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Writing Guidelines

Enacted January, 2003
Revised January, 2004
Revised January, 2005
Revised January, 2011

1. Submission of Manuscripts

- Manuscripts printed on paper should be submitted with data files.

- In order to fit in the page space, the size of charts and figures may need to be modified. Therefore
original versions of tables and figures should be submitted.

- The first page of the manuscript must include the name of the author(s), the affiliation(s) and the
title in both Japanese and English. A Japanese title can be omitted if the whole manuscript is written
in English.

- Manuscripts are submitted to the editorial committee of the Journal of Faculty and Staff Development
in Higher Education.

2. Tables and Figures

- Tables and figures that are separated from the main text should have titles and numbers, and where
to locate them should be indicated by numbers appearing in the main text.

- If enlargement or reduction is needed, the amount of page space the table or the figure occupies
should be indicated (e. g, half of the page, one-third of the page).

3. References

- Citations need to include the family name of the author and the year of publication as (fAA, 1998)
or (Matsuhisa, 1998) and to come at the end of the information that is presented (if there are more
than one paper written by the same author in the same year, “a”, “b” and “c” are lettered to show
that they are not the same source). Cited sources with the article title, the journal title, the volume
number, and the page numbers are listed in alphabetical order according to the author’s family name.
They appear at the end of the paper.

- The following provide some examples :
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Japan. New York : Median Press.

When writing in Japanese, the title of the journal and the book are put in [ J, and the article title
and the chapter title is putin [ ] .

When writing in English, the journal title should be in italics and the book title should be in
standard type. The article title and the chapter title are set in quotation marks. The volume number
and page numbers come next, and the publishing city and the publishing company come last.

4. Endnotes
Sentences supplemented by endnotes should be cued by a top-right superscript and the endnotes are
listed in order of appearance at the end of the main text.

5. Offprints
Offprints can be requested by the time of completing the proofreading. These will be a charge for
these.

6. Other matters
From the second volume of this journal, all articles are produced as electronic data and publicized
nationally through the National Institute of Informatics. Therefore, all articles published in and after
the third volume of the journal are the copyright of the Institute of Education and Student Support.



