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Guidelines for Special Issue Guest Editors 
 
We are delighted that you are acting as Guest Editor for an issue of Paedagogica Historica which is 
published by Taylor & Francis Ltd. If you have not acted in this capacity before, or are unfamiliar with 
the practices of Taylor & Francis, this overview of the publication process should help to ensure that 
the issue is published to time and to agreed criteria. 
 
You will be contacted by a production editor when the manuscripts reach Taylor & Francis. 

Deadlines 
We would like to emphasize that the publishing cycle is normally around 14 weeks, and that it is 
essential that the journal adheres to its allotted publication slot. Therefore, please ensure that you 
leave sufficient time for the review and revision of manuscripts. It often helps to give authors a 
deadline of at least three weeks before the actual final due date, and referees two weeks. When 
chasing for the final deadline, feel free to put the blame for the pressure on the publisher. When 
commissioning papers for the issue, it is helpful to have one or two as reserves in case an author 
cannot deliver on time. 

Editing 
The Editor is responsible for the academic/scientific content and quality of the papers. The issue will 
be edited for style and format, and prepared for publication by a professional copy editor. 
Therefore, there is no need for you to spend time correcting the format of manuscripts. However, 
please check that each manuscript contains the following essential information: 

• The full title of the article and a short title for use as a running head; 
• The names, addresses, telephone number, and email addresses of all the authors and 

their affiliations; 
• The name, address, telephone number, and email address of the corresponding author; 
• A summary or abstract of approximately 100 to 200 words for the title-page of the 

article; 
• The main body of text; 
• The references, which should be presented according to the style given in the Journal’s 

Instructions for Authors (www.tandf.co.uk/journals); 
• Any tables and figures, which should be of a suitable quality for direct reproduction. 

 
As a very rough guide to length, 2 manuscript pages or 500 words will make approximately 1 typeset 
page (depending on the journal style). 

Permissions and Copyright 

We require that authors obtain the necessary written permission in advance from any third party 
owners of copyright for the use in print and electronic formats of any of their text, illustrations, 
graphics, or other material, in their Article and in our Journal. The same applies to any other 
necessary consent. Taylor & Francis are signatories of and respect the spirit of the STM Agreement 
regarding the free sharing and dissemination of scholarly information. As such we partake in the 
reciprocal free exchange of material. Suggested wording for the request for permission is given 
below.  

http://www.tandf.co.uk/journals


 
It is also important to ensure you acknowledge the source in your figure captions, and cite the 
source in your Reference section.  

Permissions 

Here is the advice to provide to authors of your special issue: 

As an author, you are required to secure permission if you want to reproduce any figure, table, or 
extract from the text of another source.  

This applies to direct reproduction as well as "derivative reproduction" (where you have created a 
new figure or table which derives substantially from a copyrighted source).  Usually you will require 
the permission of both the author and publisher to reproduce this material. 

If you are requesting permission from a library, archive, art gallery or museum, they will want to 
know the following information: 

 publication medium: print or electronic  
 title, author, publisher, approximate print run of the publication (i.e. how many copies will 

be printed)  
 distribution rights requested, i.e. North American rights, world rights  
 language rights requested (i.e. the language your article will be published in). 

If you do not have this information, please contact the publishers and they can help you. You will 
need to allow several weeks for permission requests, so it is advisable to begin this process as early 
as possible.  

The following sample letter can be used as a template in seeking permission: 

Dear [COPYRIGHT HOLDER] 

I/we are preparing for publication an article entitled [STATE TITLE] to be published by Taylor & 
Francis Ltd in the Paedagogica Historica 

I/we should be grateful if you would grant us permission to include the following materials: [STATE 
PAGE, FIGURE OR TABLE NUMBER AND ORIGINAL SOURCE] 

We are requesting non-exclusive rights in this edition and in all print and electronic format in 
perpetuity. It is understood, of course, that full acknowledgment will be given to the source. 

Please note that Taylor & Francis are signatories of and respect the spirit of the STM Agreement 
regarding the free sharing and dissemination of scholarly information. 

Your prompt consideration of this request would be greatly appreciated. 

For more information on permissions, including an FAQs section, please visit the Taylor & Francis 
Author Services website:  
 
http://journalauthors.tandf.co.uk/preparation/permission.asp 

http://journalauthors.tandf.co.uk/preparation/permission.asp


 

Copyright 

All authors will be asked to sign a copyright transfer agreement with Taylor & Francis.   

The transfer of copyright is standard practice in serials and journals publishing. It is designed to 
facilitate the protection from copyright abuse for authors, editors, and publishers involved in the 
creation of a single copyright product composed of multiple contributions.  

Taylor & Francis, in common with the majority of journal publishers, be they commercial or non-
profit, prefer authors to assign to Taylor & Francis or the Journal proprietor (such as a learned 
society for whom we publish) the copyright, in all forms, of papers accepted for publication in our 
Journals. Our rationale is as follows:  

(i) Ownership of copyright by Taylor & Francis ensures maximum international protection against 
infringement, libel, abuse of moral rights or plagiarism.  

(ii) It enables Taylor & Francis to deal efficiently with requests from third parties to reproduce, 
reprint, or translate an article, in full or part, and in accordance with a general policy which is 
sensitive both to any relevant changes in international copyright law and to the general desirability 
of encouraging the dissemination of knowledge. Notwithstanding this, we shall use all reasonable 
endeavours to ensure that any direct request to reprint an author's contribution, or a part of it, for 
example, figures, tables or illustrations, in another publication is approved by the Author prior to 
permission being given.  

An increasing number of journals are now published in an electronic or digital edition. In addition to 
publication of an author's article in conventional printed form, an author's assignment of copyright 
also signifies their agreement to its publication and/or storage electronically or digitally. The Journal 
may also arrange to include an author's article in electronic or digital document-delivery services and 
databases.  

You will note your published Article has been assigned a digital object identifier (DOI) to assure 
digital copyright protection - see www.doi.org  

For more information on permissions, including a copyright and author rights FAQs section, please 
visit the Taylor & Francis Author Services website:  

http://journalauthors.tandf.co.uk/preparation/copyright.asp 

Production Procedures 
Once the electronic files for the issue are received at Taylor & Francis, they will be edited for style by 
a copy editor and then sent for typesetting. The corresponding author of each article will be notified 
by email that their PDF proofs are available for checking. You will also be sent notification that 
proofs are available. Normally, proofs should be returned within two days of receipt, incorporating 
corrections where applicable.  
 

We look forward to working with you, and thank you for the time which you are investing in 
the publication of this issue. Please contact the Production Department at Taylor & Francis if you 
have any queries. 
 

http://www.doi.org/
http://journalauthors.tandf.co.uk/preparation/copyright.asp

