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Before any article or piece is published on behalf of IATEFL or one of its SIGs, online or in print,

IATEFL publishing policy

the nominated person or people with responsibility for that publication or website should ensure

the following requirements are met:

1. All contributors should be correctly acknowledged. Any contributors’ biodata and email
should be included, as well as a photo if required by the publication, with the permission
of the author.

The correct ISSN/ISBN should be included, where relevant.

3. Any relevant copyright permission should be obtained for both images and text - th

Society of Authors guidelines on copyright should be consulted in case of outstanding
questions.

4. Publications should include a Copyright Notice stating:

IATEFL retains the right to reproduce part or all of a publication in other publications,
including retail editions. Contributions to a publication remain the intellectual
property of the authors. Any requests to reproduce a particular article should be sent
to the relevant contributor and not IATEFL. Articles which have first appeared in
IATEFL publications must acknowledge the IATEFL publication as the original source
of the article if reprinted elsewhere.

As well as a Disclaimer stating:
The views expressed in the named publication are not necessarily those of the
editor(s), of an IATEFL SIG, of IATEFL or its staff or trustees.

All quotes must be attributed and full references given.

6. Permission must be granted by the legal guardian, with written evidence of this, for any
photos of, or including, children.

7. The contents of the publication should not be offensive or attempt to incite prejudice or
hatred of any kind. They should conform to IATEFL’s mission, goals and practices
concerning discrimination, respect and fair treatment. (see related documents below)

8. The contents of the publication should not have, as the sole or main aim, the objective of
promoting a publication, product, service or business. It should be relevant to the
interests of IATEFL members and not be solely commercial.

9. Whilst critical debate is encouraged, contributions should not defame the work of a fellow
professional.

10. IATEFL branding should be included in the publication, as well as IATEFL information and
advertising wherever appropriate and where space allows. (For SIG publications please
refer to relevant checklist.)

11. Advertising of materials within a publication or newsletter should only be for materials
for which the author has already signed off on permission for the material to be
published and sold.

12. Thought should be given to making the publication accessible for people with reading

disabilities.


http://www.societyofauthors.org/SOA/MediaLibrary/SOAWebsite/Guides/Guide-to-Copyright-and-Permissions.pdf
http://www.societyofauthors.org/SOA/MediaLibrary/SOAWebsite/Guides/Guide-to-Copyright-and-Permissions.pdf
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Here is a list of recommendations:

* Font - use evenly spaced font such as Arial, Comic Sans, Century Gothic, Tahoma, Verdana

= Avoid white backgrounds - instead use cream/soft pastel colours

= Avoid text on pictures - anything in a magazine style format is difficult to access.

= Avoid green and red/pink/purple/blue as these are difficult for colour-blind individuals.

= Ensure text is black on cream background and avoid colour coding.

» Avoid underlining, BLOCK CAPITALS for headings and titles. Instead use bold and lower
case.

= Avoid narrow columns and long lines (max 60-70 characters per line).

» Use 1.5 spacing and avoid starting a sentence at the end of a line.

= Avoid abbreviations if/when possible.

= Be concise and to the point and avoid overly long sentences.

» Ensure that documents are presented in an accessible format for people with visual

impairments

IATEFL reserves the right not to publish, or to withdraw, any publication found not to meet
these criteria.
IATEFL reserves the right to accept or reject articles for publication depending on their quality
and suitability for the Association’s readership.
IATEFL reserves the right to make minor editorial changes should they be deemed necessary.
IATEFL retains the right to republish any publications or to make them available in electronic
form for the benefit of its members.
Last reviewed: 25 April 2017

Related documents

e IATEFL’'s mission, goals and practices (available on website)

e IATEFL's code of conduct (pending - to be made available of website)

e IATEFL's Facebook Group Guidelines (available on IATEFL Facebook Group)

e IATEFL's complaints procedure (under review - to be made available on website)

e IATEFL SIG Handbook (available on website)

e IATEFL Voices article guidelines



