POLICY AND SOCIETY

An Interdisciplinary Journal of Policy Research

Guidelines for Themed Proposals (Guest Editors)

Editors M. Ramesh, University of Hong Kong
D.S.L. Jarvis, National University of Singapore
Giliberto Capano, University of Bologna
Michael Howlett, Simon Fraser University

Assistant Editor Jessica Yom

Editorial Assistant Michael Raska

E-mail Policy-and-Society@nus.edu.sg
Website www.elsevier.com/locate/polsoc

Policy and Society publishes four (4) themed issues annually. Each issue
is typically devoted to a single policy theme. The theme may be
__ - approached from a particular or, preferably, interdisciplinary social science

-_l-r=- ﬂr--. perspective.

policy and society

Each issue normally consists of an introductory review article followed by 5
[ Yppp— &...ﬂ to 8 articles (approximately 6,000 - 8,000 words each including the
introductory article which should be a full-fledged review piece with its own
merits of scholarly value).
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The content development of each issue is overseen by a special Guest Editor. The title of the
themed issue and the name of the Guest Editor(s) are printed on the front cover of the issue.
All papers in each of the themed issues are subject to peer review and benefit from comments
and editorial guidance from the Guest Editor and Policy & Society Editors. All articles become
first available online at www.sciencedirect.com/science/journal/14494035 before coming out in
hardcopy.

Themed issue papers must fulfill all the normal requirements of any individual paper in terms
of quality and scholarship as well as be of relevance to a wide international and
interdisciplinary readership. Themed issue papers are peer reviewed using the same criteria
of quality, originality, and significance as applied to other academic papers.

Themed issues should broadly address the aims and scope of Policy and Society by exploring
policy and its manifestations in broader political, economic and social contexts. The Journal
welcomes original submissions that deal with policy theory and practice at the local, national
and/or international levels, including review issues on the state of the field.



1. How

to Submit a Proposal for a Themed Issue

All themed issues must receive initial approval from the Editors before papers are submitted.

The fir

st step is to submit a formal proposal, addressed to the Editors at Policy-and-

Society@nus.edu.sq.

Propos
criteria:
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als should be approximately 3-4 pages in length and address each of the following

. The title of the proposed themed issue

. Statement of policy subject to be explored

. Statement on the significance of this area to public policy research
. Statement on the rationale for the proposed Journal issue.

. A list of the proposed articles with abstracts

. A list of the names and affiliations of potential contributors

utline timetable (see the Editorial Procedure below)

Upon approval of the proposal by the Editors, one Editor will be appointed to oversee the

project

and liaise with the Guest Editor.

2. Acceptance of the Proposal for a Themed Issue

Themes are determined periodically by the Editors. Upon approval of the proposal for a
themed issue, the appointed Editor with oversight authority for the themed issue and Guest
Editor will set in place a timeline for the submission of draft papers. The Editor is also
responsible for the administration of the peer review process and the communication of
recommendations of peer reviewers to the Guest Editor.

3. The

The foll

Peer Review Process and Editorial Procedure

owing procedures apply in respect to the peer review process:

After approval of the proposal for a themed issue, the Guest Editor invites
contributions and obtains papers of sufficient quality to support peer review.

Prior to the formal peer review, the guest editor is responsible for providing detailed
editorial comments on each paper, and can add additional papers or reject those
which are inappropriate (in quality and scope) for the themed issue.

When satisfied with the quality and coverage of each paper, the Guest Editor forwards
the entire issue to the Editor along with any suggestions they may have for referees.

The Editor then conducts at least two and preferably three blind independent peer
reviews of the entire issue. Upon completion of the peer review process,
recommendations and comments are returned by the Editor to the Guest Editor. If the
reviews are positive, the Editor will provide the Guest Editor a submission deadline for
delivery of the manuscripts, table of contents, and bibliographic information. The Guest
Editor is responsible for communicating with individual article Authors, and ensuring
that reviewers’ concerns are addressed. Individual papers may be eliminated from the
issue at this time.



Upon completion of the requested revisions, the Guest Editor will transmit the entire
revised issue along with any additional requested materials to the Editor, including a
note detailing the substance of the revisions which have been completed and an
explanation of how they have addressed reviewers’ concerns or otherwise improved
the individual articles or issue.

