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STYLE AND SUBMISSION GUIDELINES 

The following are guidelines for contributors. Please follow the specifications closely as we will not be able to include your contribution if these guidelines are not met.

Project Summary

The simple act of going to work every day is an integral part of all societies across the globe; it is an ingrained social contract—we all work to survive. If we can’t work, psychologists have equated losing a job with the trauma of divorce or a family death, and enormous issues arise, from financial panic to sinking self-esteem. Through work, we build our self-identity, our lifestyle, and our aspirations. How did it come about that work dominates so many parts of our lives? This multi-disciplinary encyclopedia covers curricular subjects that answer that question, ranging from business and management to anthropology, sociology, social history, psychology, politics, economics, and health. Distinguishing itself from the competition, this encyclopedia focuses on contemporary sociology and provides international coverage, comparing work in China to the United States, for example. The articles will be accompanied by pedagogical elements, including a Reader’s Guide, Chronology, Resource Guide, Glossary, Appendix, and thorough Index. 

Deadline

All articles must be received February 15, 2012. Any articles received after the deadline may not be accepted unless prior arrangement is made. Contact the Author Manager, Susan Moskowitz at work@golsonmedia.com if you have any problem meeting your deadline. If you miss your deadline without notification your articles may be immediately reassigned.

Please review the checklist at the end of this document before posting your entry on the SAGE Reference Tracking website (SRT)

Readership

This product is written for the educated reader and will be marketed to academic and public libraries as well as business and government entities. The entry you write should be as interdisciplinary and jargon-free as possible, with explanations provided for any specialized terminology. When in doubt, define a term or identify a person. Explain concepts in uncomplicated terms as if you were explaining them to an undergraduate class in a lecture. Use examples, particularly of significant individuals or groups where appropriate, to clarify concepts and definitions. 

Length of entries

When you are assigned your entry, you will be given a target word count. Please be sure that your entry meets this length requirement as closely as possible. Word counts include the bibliography list and cross-references.
Organization of entry

The first paragraph of the entry should summarize the content of the entire entry. If needed, a definition of the topic and an explanation of why it is relevant to the topic of the encyclopedia should also appear in the first paragraph. (This is similar to the “reverse pyramid” structure used in newspaper articles, where the most important information is presented at the beginning.) At the bottom of your file, after the entry itself, please include your name, add from one to five cross-references to other entries in the encyclopedia (using the headword list on SRT), and include a brief list of further readings. Focus on the topic of the entry and avoid digressions. Please study the sample entry. Your entry should have a similar style and organization. Authors should write in a manner that is descriptive and explanatory. Avoid editorializing.

Subheads should be used in the longer entries to organize your content, using this format:

flush left, title case (upper and lower case), line space above and below.

Use of previously published material: Plagiarism will not be tolerated and if it occurs the contributor will be immediately dismissed from the project and his/her article(s) reassigned.

Avoid direct quotations from and citations of other works. For example, avoid the following:

According to Burns (2001), “We have learned that . . .” (p. 45).

Smith (2004) argues that . . .

Cognitive script theory refers to hypothesized knowledge structures that outline 
how everyday events unfold (Shank & Abelson, 1994).

Also, please do not include parenthetical citations of published works. Your entry should offer a basic introduction to the topic that the reader can understand without seeking out other sources. A list of further readings at the end of the entry will give readers who want more information a starting point for research. If you feel that someone must be cited by name, please describe his or her work in the main text of the entry, rather than a parenthetical citation, and use first and last name, with no date, for example:

As a part of his theory of cognitive dissonance, Leon Festinger proposed that media messages that appear to challenge an established belief would foster an aversive experience of dissonance and that in order to avoid the anticipated aversion, persons would avoid exposure to such messages.

If you do include any direct quotations, you must acknowledge the source. Material from any source, including the internet, must be credited.

Tone of entry

The entry should provide a balanced explanation of positions of controversial topics. Do not use your entry to put forward novel theories, advance a debate, or argue a political point. Avoid rhetorical questions and never use the first person in your entry.

