2009, 441. 

Bibliography  
Weinstein, Joshua I. ‘The market in Plato’s Republic’, Classical Philology 104 (2009): 439–58. 
 
Article in an online journal 

Note 
Keng et al., ‘Expanding college access in Taiwan’, 23. 

Bibliography  
Keng, Shao-Hsun, Chun-Hung Lin and Peter F. Orazem. ‘Expanding college access in Taiwan, 1978–
2014: Effects on graduate quality and income inequality’, Journal of Human Capital 11, no. 1 (Spring 
2017): 1–34. https://doi.org/10.1086/690235. 
 
 
Websites  
 
For a source that does not list a date of publication or revision, include an access date.  

 
Note 
Google, ‘Privacy Policy’. 
 
Bibliography 
Google. ‘Privacy Policy’. Privacy & Terms. Accessed 17 April, 2017. 
https://www.google.com/policies/privacy/.  

 

 

https://www.google.com/policies/privacy/
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Author-Date

Each example of a reference list entry is accompanied by an example of a corresponding 
parenthetical citation in the text. Please follow the examples below for style and punctuation. 
(please note especially the use of capitals, italics and punctuation). 
 
Book 
 
Pollan, Michael. 2006. The Omnivore’s Dilemma: A natural history of four meals. New York: Penguin.  

(Pollan 2006, 99–100)  

Chapter or other part of a book 
 
Ingold, Tim. 2010. ‘Ensembles of biosocial relations’. In Biosocial Becomings: Integrating social and 
biological anthropology, edited by Tim Ingold and Gisli Palsson, 67–93. Chicago: University of Chicago 
Press.  

(Ingold 2010, 67–70) 

E-book 

Austen, Jane. 2007. Pride and Prejudice. New York: Penguin Classics. Kindle. 

(Austen 2007, chap. 3) 

 
Journal article 

Article in a print journal 

 
Weinstein, Joshua I. 2009. ‘The market in Plato’s Republic’, Classical Philology 104:439–
58. 
 
(Weinstein 2009, 440) 

Article in an online journal 
 
Keng, Shao-Hsun, Chun-Hung Lin, and Peter F. Orazem. 2017. ‘Expanding college access in Taiwan, 
1978–2014: Effects on graduate quality and income inequality’. Journal of Human Capital 11, no. 1 
(Spring): 1–34. https://doi.org/10.1086/690235. 
 
(Keng, Lin, and Orazem 2017, 9–10) 

 
Website 

Google. 2009. ‘Google Privacy Policy’. Last modified 11 March, 2011. 
http://www.google.com/intl/en/privacypolicy.html. 
 
(Google 2009)
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House style 

Spelling 

 Authors should consistently adopt British spelling conventions (except in quotations from   
other sources, where the spelling convention of the original should be retained, or where 
stipulated specifically in by the journal – for example ‘World Health Organization’). 

 In British style, either -ise or -ize may be used, but one form should be used throughout. 

 

Punctuation 

 British style uses single inverted commas, except for quotations within quotations (which 
have double inverted commas). 

 Punctuation should follow closing inverted commas (except for grammatically complete 
sentences beginning with a capital). 
 

Hyphenation 

 Use a hyphen when two words form a compound adjective: middle-class families. 

 Hyphenation must be used consistently throughout your text. 
 Please follow Collins English Dictionary. 

 
Commas 

 An Oxford comma (also known as a serial comma) is a comma used after the 
penultimate item in a list of three or more items, before ‘and’ or ‘or’. We do not 
use the Oxford comma – commas should be omitted before the final ‘and’ or ‘or’, 
e.g. red, white and blue. The exception is if the meaning is ambiguous without one. 

 
Dashes 

 Spaced en dashes – not em dashes or hyphens – should be used. 
 Use unspaced en dashes not hyphens for page ranges, e.g.11–12, 22–29. 

Contractions and abbreviations 

 Avoid abbreviations where possible. If you need to use them please write in full at the first 
appearance with the abbreviation in brackets. You may repeat an abbreviation if it 
reappears later in your article. 

 Abbreviations are usually expressed without full stops, e.g. GNP, USA, PhD 

 British style contractions will have no full points (e.g. Mr, St, edn), though abbreviated words, 
which do not end with their final letter, will (e.g. vol., vols., ed., eds.). 
 