Following submission of the revised manuscript, the Editor may accept the issue, ask
for additional revisions, or submit all or any part of the issue for further review and
subsequent re-revision.

Upon final acceptance of the issue, the Editor will work with the Press and Guest
Editor to ensure expeditious copyediting, page-proofing and final production of the
special issue in both print and electronic formats.

4. Role of the Guest Editor

The Guest Editor is responsible for the following:

Inviting contributions

Co-ordination of the themed issue

Communicating to prospective contributors that being invited to submit a paper is not a
guarantee of its publication

Formulating a timetable with the Editor

Advising the Editor of suitable referees for specific papers

Preparing the introductory review chapter for the themed issue (this must be original
and not previously published)

Providing detailed editorial comments on each paper and rejecting those that are
inappropriate

Securing requested revisions of articles from Authors and re-submitting revised and
final versions of papers to the Editor

Ensuring that the manuscripts have not been published elsewhere

5. Role of the appointed Editor

The appointed Editor is responsible for the following:

Formulating a timetable with the Guest Editor

Arranging the peer review of each proposed paper in the issue

Negotiating revisions with Guest Editors

Forwarding reviewers’ comments and recommendations to the Guest Editor

Setting deadlines for receipt of revisions

Deciding on the suitability of individual papers for publication

Working with the publisher to produce paper and electronic versions of the papers and
issue

Confirming with the Guest Editor that the manuscripts have not been published
elsewhere

6. Manuscript Preparation (for Authors)

Format



Length: The length of each individual article should not exceed 8,000 words (including
abstract, appendices, tables, references and endnotes, and all other materials).

Abstract: A clear and concise abstract of no more than 150 words must be included.

Keywords: Authors must provide a list of six (6) key words that describe the content and focus
of the paper.

Titles: Titles and section headings should be brief.

Spelling: Authors should use UK English spellings, retaining non-UK English spellings only in
guoted materials, titles or names.

Format: The manuscript must be double-spaced with one-inch margins all around. The
manuscript should include a title page indicating the Author's name, institutional affiliation,
contact address and email address. The Author's name should not appear anywhere else in
the manuscript.

Exclusivity: Manuscripts submitted must not have been published or under consideration for
publication elsewhere. Should the Authors want to publish their articles elsewhere after they
have appeared in Policy and Society, the Editors will be pleased to help with securing
copyright clearance.

References

Manuscripts must conform to the fifth edition (2001) of the Publication Manual of the American
Psychological Association. All references appearing in the reference list must be cited in the
text of the manuscript. If using the software Endnote, select the output style: “APA 5th
Annotated”. Several examples follow:

Journal article: Author, A. A., Author, B. B., & Author, C. C. (2000). Title of article.
Government Information Quarterly, 17, XXX-XXX.

Book: Author, A. A., & Author, B. B. (2000).Title of book (2nd ed.). Location: Publisher.

Chapter in edited book: Author, A. A., and Author, B. B. (2000). Title of chapter. In A.
Editor, B. Editor, & C. Editor, Title of book (pp. xxx-xxx). Location: Publisher.

URL: Federal Depository Library Program. Managing the FDLP electronic collection: A
policy and planning document. Retrieved January 29, 2001, from
www.access.gpo.gov/su_docs/fdip/ecplan.html.

Footnotes should be used only if essential to the text. If used, they should be marked with
consecutive Arabic numerals.

Responsibility for the accuracy of bibliographic citations lies entirely with the Authors.

Illustrations

A detailed guide on electronic artwork is available on the Elsevier website:
www.elsevier.com/artworkinstructions. You are urged to visit this site.




7. Generation Information
Conflict of Interest

All Authors are requested to disclose any actual or potential conflict of interest including any
financial, personal or other relationships with other people or organisations within three years
of beginning the submitted work that could inappropriately influence, or be perceived to
influence, their work. See also www.elsevier.com/conflictsofinterest.

Authors’ Rights

Authors retain certain rights; for details you are referred to: www.elsevier.com/authorsrights.

