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Abstract
The Abstract should be no more than 100 words. It should start on a new page with its
heading centered and is unnumbered.
Keywords: Include one or two lines of keywords.

Table of Contents
Use the Index and Tables facility of your word processor to include a Table of Contents
on apage of itsown.

1 Introduction

The Introduction should start on a new page. The body text is in 12pt Times New
Roman, fully justified, double-spaced with a 12pt space after each paragraph (a single
line). First level headings should be in 16pt Times New Roman bold, second level
headings should be in 14pt Times New Roman in bold, and third level headings should be
in 12pt Times New Roman in bold. All headings should be left digned and outline
numbered, with no following space, and al headings should only have a lead capital
letter.

2 Margins
Using A4 paper, use a left margin of 3.17cm (1.5 inches) and right, top and bottom
margins of 2.54cm (one inch).

3 Pagenumbering

The cover sheet is unnumbered. Pages between the cover sheet and page 1 are numbered
using Roman numeras (e.g., i, ii, iii, iv, v) in Times New Roman font. The page with the
Introduction paragraph is page 1 and from this point to the last page, pages are numbered
using decimal digits (1, 2, 3, 4, 5) in Times New Roman font. Page numbers should be
centered in the page footer.

4 Figures

Figures should be centered between the margins of the text. Their captions should be
single spaced in a suitable typeface, with the first line left aligned, and subsequent lines
indented by 2cm from the left margin (i.e, a hanging indent of 2cm). In order to
consistently position the captions relative to illustrations, write the caption on the line
immediately following the illustration and then set the “ Spacing Before:” on the caption
text to 6pt (Select the text and Format... Paragraph). Each caption should have a figure
number in bold typeface. A separate Guidance Note is available which gives advice on
adding a professiona appearance to figures.

5 References
All reported research must be cited in the text of the paper and must also appear in the
Bibliography listing (see examples below).



5.1 Citationsin thetext

Citations in the text should be enclosed in round brackets and should use the author’s
surname and year of publication as in (Robson, 1997). Note that there is a comma
between the surname and the year. Where there are two authors, both surnames are given
divided by an ampersand asin (Porter & Millar, 1985). Where there are multiple authors,
the surname of the first author is used with the Latin abbreviation et al. and year of
publication, asin (McCall et al ., 1977) — note the comma. The et al. isawaysin italics
and is followed immediately by afull stop. Where two or more citations are included the
format is (McCall et al., 1977; Robson, 1997), that is, the older publication is listed first
and the citations are separated by a semi-colon. Page numbers (eg. Robson, 1997:199)
are included as appropriate for the benefit of future researchers. Page numbers must be
included when text is quoted verbatim from another author's work and the verbatim text
“must be in italics and contained within double quotation marks’. When citing multiple
publications by the same author in the same year, add a, b, ¢, and so o to the year of
publication as in (Brown, 2000a or Brown, 2000c). Citations from the Internet should
comply with these standards. Best practice dictates that citations should not appear in the
Abstract or the Conclusion.

5.2 Bibliography listing
All citations in the body of the paper must be included in the Bibliography and only
citationsin the body of the paper should appear in the Bibliography.

Cited references should be set out in alphabetical order. Each reference should be left
aligned on a new line with subsequent lines indented by 1cm from the left margin (i.e, a
hanging indent of 1cm). There should be a A4ine spacing (6pt before) between listings.
References and citations should use the body text format.

Begin with the author’'s surname followed by a comma and the author’'s initia(s)
followed by full stops. Next is the year of publication within round brackets. This is
followed by the title of the work being cited (paper title if appropriate) book or journa
title, publisher, city of publication, country, and if appropriate, volume number, part
number in round brackets followed by page numbers - see the examples at the end of this
guidance note. For Internet publications the same format is used and, so that future
researchers can find it, add the full URL where the publication is posted and the date
when you accessed it. An optiona syle is to format the author's names in SMALL
CAPITALS. Note that when naming a paper or book the preferred style is to use a capita
letter only for the start of atitle (or sub-title) and proper nouns. Also, the Title of a book
should be in italics and the “Title of a Journa article’ should be in inverted double
commeas.
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