
The Conservator 

Guidelines for Contributors




Updated March 2004
The Conservator is published annually by the United Kingdom Institute for Conservation of Historic and Artistic Works. The aim of the journal is to help improve the practice of conservation by communicating information and ideas relating to the conservation of objects and collections of cultural value. Articles should not normally exceed 6,500 words in toto (usually about 3-4500 words in introduction + main body + conclusion), but they can be as short as the subject warrants. If the subject matter is unlikely to be of significance beyond eighteen months, it is suggested that a note be offered to Conservation News instead. Most of the information below concerns practicalities useful to all contributors, but some is directed towards novice authors.

The writing and editorial process
If contributors wish for guidance before they invest time in writing, it is suggested they send in an outline of their proposed article by March 31st. This should ‘tell the story’ of the article and lay out its structure in no more than one side of A4. If the Editorial Advisory Board thinks that it will be of interest to our readers, the contributor would be encouraged to write up the article. The Editor is happy to comment at any time on interim drafts whether developed from these Outlines or not. Before the end of October, the text of all articles, whether guided or not, in as complete a form as possible, need to be sent in, together with copies of as many of the proposed illustrations as possible. All appropriate articles are reviewed by the Editorial Advisory Board. After this it may be that a contributor is asked to develop their article further before it can be sent to referees, or is told that the article is not appropriate for this journal. When an article is in a developed enough form, two appropriate external referees are appointed. Referees, who remain anonymous to all except the Editor and assistant editors, are asked to comment on: the interest and originality of the material; the clarity, accuracy and sufficiency of information; the effectiveness of evaluation and communication; and the appropriateness and adequacy of the references and illustrations. Referees’ comments are sent to the contributor, who may be asked to make revisions to their article to increase clarity, accuracy or information. It should be understood that the aim of this revision and the editing process is both to make the article as helpful to readers as possible, and to do the contribution of the work justice. It is a two-way process which takes time and effort, but the goal is to agree a draft which meets these aims. Final drafts are subject to minor editing for clarity and house-style by the publisher. Contributors are sent a copy of the proofs which they are asked to check for errors. The journal is normally published fourteen months after the October deadline. If an article is not accepted for publication, reasons will be given to the contributor.

On occasion, space for an extra article may become available late in the publication schedule. If an author has an article which has missed an October deadline, and which they consider to be completely ready for publication, they should contact the Editor before the end of March to see if a slot has materialised. If it has, the article can begin the editorial process above and could appear in the journal eight months later.
Content and structure

Contributors should take account of the aims of the journal and the nature of the readership when composing an article. Offering an article to this journal implies that it has neither been published, nor is under consideration for publication, for wide circulation elsewhere. Articles offered can contain information published elsewhere but this must not comprise the entirety of the subject matter, nor must large sections of the published text or high percentage of illustrations be identical. 

So that UKIC can protect contributors against unauthorised reproduction of their work in the future, the copyright of articles accepted for publication needs to be assigned to UKIC. Where appropriate, contributors also need to ensure they have permission to publish work on particular objects, sites or collections. Relevant Assignment of Copyright and Permission Form are attached at the end of these Guidelines.

Contributors take responsibility for original work and opinions expressed in an article. Where appropriate, contributors must acknowledge the work of others either directly in the text, through Endnotes or References, or by listing in Acknowledgements. If a contributor is able to benefit financially from any aspect of the work, they are required to include disclosure of this in the article. Contributors should ensure that hazardous practices or substances are not discussed or recommended without adequate warning. Where appropriate, relevant COSHH (1989) information must be included.

If novice contributors are looking for guidance when writing, it is suggested that they first, in a sentence or two, identify to themselves the new information or idea they wish to communicate and why they think others might find it useful. It is suggested that they think hard why a reader should spend ten minutes of their precious time reading about the work. In the article, first the relevance of the new information or idea should be introduced and set in the context of what is known already. Following this the method of creating the new information or idea is laid out, an evaluation is then made of the results/findings, and conclusions drawn of the contribution made to the community together with any caveats. Further material to help novice authors is available from the Editor.

The order information in articles should be as recommended here. Those sections which all articles should have are marked with an asterisk.

1. 
* Date and word count of draft of article (top right-hand corner)

2.
* Title

Whilst this should be short, care should be taken to reflect the contribution of the article so that readers will seek it out.

3.
* Name(s) of contributor(s)

Where more than one, that for correspondence should be asterisked.

4.
Keywords

5.
* Abstract (100-175 words)

An Abstract draws attention to the main contribution of the article. It should include the main contention, chief methods/materials used, major findings and conclusions, and not simply mentions of stages of treatment or research. It may be included in abstracting journals. The article should be able to stand alone without the Abstract and v.v.

