
BADS Handbooks
Instructions for Authors


Copyright agreement and submission
· Each named author must complete and sign a copyright transfer agreement before the final manuscript is submitted. 
· Publication will not take place until all copyright transfer forms have been received. 
· The copyright transfer agreement can be downloaded from the resources section (tab) via the BADS website: https://bads.co.uk/resources/bads-members-resources/. 
· Scanned copies or legible photos should be sent via email to the BADS administrator at bads@bads.co.uk. 

Text preparation
· Please use:
1. Microsoft Word for the text with Calibri (body), size 12 font, double spacing and 1”(2.5cm) margins.
2. A hierarchy for sub-headings, clearly delineating different levels of sub-heading (e.g. CAPS, bold, italics). 
3. International Nonproprietary Names (INN) drug names were possible.
· Please do not:
1. Insert page or section breaks
2. Justify margins
3. Use automatic hyphenation 
4. Insert text boxes. If you are including features such as for example, ‘key points’, ‘case history(s)’ please indicate these using a text heading and indent them.
5. Include other layout formatting such as styles, borders, shading, etc.
· The first page should list all contributing authors (including their first names), their job titles and the hospital(s) or unit(s) where they currently work. 
· The second page should provide a numbered list of the handbook sections.
· Each section must have a title and content. 
· All manuscripts should commence with an introduction and end with concluding comments, followed by the reference list.

Tables, figures, charts and photographs 
· Tables and figures should not duplicate information given in the text. 
· Tables should be prepared using the tables feature of Microsoft Word. 
· Figures and graphs should be clearly laid out. Photographs should be clear and in focus and sent as a separate attachment. 
· Graphs may be supplied as Excel spreadsheets (one per sheet).
· Line drawings should be produced electronically and clearly labelled using a Calibri (body) font. Other line drawings should be supplied in an acceptable software format.
· Figures and graphs may be redrawn if the quality is not in keeping with the handbook formatting.  
· Do not place any tables or illustrations within the main body of the text, citations only should appear.
· Ensure that each table, figure or chart is numbered in the order in which they are referred to in the text and provide these on separate pages at the end of the manuscript.
· A brief title should be placed above each table or illustration and any source line enclosed in parentheses after the title. Source lines should be included even if material is in the public domain and not subject to copyright.

· Examples of source lines are shown below. 

	Book

	Reprinted with permission from Steven Shapin, The Scientific Revolution (Chicago: University of Chicago Press, 1996), 15-64.

	Journal article
	Source: Data from Richard Adams, “Investment and Rural Assets in Pakistan,” Economic Development and Social Change 47, no. 1 (1998): 155-73.


	Some copyright holders request specific wording of source lines as a condition to granting permission and their requests should be accommodated. 

	Add “Adapted from” or “Modified from” to the source line copyrighted material if this has been adapted or modified.



Figure and image resolution
· Only JPEG & PNG picture files are accepted, ideally in their original format. If not in their original format, the minimum size required is 1080px wide. 

References 
· BADS uses the Vancouver reference style. 
1. Reference numbers have full points in the reference list.
Publications should be referenced in the order in which they appear in the text.
Journal titles should be abbreviated according to the standard in the Index Medicus. Preferred journal abbreviations can be found in the ‘List of Journals Indexed for MEDLINE’ (http://www.nlm.nih.gov/tsd/serials/terms_cond.html).
2. Do not separate initials with spaces or full points but add a full point after last initial before the title. 
3. Up to three authors may be listed. If more, then list the first three authors and represent the rest by et al. Fewer author names followed by et al. is also acceptable. Where et al. is used, it should always be upright, not italic in both references and textual citations.
4. Last Names containing de, van, von, De, Van, Von, de la, etc. should be listed under D and V 
respectively. List them as: De Roux DP and not Roux DP, de. When cited in the main text without 
the first name, use capitals for De, Van, Von, De la, etc. (Van Dijk, year).
5. Names containing Jr or II should be listed as follows: 
Author Last Name Initial Jr (year) 
Author Last Name Initial II (year) 
· Please use superscript numerals for references after punctuation and check that it corresponds to the correct number in the reference list. 
· Examples of reference styles are shown below.

