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The Process of Editing an Issue of Working Papers on the Web

Generally, special issues of Working Papers on the Web are jointly edited by members of staff who are associated with the journal or who are members of the Editorial Board.  The Editorial Board felt that it would be useful to make explicit what was involved in editing a special issue, so that those intending to be editors, from outside this group, are aware of what needs to be done.

1. Consultation and Soliciting of Essays

Once the focus of the special issue has been agreed with the Editorial Board, ( contact Sara Mills s.l.mills@shu.ac.uk) the joint editors of the special issue should consult with each other and decide who you are going to ask to write essays. You may also find that issuing a call for papers is a useful way of publicisng the special issue and may make it possible for you to have a greater choice of papers.  Once you have decided who is going to contribute, you should agree a series of dates: the date for the first draft and the final date of submission after revisions. You should send a style sheet to contributors.  There is no style sheet for the journal as a whole, but the contributiors to each special issue need to use a consistent style for references and bibliographies.   Generally in  past issues, six essays have been included in each special issue.

2. Approaching Referees

Once you have decided whose essay you will be including, you should begin to approach referees to ask them if they would be willing to moderate one or more of the essays.   You should refer each referee to the website for information about  Working Papers on the Web, so that they know what sort of journal it is.  You should inform them of the timescale so that they are clear when they should expect the essays and the deadline when they will be expected to send you  their comments.  You will need two referees for each paper and several referees will need to be kept in reserve in case of disagreement.  Therefore, for an issue with six essays, you will need roughly 14-15 referees. You may decide to use some of the referees to referee two papers and therefore the number of referees may be reduced.

3. Book reviews

You should solicit books for review from publishers which fit in with the theme of the special issue.  You should refer publishers to the website for details of the journal ,  You should then approach contributors to review these books and give them clear due dates.

4. Sending Papers to Referees

When you receive essays from contributors they should be sent to the referees anonymously by e-mail as attachments, together with a Referee report form  You will need to  delete the authors name and references to their own work in their essay. Remind the referee when the report is due.
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[address for correspondence: put your address here]

Date: 

Dear Reviewer,

Please could you fill in this form and return it by e-mail to  [your address]

Please could you return this form within three weeks of the above date of receiving the paper.  We would be pleased if you could offer the author as much detailed commentary and constructive criticism on their work as possible.

-------------------------------------------------------------------------------------

Referee’s Report

Title of paper:

Recommendations: [these will not be sent to the author]  Circle one

Accept with minor corrections

Accept with significant changes

Suggest major revision and resubmission of the paper

Reject or suggest other outlet for publication

Comments to editorial board:

-------------------------------------------------------------------------------------------------

 Comments for the author: [These will be sent to the author anonymously]

Date:

5.  Feedback to Contributors

When you have received two reports from referees, you should cut and paste them into a document to be forwarded to the contributor.  You should remind the contributor of the final due date. You will need to give the contributor as much inofmration as possible which will help them to revise their essay for publication.

    If the referees disagree on whether the essay should be accepted, the essay should be sent to a third referee.  If two of the referees suggest not accepting the essay,  the contributor should be advised that the journal cannot accept the paper.  It might be useful at this point to suggest other journals which might be more suitable, and you could send the more productive of the referees' comments to the contributor. 

   When the contributor sends you the revised version you should read through the paper together with the comments from the referees to ensure that the comments have been integrated or addressed in some way in the paper.  If they have not been, you will need to approach the contributor to suggest ways in which these revisions might be made.

5. Introduction

Once you have received all of the papers, you will need to write a short introduction.  You will also need to ensure that all of the papers conform to the Style Sheet and that they all have abstracts, key words, and full bibliography.  You will need to ask each of the contributors for a short biographical sketch which should contain their e-mail address.
6. Submission of the papers

Once all of the reviews, papers, biographical sketches have been completed and checked, you will then need to send them to Alice Bell a.bell@shu.ac.uk by e-mail.  All of the papers will need to be in HTML format

7. Interactive comments

We have been trying to build up a sense of ongoing debate in Working Papers on the Web special issues.  Therefore it is important that you ask people to respond to the papers once they have been published.  These responses will be posted on the web-site.

Sara Mills for Working Papers on the Web Editorial Board;  1st July 2009
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