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STYLE GUIDELINES FOR AUTHORS
Abstract

Each article should be prefaced by an abstract of no more than 100 words.

Length

Articles should normally be 2,250 to 2,750 words in length not including references
,
.
Formatting and typeface
Please keep formatting simple, i.e. do not use style sheets or heading formatting. Left justify headings and text (i.e. align left). Use Arial typeface in 12 point size.
Spacing

Use 1.5 line-spacing throughout unless text is within tables or figures. Use a single space after a full stop, comma and semi-colon.
Paragraphs

Always insert a line space at the end of a paragraph. Do not indent a new paragraph.
Subheadings
These should appear in bold (not underlined) and with one line space above the subheading. Only the first letter in the first word within the subheading should be capitalised unless a proper noun. Please use subheadings sparingly. Avoid using more than 2 levels of subheading as this can be confusing.
Quotations

Use single quotation marks for quoting within a paragraph, and double marks for quotations within quotations.  Quotations of over 40 words in length should be indented from the left margin using the indent function. Do not use word spaces or tabs to indent text. There should be a line space above and below the extract. The source of quotation should be ranged in brackets on right, on the line below. The exact spelling and punctuation of the original must be copied faithfully. When indented, quotation marks should not be applied unless the quotation includes a conversation, in which case, single quotation marks should apply. Your own interpolations into quoted matter should be enclosed in square brackets.
Spelling and punctuation

UK English spelling is preferred.  Do not put a space in front of a question mark or in front of any other closing punctuation mark. To punctuate et cetera use ‘etc.’ and to punctuate for example use ‘e.g.’.
Bullet points

Do not use more than six in a single run. Try to keep use of bullet points to an absolute minimum.
Numerals

Spell out numerals under ten. Use numerals for measurements and ages (e.g. 10cms, 10 years old). Use numerals for percentages in the text.
Capitals

Keep the use of capitals to an absolute minimum. Use lower case for government, church, state, party, etc. unless a specific one is named (e.g. the Labour Party).
Ampersands
Unless as part of a citation, do not use an ampersand (&) in the main text.
Footnotes and end notes
These should be avoided.  Where essential, please keep them to a minimum and restrict notes to explanatory statements that develop an idea or expand a quotation.
Diagrams and illustrations
Any diagrams must be sent in a separate file (preferably in high quality .jpeg or .eps format) with an indication in the text of where they should be placed. Please note that illustrations bear an additional publishing cost and, beyond simple diagrams and tables, must be agreed with the editor. 

Track changes and comments

It is the author’s responsibility to strip out all track changes and comments. 

Author details

At the end of the article and reference list, give name, role (if applicable) and an email address under an emboldened subheading entitled ‘For correspondence’.

Citing
Use the following version of the Harvard referencing system. Cite the author’s last name, the year of publication and the page reference using a colon to separate year and page number. Do not use a comma to separate author name and year. Author initials should only be included in cases where two authors with the same surname are cited in the article. Every work cited in the text must be included in the reference list. Please double check this.

References in the text should be given as follows:

Smith & Brown (1998: 175) or (Smith & Brown 1998: 175)

Where there are three or more authors, cite all authors on first use and, subsequently, only give the name of the first author and insert et al. (italics not needed):

Smith et al. (1997: 203) or (Smith et al. 1997: 203)

When an author has published two or more items in one year, the references should be distinguished by use of a and b:

Smith (1996a; 1996b) if in same sentence, or Smith (1996a) and then Smith (1996b) if latter appears in a subsequent sentence.

Where more than one reference has to be given at a single point in the text, they should be listed alphabetically:

Brown (1986), Jones (1992) and Kaput (1997) or (Brown 1986; Jones 1992; Kaput 1997) as appropriate.
Writing the reference list 
Bullet points
Do not use bullet points or numbering in the list.

Capitals
Use of capitals should be kept to an absolute minimum i.e. start of chapter titles, article titles, book titles and journal titles and any proper nouns. See examples below.

Punctuation
The reference should appear as one continuous run of text i.e. without full stops. Check punctuation carefully to ensure accuracy and consistency, particularly commas, full stops and spaces (see examples below).

Digital Object identifier (DOI) reference
All journal articles should include a DOI reference where this is available – see Inkson (2004) below.

Italics
Journal and book titles should be in italics.  
Town or city
The town/city of publication should appear before the publisher separated by a colon.
Web references
Web-derived references should appear in the main list with an accession date.

Arranging the list
The list should be subtitled ‘References’ in bold with all references arranged alphabetically in a single run e.g. no separation of books and web references.
Examples

The following examples are provided to aid in the construction of the list.


Arulmani, G., Bakshi, A.J., Leong, F.T.L., & Watts, A.G. (eds) (2014) Handbook of career development: international perspectives, New York, NY: Springer.
Inkson, K. (2004) Images of career: nine key metaphors, Journal of vocational behavior, 65 (1): 96-111, http://dx.doi.org/10.1016/S0001-8791(03)00053-8

McCash, P. (2008) Career studies handbook: career development learning in practice, https://www.heacademy.ac.uk/resource/career-studies-handbook-career-development-learning-practice (accessed 21 November 2016).
Savickas, M.L. (2013) Career construction theory and practice, in S.D. Brown & R.W. Lent (eds) Career development and counseling: putting theory and research to work, Hoboken, NJ: Wiley.
Submission

Any drafts and final versions of papers should be sent by email to the issue editor unless there is a guest editor for that issue.  
Send in Word or RTF format, accessible from a PC (do not save your files as ‘text only’ or ‘read only’ or in zip files).
Please send in the copyright clearance form along with the first full draft submission of the article.
March 2017
� Longer or shorter articles can be discussed with the issue editor. 


� For the Bill Law award entries should be no more than +/- 2,500 words.
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