6.
* Introduction/Background (Not a Summary)

This should give enough background information so that readers can evaluate the work. It should layout out previous work in the field and identify, what this study aimed to add, and how the contributor aimed to this.

7
* Main body

To include methodology/observations/evaluation of results

8.
* Conclusion

This is a crucial section which highlights the findings and sets them in a broader context. Evaluation of the work should make clear the author's opinion of the import/limitations of the contribution.

9.
* Acknowledgements

10. 
Disclosure 

11.
Appendices

12.
Endnotes (including Health and Safety)


(See separate paragraph below)

13.
* References


(See separate paragraph below)

14.
Suppliers


List only those for materials which are not commonly available

15.
* Short biography with email address and post address (plus mugshot)

16.
List of Figures with adequate captions and copyright (on separate page)

Style 

Headings and sub-headings in plain text should be used to break up the text. In the first instance, these can be numbered if this is helpful, but numbering will be removed for the published version. Many aspects of style are best discovered by looking at articles in previous issues.

Endnotes

Where information is too bulky to go in the text, an H&S note is needed, or a reference is made to an unpublished source which cannot be reasonably retrieved or checked, numbered Endnotes should be used. A superscript number is put where most appropriate in the text, either at the end of a sentence, or where sense indicates, after any normal punctuation. The Information is then listed in the Endnotes, for example:

1.
Smith, J. 1997. Senior Conservator, Chiswick Museum, London, written personal communication.

2.
Lead pigments are toxic substances.... (etc.)


References

Please refer to literature (such as manufacturers’ pamphlets) and electronic matter (such as websites) in Endnotes since these sources are often ephemeral. Reference to published work or that which is likely to remain reasonably accessible in the long term, must be made in the text using the 'author-date' system (Harvard system) as follows:

(Smith and Jones 1994) or '..as Smith and Jones (1994) describe...'


Three or more authors: (Jones et al. 1990)


More than one paper by author(s) a year: (Smith 1992a)  (Smith 1992b) etc.


Reference to several articles: (Smith 1986; Jones 1995)


Reference to specific page(s): (Smith 1986: 256-7).

The articles are then listed alphabetically in the Reference section, with third and subsequent authors named. The order of reference information should follow that of the British Standard BS5605 (1990)  (i.e. Author's name, date, title, city of publication: publisher, volume number). Punctuation/capitalisation and character formatting should be minimal and follow the house style of previous issues. Titles should be in bold as below. Contributors should match their entries (including punctuation) as closely as possible to these guidelines. 

Some examples are given here. 

Thickett D, Cruickshank P and Ward C. 1990.  The conservation of amber. Studies in Conservation 40, pp 217-27. (omit issue number if page numbers run on throughout a year)

Thomson G. 1986. The Museum Environment. 2nd edn. Oxford: Butterworth-Heinemann.

Stanley Price N, Kirby Talley M and Melucca Vaccar A, eds. 1996. Historical and Philosophical Issues in the Conservation of the Cultural Heritage. Los Angeles: Getty Conservation Institute.

Erhardt D and Mecklenburg M. 1994. Relative humidity re-examined. In: A Roy and P Smith, eds. Preventive Conservation: Practice, Theory and Research. Preprints IIC Ottawa Congress. London: International Institute for Conservation, pp 32-9.

Hedley G, Villers C, Bruce-Gardner R, and Macbeth R. 1990. A new method for treating water-damaged flaking. In: K Grimstad, ed. ICOM-CC Preprints 9th Triennial Meeting Dresden. Paris: ICOM-CC, pp 119-23.

de Wit P. 1983. An Investigation into the Condition and Treatment of a Nineteenth-century Food Hamper and its Contents. Unpublished MSc dissertation, University of Tinselvania, Ruritania.

British Standards Institution. 1990. BS 5605 Recommendations for Citing and Referencing Published Material. London: BSI.

Other

Abbreviations etc. should follow the house style as exemplified in previous issues. Where a trade-name is used, it should be given a capital letter and be followed after its first mention with its chemical name or description in brackets e.g. Paraloid B-72 (poly(ethyl methacrylate-co-methyl acrylate)). The manufacturers of all commercial products must be given. Measurements should be in consistent SI units e.g. metres(m) and millimetres (mm).

Trade names should have the relevant ( or ( symbol the first time they are mentioned in the text, and in any figure captions or endnotes. 

Illustrations
All illustrations should be numbered in one sequence and referred to in the text as figures, for example.: “...this shows particular signs of wear (Fig 4)”. Figures should be accompanied by useful captions which can stand alone from the text. Any copyright, other than that of the contributor(s), should be included after each caption. When an article has been accepted for publication, it is the contributor's responsibility to obtain all necessary copyright permission for publication of illustrations, and to complete and send in the Permission Form at the end of these Guidelines.

