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NOTES FOR AUTHORS 
 

The PEN Copy Team would like to thank in advance for your hard work and energy in producing the 
copy.  We value your contributions highly. 

 
• Could all authors ensure they align their work with the PEN values and principles, otherwise 

indicate that these are personal views. 
 
• If there are problems with keeping to any deadlines could you inform the Copy Team in good time 

so that allowances or alternative arrangements can be made. 
 

• We are happy to receive your copy in any format you wish but it would help us reduce workload 
considerably if you could forward material digitally via email attachments, floppy or CD disc.  If you 
do this it would be helpful if you present material in Microsoft Word or Rich Text Format. Please do 
not use any formatting structures other than simple text in paragraphs. If you wish forward 
photographs / drawings / cartoons for consideration please contact the team to discuss the best 
ways to present these. 

Structuring your writing  
• Please aim for no more than three levels of heading  
• Please make headings, bullet lists and so on clear, but do not add extra styling or features, such as 

boxes – this just makes the electronic files unnecessarily large and the text more difficult to edit.  
• If you require a box or panel, for example, then simply type the instruction in angle brackets: <box>  
• Please number your pages  
• If you send both it is important that you submit exactly the same version of your script digitally and 

in hard copy.  

Photographs  
The minimum print quality for photographs is 300 dpi.  
If you wish to include photographs already in your possession, and are not certain of the quality, do send us 
a sample with your script.  

Artwork/Graphics  
If artwork or graphics are an integral part of the work, then you need to include a brief with your script – 
please include a description for each item, or send sketches, diagrams, photos as appropriate.  
If you want to use illustrations or photographs from other publications or reproduce screenshots or printouts 
from software programs, then please remember that permission will need to be obtained (see 
Permissions/Copyright material, below), as well as original artwork or a high-resolution scan suitable for 
reproduction.  

Referencing  
You must supply a complete reference for every text you cite or refer to in your manuscript, and provide 
clear and consistent corresponding textual references.  
There are rules for presenting references, both in the main text and when you list them in your ‘References’ 
section.  
Please use the Harvard System, rather than numbered references:  
In the text, the reference is given by citing author’s name and date of publication, e.g. ‘Rosemary Sage 
(2003) says...’  
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 • If any author has two titles published in the same year, do as (2003a) (2003b), listed 
alphabetically  

 • The most concise mention should be in brackets with no punctuation between the name(s) of the 
author and the date:  

 • Some research suggests that… (Jones and Sparks 1996)  
 • If you refer to several authors of different works at the same time, they need to be separated by a 

semicolon and listed in alphabetical order:  
 • (Corrie 2004; Sage 2004; Thomas and Smith 2004)  
 • If there are three authors of a piece of work, all three names should be cited at the first mention in 

the text and then just the first named author and ‘et al’ thereafter. If there are four or more 
authors, ‘et al’ should be used at all times in the text.  

 • In the References list, the entry would be styled: Sage, Rosemary (2003), Lend Us Your Ears, 
Network Educational Press, Stafford  

Permissions/Copyright material  
It is your responsibility to seek outline permissions for any items that are central to your writing.  
It is the project manager/editor’s role to get all the necessary permissions in writing and deal with all fees 
requested. Please, therefore, pass all information needed for this together with any correspondence to the 
copy team.  

Will your script contain copyright material?  
Copyright material includes extracts from, or reproductions of, creative works, such as:  

 • poetry and fiction  
 • drama and film scripts  
 • photographs or illustrations which are not taken or drawn by you or in which people other than 

yourself appear  
 • tables and figures from academic or professional books  
 • academic or other prose.  

 
It is never easy to decide when permission should be sought for an extract from a prose work, since the 
importance of the extract both in the original work and in your own is a factor, as well as the actual quantity 
of material. For this reason, the foolproof answer to the question of when permission should be sought is: ‘If 
in doubt, check it out’.  
 
The Copy Team reserve the right the make minor editorial changes for reasons of clarity, continuity 
and accuracy in addition to meeting the constraints of available copy space. The team will liaise with 
the author regarding any major revisions 
 
Could all authors submit short biographical summary title / role / position / credits / publications etc 
… no more than 50 words with their submission 
 
Please forward your copy to:  

 
Email: peter-humphreys@blueyonder.co.uk
Personalised Education Now, General Office 

Janet Meighan, Secretary 
113 Arundel Drive 

Bramcote 
Nottingham, Nottinghamshire 

NG9 3FQ 
Tel / Fax: (00 44) 0115 925 7261 
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