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Introduction

These instructions are intended to provide guidance to authors of a contributed volume when preparing their chapter in Microsoft Word. Please read these general instructions carefully before beginning the final preparation of your chapter.

Formatting Instructions 
Format and Style

The text should be in clear, concise English. Please be consistent in punctuation, abbreviations, spelling (British vs. American), headings, and the style of referencing. Please make sure your text has been proofread with care.


We recommend using the preset Sense formatting styles included with this Word document to format your text, rather than changing layout settings in every place. In this way you will obtain maximum consistency in layout. This document conforms to the layout required, and you can therefore use it as a stylefile. All the preset styles begin with 'Sense' and their names are given in the endnote to the relevant item.


This stylefile is set up on ‘US letter’ sized paper, to conform to the requirements of the printers. Please do not change this to A4. You can still print out your draft on A4 paper (turn off ‘Allow A4/Letter paper resizing’ in the Print Options).

Fonts

The font for your manuscript should be Times New Roman. Do not use other versions of Times. You may use Symbol font for maths and Greek characters, and Arial for special items, such as boxed text. 


The text should be justified, and the text area is 11.8 x 18.3 cm (excluding running head and page number). Do not allow any matter (for instance, wide tables and figures) to go into the margins. Body text should be 10 pts, and Footnotes and References 8 pts. Apart from exceptions that will be mentioned below, all line spacing should be single.

Layout of the Chapter Opening Page

The opening page of a chapter in a contributed volume should show the author(s)’ name(s), the title, and possibly a subtitle. The name(s) should be in 11 pts, in capitals, and the title in 13 pt, in bold capitals. The subtitle, if used, should be in 11 pts, upper and lower case, italicized. All the above should be centred. This should be followed by the opening text or the first heading. The name(s) are aligned to the top of the page. Leave 30 pts between name(s) and title. Leave 10 pts between title and subtitle if there is a subtitle. Leave 40 pts after the subtitle (if used) or the title (if no subtitle is used).

Subheads

Please distinguish between the following three levels of headings:

Subheads, First Order

9 pts, all capitals, centred. Leave 16 pts space above and 8 pts space below.

Subheads, Second Order

10 pts, upper and lower case, italics, fet aligned. Leave 16 pts space above, 8 pts space below.

Subheads, third order. 10 pts, lower case, italics, left aligned. Leave 12 pts space above, leave an ‘em space’
 before start of text on same line.
Remarks

Where a subhead appears directly after another subhead (such as happens on page 1 of this document, see above) less space should be left in between them. In this case, the space above and below the first subhead remains the same. The 16 pts space above the second subhead is removed. The space below the second subhead remains the same. (The default space above and below subheads is defined by the style. To amend it, use Format - Paragraph - Spacing.)
Running Heads and New Paragraphs
The running heads of a chapter should be as follows:

· left-hand (even-numbered) pages: the author(s)’ name(s), flush left, in capitals

· right-hand (odd-numbered) pages: title of chapter, flush right, in capitals


If the title is very long, please make an abbreviated title of not more than 40 characters (including spaces) to be used as a running head. The font size is 8 pt; leave 12 pts space below. 


The page number appears in the footer, flush left on left-hand (even-numbered) pages and flush right on right-hand (odd-numbered) pages. The pagination of the book will be done by the Editor or the publisher.

The first paragraph after a subheading should not be indented, but subsequent paragraphs should be tabbed in 0.4 cm, as here.
· Itemised lists should be 'bulletted' with an en dash and a 0.4cm hanging indent, as here.

endnotes

Endnotes should be in 8 pt.
 Use the autonumbering facility, not manual numbering. This makes adding or deleting endnotes simple. They will appear after the text, before the reference section, as in this document.
Quotations

Quotations are 10 pt, and should be indented 0.4 cm on the left and on the right, with 6 pts space above and below the quotation. No quotation marks are necessary around such displayed quotations.

After long quotations, follow indentation or lack of indentation depending on whether a new paragraph is required.

Tables

Please centre tables on the page, unless it is necessary to use the full page width. Exceptionally large tables may be placed landscape (90° rotated) on the page, with the top of the table at the left-hand margin. Legends should be italicized, centred, 9 pts, above the table. Leave 12 pts above and below the table. An example of a table is given below.

Table 2. Vegetable colours

	Vegetable
	Colour

	Carrot
	Orange

	Leek
	Green/White

	Red pepper
	Red

	Parsnip
	Off-white



Figures and Photographs

Figures should preferably be embedded in the text (rather than supplied separately). If you are unable to embed the figures, supply them as glossy prints (for photographs) or good quality black line drawings, or as electronic files in TIFF, EPS or JPEG format only. The resolution of photographs should be 300 dpi and line drawings at least 600 dpi. We cannot accept images in formats such as CorelDraw, Harvard Graphics or Abode Illustrator. 

[image: image1.wmf]
Ensure enough empty space is left in the text to fit in photographs or figures that are supplied separately. Legends for figures and illustrations should not be incorporated into the figure itself, and they should be listed in numerical order (headed as Figure x. Title). Legends should be italicized, centred, 9 pts, below the figure. Leave 12 pts above and below the legend. See Figure 1 below for an example.

Figure 1. Sample figure.

Equations

Equations should be italicized and centred on the page, with the equation number in parentheses, flush right. Please put 12 pts space above and below the equation.


E=mc2
(1)


Wherever possible, try to avoid breaking equations between parentheses, brackets, or braces.
For More Information

If you have any questions concerning the above, please do not hesitate to contact the publisher, Peter de Liefde: <peter.deliefde@sensepublishers.com>.
References/Bibliography

References appear at the end of the chapter. The font size should be 8 pts. Second and subsequent lines of each reference are to be indented by 0.4 cm. Please use APA style for references: citations in the text are given as (Author, date); some examples of bibliographic data are given below: 

Antonio, A., Astin, H., & Cress, C. (2000). Community service in higher education: A look at the nation’s faculty. Review of Higher Education, 23(4), 373-398.

Morison, S.E. (1936). Harvard College in the seventeenth century. Cambridge, Massachusetts: Harvard University Press.

Baldwin, R. G. (1996). Faculty career stages and implications for professional development. In D. Finnegan, D. Webster, & Z. F. Gamson (Eds.) Faculty and faculty issues in colleges and universities (2nd ed.). Boston, MA: Pearson Custom Publishing.
AFFILIATIONS
Author(s)’ affiliations appear at the very end of the article, in the same font as the text but in italics, thus:

John Smith

Institute of Higher Education,

University of Toronto
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�	style: SenseTitle-Sub. Use SenseTitle-NoSub if there is no subtitle. The Editor of the volume will decide whether the chapters are numbered or not
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� 	accessed via Insert - Symbol - Special Characters tab


�	style: SenseHeader


�	style: SenseItem


�	Use style SenseEndnote for endnote text. This has a hanging indent of 0.4 cm. The endnote number is followed by a tab character.


Quotation in endnotes should be formatted with the style SenseEndnoteQuote, as here. 
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