Non-digital formats
Line drawings including graphs etc. should be of 'camera-ready' standard. The lines should be of a thickness that neither 'breaks-up' nor converges when the image is reduced for printing. Contributors can ‘test’ their drawings etc. by reducing them to a size to fit either a single (8mm wide) or a double column (17mm) width. Drawings presented as ‘hard copy’ but derived from digital files should be printed on laser printers with a quality of at least 600dpi (dots per inch).

For half tone images (black and white photographs), good quality B&W prints (8x10-inch) which should be of high contrast and clear focus are needed. B&W illustrations from colour prints or slides are far less satisfactory. Where colour is thought important either by the contributor or the Editor, slides give the best results, but high quality colour prints are possible. It should be noted however, that no commitment can be made to reproduce illustrations in colour.

Lettering/marking is created and added to a drawing or photograph during publication. This information should be marked as clearly as possible on photocopies.

Computer graphics

Where possible, please supply separate originals or guideprints for digital graphics. This is the safest way of ensuring they are correctly transferred into the publisher’s format, and the quality of the final printed version is acceptable. Most illustrations will be edited by the publishers to some degree to ensure that figures have a consistent appearance throughout the journal. This may mean re-labelling diagrams or changing the line thickness. Unless impossible or greatly detrimental, diagrams and graphs MUST be presented in B&W not colour. 

The preferred file formats are: TIFF, EPS and DCS. Other formats that can be used are: GIF, PICT, PNG, PAINT, Windows Metafile, BMP. Please note that images or charts embedded in MS Word are not acceptable, since they are not compatible with the publishing software.

Digital photographs and scanned images should be supplied preferably in TIFF or EPS format. They should be at least 300 dpi.

Line drawings are normally supplied as Bitmaps (BMP) or TIFFs at a resolution of at least 600 dpi.

MS Excel charts should be supplied as an original Excel file.

These MUST be sent in as separate files to any text files. Do remember that a well-printed hard copy is often more useful to the publisher than an inflexible/obscure digital file. More advice on computer graphics can be obtained after an article has been accepted for publication.

Progressing an article

1. Where possible, first an Outline of the article should be sent to the Editor. Suggestions about directions the article could take, and how suitable it would be for this journal can then be given. Outlines are welcomed at any time but need to be sent in by the end of March for consideration for inclusion in the journal of the following year.

2. The Editor is happy to offer comments on the draft of an article at any stage during its development: this can help prevent possible rejection at a later stage and thus much unnecessary or last-minute work.  

3. The deadline for sending in Complete Articles (which do not have to have been through the Outline stage)                                          31st October
Please send in THREE HARD COPIES of text and figures

Date and word count of draft in top right-hand corner

(If original illustrations are slides, please include three copies of a paper print of each of these)

Email address (or failing this, postal address) of corresponding author

(Please do NOT send in originals of illustrations at this stage)

Contributors should attempt to submit an article/illustrations in as finalised form as is possible. This will help the Editor and referees to make sound decisions on whether or not to consider including the article in the next issue.

4. At any stage in the editorial process, amendments may be suggested to or requested from a contributor before an article can be finally accepted for publication. The degree of amendment can vary from slight to major.

5. Once an article has finally been accepted for publication, the following are needed: 

• The amended article in digital form. The text should be stored in any common word-processing application. There must be a List of all Figures (including digital ones) together with their Captions on a separate page at the end of the text. Digital illustrations should be stored in a separate file. The contributor’s name and date of the article should be written clearly the outside of the disc/emailed file.

• one hard copy of the amended article. The text need only be single spaced with normal margins but with numbered pages. The date and word count of article MUST be on top right-hand corner of first page as before. This is so we can be absolutely sure which version of an article has been sent in.

• one set of original slides, photographs and line drawings. Slides should be adequately labelled. (Bear in mind illustrations including slides can become lost in the post so it is essential contributors retain master copies).

• two hard copies of all non-digital illustrations.

• mugshot(s).

• completed copyright/permissions forms.

6. There may be further amendment needed for clarity, style, safety information etc. as the article goes through the final stages of editing. This is best done by email exchange.

7. Near publication date, contributors will receive final proofs (for checking only). They will need to return these within a matter of days.

On occasion, space for an extra article may become available late in the publication schedule. If an author has an article which has missed an October deadline, and which they consider to be completely ready for publication, they should contact the Editor before the end of March to see if a slot has materialised. If it has, ready-to-go articles are welcomed on a fast track system for consideration for publication in that same year.

