@uidelines for authors

The Journal of Employment Counseling invites manuscripts of practical interest to read-
ers in the field, as described on the inside cover under Manuscripts. To contribute to the
journal, follow these guidelines and send your manuscript electronically, via e-mail, to the
Editor: Roberta A. Neault, Journal of Employment Counseling, Roberta@lifestrategies.ca.
If you do not have access to e-mail, mail your manuscript on CD to the Editor: Roberta A.
Neault, Journal of Employment Counseling, 2956 Fleet Street, Coquitlam, British Columbia,
Canada V3C 3R8.

® Double-space everything, including references and quotations. Allow 1" margins. Unfortu-
nately, manuscripts longer than 15 pages will not be considered.

e The title page, separate from the manuscript, should contain the full title and author identifica-
tion. Include authors” names, positions, and places of employment/institutional affiliations. To
facilitate the blind peer-review process, ensure author names or any identifying information
are not on other manuscript pages.

e The abstract follows the author identification on the title page and should clearly summarize
the main content of the manuscript. The abstract of a research study should reference method,
results, and conclusions. The abstract should be 50 to 100 words.

e The style guide for the journal is the fifth edition of the Publication Manual of the American
Psychological Association (APA, 2001; available from the APA Order Department, 750 First
Street, NE, Washington, DC 20002-4242). Ensure writing is clear, concise, and coherent.
Reduce bias in language against persons on the basis of gender, sexual orientation, racial or
ethnic group, disability, or age by referring to the guidelines in the Publication Manual. Do
not use footnotes.

e Use headings and subheadings to structure the manuscript, keeping headings and titles as
short as possible.

e Check references for completeness and provide adequate information to allow the reader to
retrieve the referenced material from the most available source. Ensure all references cited
in the text are included in the reference list and all entries in the reference list are cited in
the text. Refer to the guidelines in the Publication Manual.

e Submit no more than three tables and two figures with the manuscript. Each table should be
on a separate page following the reference list. Include only essential data and combine tables
wherever possible; follow the style in the Publication Manual. Figures (graphs, illustrations, line
drawings) must be supplied by the author as reproducible art of professional quality and must
contain no errors. Failure to furnish camera-ready art with the final version of the manuscript
may result in the removal of the manuscript from the issue. If electronic artwork is supplied, it
must be a minimum resolution of 600 dots per inch (dpi) up to 1200 dpi. Halftone line screens
should be a minimum of 300 dpi. JPEG or PDF files are preferred. (Refer to the Publication
Manual pp. 188-201 for further details on figure preparation.) Figure captions are to be on an
attached page, as required by APA style. Final placement of tables and figures is at the discre-
tion of the production editor; each will be placed after its first reference in the text.

* Long quotations (generally 300-500 cumulative words or more from one source) and adapta-
tion of published tables or figures require written permission from the copyright holder for
reproduction. It is the author’s responsibility to submit such permission to the journal editor
immediately upon acceptance of the manuscript for publication.

® Never submit material for concurrent consideration by another periodical.

e Allow 12 weeks from receipt of the manuscript to notification of decision from the reviewers.

e Authors of manuscripts accepted for publication will be asked to provide an electronic version
(via e-mail) in a format compatible with a recent version of Microsoft Word or WordPerfect,
indicating the word processing software used to prepare the manuscript.

e Edited copy is sent to the senior author. Changes at this stage must be limited to correcting
inaccuracies and typographical errors. Authors bear full responsibility for the accuracy of
tables, figures, quotations, references, appendixes, and overall content.

e Upon publication, a complimentary copy of the journal for each author is sent to the senior
author.
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