Graphics (figures, tables, halftones)

Most entries will not require graphics. If you believe that a figure or table is appropriate for your entry, please contact Geoff Golson at geoff@golsonmedia.com for directions on how to submit graphics. Graphics may not be accepted without prior consultation.

Cross-references

At the end of your entry, please identify other entries in the encyclopedia that are relevant to the topic (e.g., “SEE ALSO: Separation, Legal; Separation, Trial; Waiting Period”), using the headword list posted on the SAGE Reference Tracking (SRT) website.

Bibliographies (further readings)

At the end of your text, please include a list of references that you feel are key to your entry’s topic. These can best be thought of as “further readings,” but the source of any direct quotation must be included. Items should be alphabetized by author. Include about one reference per single-spaced manuscript page. 

Provide translations for non-English titles in references, page ranges for entries and for book chapters, and the names of all authors/editors (not “et al.,” unless it appears that way in the publication). Don’t forget to alphabetize the further readings list by author.

Note Wikipedia is not considered a legitimate bibliographic resource.

Bibliographic style

Bibliographic (further readings) citations should follow the style below. Note the example includes books, journals, magazines, and websites. For any other citations, please insert in a logical manner and we will edit it from there.
Bertrand, Marianne and Sendhil Mullainathan. “Are Emily and Greg More 
Employable Than Lakisha and Jamal? A Field Experiment on Labor 
Market Discrimination.” American Economic Review, v.94/4 (2004). Corcoran, Mary. “Rags to Rags: Poverty and Mobility in the United States.” 
Annual Review of Sociology, v.21 (1995).

Darity, William “Will the Poor Always Be With Us?” Review of Social Economy, 
v.61/4 (2003).

Lawrence, Mishel, et al. The State of Working America 2002/2003. Ithaca, NY: 
Cornell University Press, 2003

Schram, Sanford, ed. Race and the Politics of Welfare Reform. Lansing: 


University of Michigan Press, 2003.

U.S. Census Bureau, “2000 Population.” www.census.gov/2000pop/index 


(Accessed July 2005).

Permissions

You may need to secure permission from the copyright holder to quote, reprint, or adapt works or portions of works from other sources (e.g., published books and journals, poetry, song lyrics, quotations from unpublished works, and tables and figures). Follow the “fair use” doctrine (see Chicago Manual of Style or http://www.sagepub.com/) for details on when to seek reprint permission. Tables or figures that have been adapted probably will not require permission but will be reviewed by the editors. (“Adapted” means that you have added your own material to the original work to extend or expand an idea, rather than merely shortening or rearranging the content.)

File format

Please submit your entry in Microsoft Word, single-spaced, using the Times Roman 12-point font. If you work in another format, please save and submit your final file in Microsoft Word for Windows. 
Submission process

Submit your entry by posting it on the SAGE Reference Tracking (SRT) website in Microsoft Word.

Submission Checklist

1. Entry is provided in a Microsoft Word file single-spaced.

2. Graphics are in separate files, and callouts for graphics are included in main text file along with captions and credit lines if needed.

3. Entry meets target length.  The word count includes further readings.

4. File includes headword (entry title) and cross-references to other entries (identified from the headword list on the SRT website).

5. At the end of the main text of the entry, you have included your name and affiliation as you wish it to appear in the encyclopedia. This should match the name that you entered in SRT when you accepted the invitation. If your name or affiliation has changed since you accepted the invitation, please notify the Author Manager, Susan Moskowitz at work@golsonmedia.com  as well as putting the correct information at the end of your entry. 

6. You have included further readings, about one reading per manuscript page at the end of your entry.

7. The first paragraph summarizes the entire entry and, if necessary, explains why the topic is relevant to the subject of the encyclopedia.

8. The entry does not contain direct quotations or parenthetical citations. Sources for any unavoidable direct quotations (including material from Web sites) are included in the further readings.

9. You have provided written permission needed for use of previously published material.

10. You have an electronic copy of your entry and copies of your source material (in case questions arise during the editing process).

Thank you!