Capitalisation 

 Keep capitalisation to a minimum and use only for proper nouns and formal names of 
organisations, etc. 

 In most cases, ‘CE’ (Common Era) and ‘BCE’ (Before Common Era) 
 should be should be used in place of ‘BC’ and ‘AD’ and should be in small caps 
 

Numbers and dates 

 Spell out numbers one to nine, and use numerals for 10 upwards. 

 Elide numbers to minimum digits in ranges, e.g. 233-4; dates, e.g. 1993-4. Do not elide in 
titles and headings. 

 Centuries should be written as words not numbers, e.g. eighteenth century. Hyphenate if 
used as an adjective, e.g. eighteenth-century masterpiece. 

 Dates as British usage: 18 August 2015. 

 Comma for four digits 1,000. 

Italics and bold 

 Use both minimally. 

 Use italics and not bold for emphasising words within the text. 

 Use italics for the following: book and journal titles, newspaper titles, film titles, play titles, 
stage directions, foreign words/phrases (that are not in common usage), song titles, etc. 

 Please do not use italics or bold for quotations. 
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Semicolons and colons 

 A semicolon should be used to separate items in a complicated list (i.e. if the items in the 
list have internal commas or very long descriptions), or to separate two related but   
grammatically independent clauses. 

 Use semicolons sparingly in the main text. 

 Colons should primarily be used to introduce block quotations or lists. 

Quotations 

 Quotations should be indicated by single quotation marks but use double quotation marks 
for quotations within quotations. 

 Indent quotations of more than 50 words. Displayed quotations have no quotation marks. 
Any quotes within a displayed quote will have single quotation marks. 

 Quotations should remain exactly as they are in the original. 

 If the quotation is being used as part of your own sentence, please make sure it flows 
grammatically. If necessary, use square brackets to insert necessary words such as [and]. 

 Square brackets can also be used when clarification is needed in, for example, transcribed 
speech, e.g. ‘I thought he [the teacher] was just being kind’. 

 Three dots (i.e. an ellipsis …) with a space either side indicate where material has been 
omitted from a quotation. Do not place brackets around ellipses. You don’t need to use 
ellipses at the beginning or end of a quote, unless it’s a displayed quote that starts midway 
through a sentence with a lower case letter.  

 
Translations    

 If quoting from a non-English source, the quotation should usually be in the original 
language. Give translation (either author’s or from a published translation) if reader is 
unlikely to understand original language. The translation should usually appear in the text 
in parentheses immediately following the quotation but can be given in a numbered note 
if preferred. Alternatively, the translation can be given in the text and the original 
quotation in a numbered note.  

 
Parentheses (brackets) 

 If a complete sentence appears in brackets, the full stop should be inside the brackets e.g. 
‘James walked to work. (It was a Wednesday, so he had more time.)’. 

 Do not use punctuation marks before brackets unless the brackets contain a complete 
sentence. 

That/which 

 In a non-restrictive clause, use ‘which’. In a restrictive clause either ‘which’ 
             or ‘that’ is acceptable: 
 

- Her latest film, which is set in the 1960s, has been widely acclaimed. (non-restrictive; 
‘which’ only) 
 
- They did their work with a thoroughness and dedication which/that impressed him deeply. 
(restrictive; either ‘which’ or ‘that’ acceptable) 

Acceptable language 

 Please be sensitive in use of terms that might cause offence or be interpreted as racist or 
sexist; for example, avoid gender-specific pronouns where possible. 
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Revisions 

Should your manuscript be requested for revision to raise the acceptability for publication in the 
journal, please ensure that you follow below points when revising your manuscript and responding to 
peer review comments. 

Please provide your timely revisions along with a response letter to any reviewer reports, within the 
specified revision period to the handling Editor. 

 You should aim to address all points raised by the editor and reviewers, preferably 
sequentially and in a bullet point list. 

 Outline what revisions you made to your manuscript in your response letter. 

 Where applicable, perform any additional analyses or experiments the reviewers recommend 
(unless you feel that they would not make your paper better; if this is the case, explain why in 
your response letter). 

 Provide a polite objective rebuttal to any points or comments you disagree with. 

Clearly show and/or highlight the revisions you have made in the text. This can be accommodated by 
making use of either a different colour text, highlighting the text, or by using Microsoft Word's Track 
Changes function. 

Last updated: October 2020 


