Essays/Articles

Additional Guidance for Article Submission to ERCW

ERCW Style Preferences

· UK spellings throughout article, except when author is North American. 

· American spellings should be retained in all articles for American proper names, e.g. Pearl Harbor and in book titles reference in the text. 

· Name initials should have full points and should be spaced e.g. T. S. Eliot
· Use a single space after all punctuation and after initials in names EXCEPT for i.e. and e.g. 

· Use a single space after the punctuation in the following contractions: ed., p., pp., ch., vol., etc.

· Maximum capitalisation is used on all article headings and sub-headings, and for all titles of published works within the text and the notes, e.g. ‘Spenser and the Stuart Succession’.

· Dates should be written in full: e.g. 31 January 1678.

· References to centuries should be written as words, e.g. eighteenth century.
· References to individual years should be written in numeric form, e.g. 1961.
· References to multiple years within the same century should be elided to two digits, e.g. 1961-68.
· Apostrophe usage: Thomas’s, Jones’s, but Moses’, Bridges’, i.e. when the word ending is pronounced ‘iz’, use an apostrophe only.

Using Quotations

Quotes less than 30 words long should be:

· Remain in the body of the text.
· Non italicized.
· Placed within single quotation marks.
· Use double quotation marks for quotes within these quotes. 

· Sources for quotes should be placed in parentheses after the quote has been closed by its quotation mark but before the subsequent full stop.

Quotations of above c. 30 words should be:

· Extracted from text in Arial font size 10 and begin on a new line with an indentation with one line space above and below.
· Non italicized.
· They do not require quotations marks.
· Use double quotation marks for quotes within these quotes. 

· Sources for quotes should be placed in parentheses and placed after the final full stop.
· Colon before the quote and full stop at the end of the quote.

Additional rules for all quotations:

· Replace words omitted within quotes with five full stops.
· Any raised letters/superscripts in quotes should be clear.

Numbers

· Numbers below 100 should be written as words, use digits for numbers over 100. Exceptions to this rule include:
· Use digits for numbers in a mixed sequence (i.e. under and over 100). 
· Use digits for numbers giving exact measurements or units such as 7 kg, 15.8 mm, 5 p.m. (but words for ‘five o’clock’). 
· Phrases involving hundreds, thousands, millions, should be written (‘a thousand people’). Where round numbers are given (e.g. two hundred, fifteen thousand) they should be written as words. 

· Units of measurement do not require an ‘s’ at the end to make them plural, e.g. 5 kg NOT 5kgs.
Abbreviations/punctuation/spacing

· Uncommon abbreviations should be avoided. The following abbreviations are considered appropriate:

	i.e.
	Rev.

	etc.
	ed.

	ibid.
	Dr

	v.
	mm

	Ph.D.
	cm

	vol. 
	km

	p.m.
	m

	Prof.
	Kg

	Mrs
	

	Mr
	

	Ltd
	


· Acronyms should only be introduced after full titles or names have been written  and should be written in capitals.

· ‘&’ should only be used for names of companies, institutions, etc. (Faber & Faber). At all other times use ‘and’.
· per cent (not percent) should always be written in words except as part of tables.
Italic/Bold Within the Text
· Use italics for titles of publications including books, journals, films, videos, plays, poetry, radio/TV programmes and titled musical works. Exceptions include the Bible, the Koran.

· Use single quotes for chapter titles.

· Use italics for titles of paintings and sculpture, names of ships; species and varieties; foreign languages and phrases.

· Use italics for the names of parties in legal cases, but leave the v. in roman, e.g. Churchill v. Wilson).

Job Titles/Affiliations/Subjects

· Only capitalize job titles when referring to a specific person. For example, 

· “the King spoke yesterday” or “a king was talking”.
· “the President was on the radio yesterday” and “a presidential nominee was speaking”.
Institutions/Organisations/Places

When referring to places, organisations and names consider again whether the term is being used as a proper noun.
	Institution (proper noun)
	Places

	the Church(institution)
	church (place)

	the Crown (meaning the monarchy)
	

	the Government (specific)
	but the government (general)

	House of Commons/Lords (always initial caps) and also the House.
	Northern Ireland but northern England.

	Liberal (use cap. only for Liberal Party or party member) and also applies to Conservative, Labour,
	the West, Western Europe, etc., but western England.

	Congress
	

	President-elect
	


Note on Bias/Gender/Racial and Ethnic Groups

· As a journal concerned with issues of race and ethnicity we understand that at some times authors may have to reference inappropriate racial terminology as part of the article. If the editors are unhappy with the terminology used an author may be asked to resubmit the article with the relevant adjustments to terminology. For more guidance see our list of preferred spellings and descriptions. 

· Avoid using terms and phrases which express gender, racial or other bias. 
· For example, words which include the word “man” or infer masculinity as superior: fireman, forefathers, manmade, chairman, craftsman.

· Or derogatory descriptions of people with disabilities, for example, cripple, retarded, handicapped. 

Illustrations

The inclusion of illustrations is only possible with the prior agreement of the Editors and Publishers. 
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Notes and References

Utilise either the Harvard or the Numeric System. 

General Guidance

NB: All publications cited in the text should be referenced. 
For all material include the following in the order shown: 

· Originator (author, editor), surname first followed by first name or initials. 