Copyright

Upon acceptance of an article, Authors will be asked to sign a ‘Journal Publishing Agreement’
(for more information on this and copyright, see www.elsevier.com/copyright). Acceptance of
the agreement will ensure the widest possible dissemination of information. An e-mail (or
letter) will be sent to the corresponding Author confirming receipt of the manuscript together
with a ‘Journal Publishing Agreement’ form or a link to the online version of this agreement.

Subscribers may reproduce tables of contents or prepare lists of articles including abstracts
for internal circulation within their institutions. Permission of the Publisher is required for resale
or distribution outside the institution and for all other derivative works, including compilations
and translations.

If excerpts from other copyrighted works are included, the Author(s) must obtain written
permission from the copyright owners and credit the source(s) in the article. Elsevier has pre-
printed forms for use by Authors in such cases. Please consult www.elsevier.com/permissions
for further information.

Proofs

Accepted papers will be copy-edited and returned to the corresponding Author for approval
prior to typesetting. Once papers have been typeset, one set of page proofs in PDF format will
be sent by e-mail to the corresponding Author (if we do not have an e-mail address then paper
proofs will be sent by post). Elsevier now sends PDF proofs which can be annotated; for this
you will need to download Adobe Reader available free from get.adobe.com/reader.
Instructions on how to annotate PDF files will accompany the proofs. The exact system
requirements are given at the Adobe site:
www.adobe.com/products/reader/systemreqgs/#90win.

If you do not wish to use the PDF annotations function, you may list the corrections (including
replies to the Query Form) and return to Elsevier in an e-mail. Please list your corrections
guoting line number. If, for any reason, this is not possible, then mark the corrections and any
other comments (including replies to the Query Form) on a printout of your proof and return by
fax, or scan the pages and e-mail, or by post.

Please use this proof only for checking the typesetting, editing, completeness and correctness
of the text, tables and figures. Significant changes to the article as accepted for publication will
only be considered at this stage with permission from the Editor. We will do everything
possible to get your article published quickly and accurately. Therefore, it is important to



ensure that all of your corrections to the PDF proof are sent back to us in one communication:
please check carefully before replying, as inclusion of any subsequent corrections cannot be
guaranteed. Proofreading of the PDF proof is solely your responsibility. Note that Elsevier may
proceed with the publication of your article if no response is received.

Author Enquiries

For enquiries relating to the submission of articles (including electronic submission where
available), please visit the journal's homepage at www.elsevier.com/locate/polsoc. You can
track accepted articles at www.elsevier.com/trackarticle and set up e-mail alerts to inform you
of when an article's status has changed, as well as copyright information, frequently asked
guestions and more.

Contact details for questions arising after acceptance of an article, especially those relating to
proofs, are provided after registration of an article for publication.

Offprints

The corresponding Author, at no cost, will be provided with a PDF file of the article via e-mail
or, alternatively, free paper offprints. The PDF file is a watermarked version of the published
article and includes a cover sheet with the journal cover image and a disclaimer outlining the
terms and conditions of use.

Additional paper offprints can be ordered by the Authors. An order form with prices will be sent
to the corresponding Author. Authors do not receive a complimentary copy of the complete
issue but are eligible to purchase copies at a reduced price. Six complimentary copies of the
Special Issue are provided to the guest editor(s) in addition to the usual set of offprints of any
paper that they may have contributed to the issue.

Promotion and Ordering of Copies

The Publisher is always interested to hear of any meetings or conferences of societies or
research institutions which are relevant to the themes covered in the Journal. Occasionally it
may be possible to arrange for promotional leaflets to be sent to such meetings. Please note
that the Publisher does not routinely generate flyers for themed issues nor does it print extra
copies of all Special Issues.

Guest Editors, organisations and institutions wishing to reserve copies are urged to contact
Elsevier at the earliest opportunity after the Themed Issue has been formally accepted by the
Editors. Advantageous prices are available for quantities exceeding 20 copies provided that
the order is placed prior to the printing of the issue.

Any queries relating to offprints or promotion/ordering of copies should be referred to:

Ann Corney

Journal Publisher (Social Sciences)
Elsevier Ltd.

The Boulevard, Langford Lane
Kidlington, Oxford OX5 1GB, UK
E-mail: a.corney@elsevier.com
Tel: +44 (0)1865 843761

Fax: +44 (0)1865 843951
www.elsevier.com
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