	Address for submission of articles or 

requests for copies of Guidelines
Editor of The Conservator

UKIC, 702 The Chandlery

50 Westminster Bridge Road

London SE1 7QY


Tel:  020 7721 8721 

Fax: 020 7721 8722
	Address of Editor

Siobhan Watts

The Conservation Centre

Whitechapel

Liverpool  L1 6HZ

E-mail: Siobhan.watts@liverpoolmuseums.org.uk


Reminder of Dates:

31st March 

Outlines of articles, and Fast Track articles

31st October

Normal complete articles

Checklist  For  Contributors’  Use  



(not to be sent in)
Please refer to ‘Guidelines for Contributors’ for details of each item

Before initial submission, please check text corresponds as far as possible to the following:
• All essential sections of text are included

• Citation system used corresponds to that requested

• All cited authors are listed at end of article (and v.v.)

• Endnotes in text correspond to listed key (and v.v.)

• All illustrations (photographs and drawings) are numbered in running order as Figures.

• All Figures are referred to in text

On initial submission, the following need to be sent in to the UKIC Office:

• Three double-spaced hard copies of the article (with date and word count)

• Three hard copies of all illustrations with labelling and captions. Paper prints of slides are required.

• A covering letter/page with title of article, names of authors, plus e-mail and post address, phone and fax numbers, of contact contributor, and date of submission

On acceptance, the following will be need to be sent directly to the Editor:

• Digital copy of the agreed final version of the article. Any diskette or emailed file must be labelled with contributor's name and date of the draft.

• One hard copy of this text plus two hard copies of non-digital illustrations.

and where appropriate originals of illustrations as follows:
• One colour slide of each figure, each labelled with contributor's name and Figure number.

• One B&W photograph of each figure, labelled with name/Figure number on back (in soft pencil) 

• One original of each camera-ready line drawing with name/Figure number and version date without labelling

• List of all original illustrations sent in (to check receipt/return)

and the following completed forms:
• Signed Assignment of Copyright form
• and, where appropriate, completed Permissions form.
PERMISSIONS FORM

The Conservator

Title of article:

___________________________________________________________________________

by_________________________________________________________________________
1) PERMISSION FOR PUBLICATION OF OBJECT/SITE(S)

To be completed where article concerns work on an object/site not owned by the author(s)

“I confirm that in relation to the work I/we carried out on the object/site(s) which form(s) the subject of the above article, I have the express consent of the owner/custodians(s) to publish this article”.
_________________________
_______________________

______________

Signature (of asterisked author)
Print name



Date 

2) PERMISSION FOR RIGHT OF REPRODUCTION OF COPYRIGHT ILLUSTRATIONS
To be completed by copyright holder of an illustration when this is someone other than the author(s).

“Rights of reproduction of illustrations are hereby granted to:

UK Institute for Conservation, 109 The Chandlery, 50 Westminster Bridge Road, London SE1 7QY (0207 721 8721) for the following images:
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

(NB For each illustration, please include wording to be used in article to designate permission)
The institution or individual named below hereby warrants that it owns full rights of reproduction of the images described above and that it grants rights of reproduction for these images within the above article in its present and future form (which for the avoidance of doubt includes, without limitation, any form of electronic exploitation or distribution or transmission now known or hereinafter invented) to UKIC”.

_______________________

________________________
______________

Signature



Print name



Date


__________________________________________________________________________

Title & Institution

__________________________________________________________________________

Address and email/tel

Please take a copy of the completed form and return the original to The Editor

ASSIGNMENT OF COPYRIGHT
The Conservator

Title of article

__________________________________________________________________________

by________________________________________________________________________
It is a condition of publication in the Journal that authors assign copyright to UKIC. This ensures that requests from third parties to reproduce articles are handled efficiently and consistently and will also allow the article to be as widely disseminated as possible. In assigning copyright, authors may use material from the article in other publications provided that the Journal is acknowledged as the original place of publication, and that UKIC is notified in writing and in advance.

Please delete either paragraph (1) or (2) below:
(1) If copyright belongs to author(s)
“In consideration of the publication of the above article and subject to the right described above, I, on behalf of my co-authors, hereby assign to UKIC, with full title guarantee, the copyright in the article present and future (which for the avoidance of doubt includes, without limitation, any form of electronic exploitation or distribution or transmission now known or hereinafter invented), and all other intellectual property rights in the above article for the legal term of copyright”.
(2) If copyright does not belong to the author(s)
“The above article has been written in the course of my/our employment and in consideration of the publication of the above article and subject only to the right described above, for and on behalf of and with the express authority of my/our employer(s), the copyright owner(s), I, on behalf of my co-authors, hereby assign to UKIC, with full title guarantee, the copyright in the article present and future (which for the avoidance of doubt includes, without limitation, any form of electronic exploitation or distribution or transmission now known or hereinafter invented), and all other intellectual property rights in the above article for the legal term of copyright”. 

___________________________________________ 

Signature (of asterisked/corresponding author)

___________________________________________

_______________

Print name 





Date

Please take a copy of the completed form and return the original to The Editor.
March 2004


1
12
March 2004