	Book
	Huff D. How to lie with statistics. 4th ed. London: Penguin, 1991, p.51.

	Chapter in book
	Huff D and Black TL. Comprehensive statistics. In: Miller C and Smith H (eds) How to lie with statistics. 4th ed. London: Penguin, 1991, pp.51–55. 

	Journal article
	Ludbrook J, Miller T and Russel A. Musculovenous pumps in the human lower limb. Am Heart J 1966; 71: 635–641. 
Araki C, Black TL, Patberg FT, et al. Significance of calf muscle pump function in venous ulceration. J Vasc Surg 1994; 20: 872–879. 

	Journal article published ahead of print
	Ludbrook J. Musculovenous pumps in the human lower limb. Am Heart J. Epub ahead of print 12 June 2011. DOI: 10.1177/09544327167940. 


	Website
	Smith JR. Choosing your reference style. Online Referencing 2(3), http://orj.sagepub.com (2003, accessed 12 October 2008). 
National Center for Professional Certification. Factors affecting organizational climate and retention, www.cwla.org./programmes/triechmann/2002fbwfiles (2002, accessed 10 July 2010). 

	Conference paper
	Peters J. Musculovenous pumps in the human lower limb. In: ASME conference on automatic 
transmissions (ed A O’Brien), Pisa, Italy, 29 May–2 June 2003, paper no. GE1234, pp.4–10. New York: ASME. 

	Thesis/dissertation
	Clark JM. Referencing style for journals. PhD Thesis, University of Leicester, UK, 2002. 
Patent and patent applications
Smith ST. Referencing styles for journals – a new method. Patent 12346-ZH, USA, 2011. 
Jones P. Referencing styles for journals – a new method. Patent application 12346-ZHA, USA, 2011. 

	Report (published/unpublished) 
	MacDonald S. The state of social welfare in the UK. Report, University of Durham, UK, June 2011. 
Citigroup Ltd. How to make your money work for you. Report for the Department of Finance. Report no. 123345, 13 June 2011. Oxford: OUP. 

	Newspaper/magazine
	Clark JM. Referencing style for journals. The Independent, 21 May 2006, p.10

	Manual (automotive etc.) 
	Fiat. Driver’s manual, Fiat Uno 4-litre diesel model, December 2010. 


	Standard 
	ISO 27799:2008. Information security management in health. 



Permissions
· These apply to digital and print formats
· The source of third-party content must be cited
1. If permission is not required, the source of content must be accredited.
2. If permission is required, contact the copyright holder and cite usage information as per their instruction.
3. Reusing your own content, which has been published previously, should be treated as third-party content and permission applied for as appropriate (a,b). 
4. For unpublished content, contact and accredit the author.
5. If permission is denied the content should be replaced or removed.
· Please submit a permission form listing all third-party content and proof of permission with your final manuscript (Appendix A).
· For any other queries, please contact the BADS publication editor via bads@bads.co.uk.





Patient confidentiality
· Identifying patient information, including names, initials, or hospital numbers, should not be published in written descriptions, photographs, and pedigrees. Masking the eye region in photographs of patients is inadequate protection of anonymity. 












































BADS PERMISSION FORM: HANDBOOKS

This form must be completed and returned with your manuscript even if there are no figures or tables

	Handbook Title:

	Print Name:   

	Signature:

	Date:

	
	Please indicate below

	No permission required (i.e. text, figure(s), tables(s) are original and have not been published before, or are in the public domain

	YES / NO

	Written permission required (i.e. permission has been obtained from the copyright owner for all previously published material.
Please complete the rest of the form below (continue on a further page if required) and attach (scan) a copy(s) of confirmatory correspondence
[bookmark: _GoBack]
	YES / NO

	Source information
 

	Material in handbook
(figure or table number)
	Reference / citation
	Permission received
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