· Year (if using Harvard system).

· Title
· Material designation (for non-print materials give a suitable designation in square brackets e.g.. [filmstrip], [map], [dvd]. 

· Publication details (include publisher name and city of publication).
· Year (if using numeric).

· Numeration within the item (volumes, pages).

· Series (enclose within parenthesis. If the item is numbered within the series, give the number of the item. E.g. (cm 366).

· Location of item (electronic, archival).

Books

· Book titles: Use italics and maximum capitalisation, no quotation marks.
· For books with editors use these abbreviations – (ed.), (eds).
· Author’s full names should be referenced whenever possible. When only initials are available they should be presented in capitals with a full stop after each initial. Each initial and full stop should be separated by a space from other initials and the surname. 
Chapter Titles

· Maximum capitalization, no italics, no quotation marks. 
Play Refs

· (act, scene, line): V.iii. 120-122.
Bible Refs

· (Book, chapter, verse) Genesis II.27.
Journals

· Always reference full title at first occurrence with maximum capitalization and in italics. 
· Present volume number either in Arabic or roman numerals. 
· Write volume number and issue number in numeric. Bold the volume number and place the issue number in brackets. You do not need to precede the volume number with the word volume. 
· Reference article titles using maximum capitalisation. Do not use quotation marks or italics. 
· Newspaper articles and magazine titles: do not include the The in references (The should only be used for The Times)
Government Papers

· The originator is usually the name of a Ministry, Department, agency, council, committee, e.g. Office of Arts and Libraries. (1988). Financing Our Public Library Service: Four Subjects for Debate: A Consultative Paper. London: H.M.S.O. (cm 324). 

· Ensure the correct use of C, Cd, Cmd, Cmnd and Cm, as these refer to different series. Hansard documents are numbered by column rather than page
Unpublished Material

· Unpublished books, theses and dissertations should indicate type, place and date, e.g.  Ph.D. dissertation, University of Manchester, 1999.

· Conference papers, unless published (in which case treat like an article from a book), should give the name of the organising body, the title of the conference and the date given. 
If using the Numeric System:

· Cited publications are numbered in the order in which they are referred to in the text. The list of references at the end of the text uses the same numbered sequence. 

· The number in the text should be presented in square brackets: [2], round brackets: (2) or as a superscript numeral: ²
· Numbers in the notes should be full size Arabic numbers.  They do not require a full stop. 

· Sources not referred to in the text must be given in a separate list of sources or bibliography.

The list of references: 

Books

1 Levy, Andrea. Small Island. London: Headline Book Publishing, 2004.

Multiple Authors

2 Bonnett, A. W. and Holder, C. B. Continuing Perspectives on the Black Diaspora. Lanham, Maryland: University Press of America, 2009.

Chapters in a Book
3 Lieberman, D. A. What we Learn from Playing Interactive Video Games. In:  Vorderer, P. and Bryant, J., eds. Playing Computer Games: Motives, Responses and Consequences. Mahwah, N. J.: Lawrence Erlbaum Associates, inc, 2006, pp. 379-398. 

Referencing a book again

4 Levy (ref. 1, p.26).

Journals

5 King, S. H. The limited Presence of African-American Teachers. Review of Educational Research, 63(2), 1993, p. 121. 

WWW
6 Welsh, M. P. and Perl, L. Poor Excuses: How Neglecting Poverty Costs Ill Americans. [Online]. 2004. (Retrieved May 4, 2007). (Url http: //www.tcf.org/publications/economicsinequality/poorexcusesrc.pdf)
Unpublished Material

7 Devonald, Julie. The Portrayal of Dual Heritage Families in Children’s Picture Books. MA. Dissertation, Manchester Metropolitan University, 2001. 

If using the Harvard System:

· Authors’ names and dates of publication are given in parentheses within the running text or at the end of the block quotation.

· Works are cited alphabetically at the end of the text. 

· If more than one work by an author is cited, they are listed chronologically.

· The date of the work is placed immediately after the author’s name. 

· Examples within the text: (Jary and Jones 2006, p. 14) or Jary and Jones (2006) argue…
List of References:

Books

Pilkington, A. (2008). Racial Disadvantage and Ethnic Diversity in Britain. Basingstoke: Palgrave. 

Multiple Authors

Davidman, L. and Davidman, P. (1994). Teaching with a Multicultural Perspective. White Plains, New York: Longman. 

(Please Note: For more than two authors, et al can be utilised)

Journals

Peng, W. (2009). Design and Evaluation of a Computer Game to Promote a Healthy Diet for Young Adults. Health Communication. 24(2), p. 116. 

Chapters in Books

Lieberman, D. A. (2006). What we Learn from Playing Interactive Video Games. In:  Vorderer, P. and Bryant, J. eds. (2006), pp. 379-398. 

( Please Note: Vorderer, P and Bryant, J. would then be listed separately under V. )

WWW

Watson, D (2006). How to Think about Widening Participation in UK Higher Education. [Online]. (Retrieved August 2008) (URL: www.hefce.ac.uk/pubs/rdreports/2006/rd13_06)

Unpublished Material

Devonald, Julie.  (2001). The Portrayal of Dual Heritage Families in Children’s Picture Books. MA. Dissertation, Manchester Metropolitan University. 

If you require any more guidance, please contact the editors.
