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This document outlines how you should submit your paper which will be
published in ‘Contemporary Ergonomics 2010'. Please follow these
guidelines carefully to conform with the high standards we wish to promote.
Thefontis Times New Roman throughout. Thetitleis14 pointand canbe 3
lines. Theauthors' names 11 point should bein bold and their affiliation in
italics, as shown above. Authors with different affiliations should be given
superscript numbers e.g. *, 2 8 point. to distinguish them. Authors names
and affiliations should be centred on the page. Leave two blank lines after the
title and after the authors' names. Using thisformat asan example, beginthe
abstract 4.4 inches (112mm) from the top of the page. For the abstract,
reduce the left and right margins by 0.4 inches (10mm) (see below) and do
not exceed 12 linesin depth. Leave two blank lines between the abstract and
the first main heading.

Introduction

Thebook of proceedingswill be produced directly from the submitted papers. Thequality of the
book istotally dependent on the quality of the material you submit; if the quality of your paper is
poor it may not be included in the proceedings. If you have any problemsin producing ahigh
quality paper, please contact the Annual Conference Programme Secretary at the Society Office
as soon as possible so that appropriate arrangements can be made. Y our paper must not exceed
eight pages. Y our final paper should be submitted on linewhen you haveregistered to attend the
conference. Note that the paper will be published in black and white.

Text layout

Use this document format as a guide and follow these instructions. This text was produced
using Microsoft Word and arranged according to the instructions given herein. Please note
that the text will be photographically reduced during production to fit the final book size.



Margins

Page margins should be set asshown in Table 1. These describe distance from the edge of the
page for an A4 sheet (8.25 x 11.75 inchesi.e. 210 x 297mm). If A4 paper is not available,
please use the closest equivalent, and set your margins so that the width of the main body text
is 5.5 inches (140mm) and the depth is 8.75 inches (222mm); the width of the abstract text
should be 4.7 inches (120mm). Please fill the page to the full depth. Dimensions are given
for the formatting within Word and not for the printed page which can differ when printed.

Table 1. Page marginsfor A4 paper

Margin Distance from edge of page
inches mm
Main text top 13 33
left and right 14 35
bottom 1.7 43
Abstract left and right 18 46

Font

Times New Roman is used throughout. Font sizes for headings are described below (Table
2). For themain text Times New Roman 11 point size should be used. Please remember that
your paper will be reduced in the printing process and text smaller than 11 points may be
unreadable and is therefore not acceptable. Super and subscripts of 8 points may be used
where appropriate.

Format

¢ Noindenting on paragraphs

e Usesingleline spacing throughout the document.

o Text must befull justified (i.e. have straight left and right hand margins).

¢ Avoid underlining text. Bold or italics should be used to emphasis wordsif appropriate.

e S.. units should be used where possible.

e Thefirst useof an abbreviation should be accompanied by thefull spelling of theword(s),
but commonly accepted abbreviations need not be spelt out.

e Thefirst line of a page should not be the last line of a paragraph.

e If you produce your manuscript using Word please remove all hypertext links in web
addresses and email addresses, so that they are not reproduced in faint colour with
underlining.

Headings

Title
Thetitle must be in Times New Roman 14 point bold capitals. It must not exceed 3 lines.



Main headings

Two blank lines must be left before, and one blank line after, a main heading. The main
headings must be Times New Roman 12 point bold and should not be capitalised. Pleasetry
to restrict yourself to a maximum of 5 main headings.

Secondary headings

A blank line must be |eft before a secondary heading, but not after. Times New Roman font
12 point italics must be used. Please avoid using third level headings, and do not leave
headings ' stranded’ at the bottom of apage. Titlesand headings should not befinished witha
full stop.

Table 2. Font sizes

Text dement Size (point) Font

Paper Title 14 Times New Roman (Bold)
Main Heading 12 Times New Roman (Bold)
Secondary Heading 12 Times New Roman (Italic)
Main Text 11 Times New Roman

Tablesand illustrations

Tables

All tables must have a caption centred above them; leave one blank line before the caption.
Captionsshould bein bold (11 points) and should not be finished with afull stop. Textinthe
tables should be 11 point and should be left justified. Tables should be centred to the main
body of the text. An example of the preferred style is shown in Tables 1 and 2. For some
complex tables other styles may be appropriate; this is left to the author’s discretion.
However, vertical lines should only be used when necessary for clarity.

Lineillustrations

Each illustration must have anumber (e.g. Figure 1) and a caption centred below it; captions
should be 11 point bold. Leave two blank lines before the illustration and one blank line
between the caption and the following text. Any text in theillustration must be at least 3mm
high so that it is readable once the paper has been reduced for publication.

\ljvsgen distinguishing areas on graphs E:Sﬁng: W%{{ﬁ

not shading:

do not use
Figure 1. An example of afigure

Excel and Powerpoint

Graphs produced in Excel or Powerpoint images must be produced with black lines on a
white background (not colour lines, or greyscale background). In other respectsthese should
be treated aslineillustrations.



Halftones, greyscale images and screendumps

Asthisis printed in black and white, any images should be greyscale. Any colour
images or coloursin graphsand tableswill not print well. All screendumps should be
scanned into the page to a high resolution and additionally embedded into aWord file
Please useline drawings where possible, asagood line drawing usually conveysinformation
more effectively than a poorly reproduced photograph.

If hatching isused please uselight rather than dark hatching. If shading hasto be used please
use shading of 20% or 25% (and not more than 25%); but bear in mind that hatching
reproduces more effectively than shading. In other respects these should be treated asline
illustrations.

Printing

Y our paper will be submitted electronically and aprinted copy from the author isnot required.
Please make sure your reference number W0O... number is quoted on the submission.

Copyright

Permission must be obtained from the original copyright holder for any material you
reproduce from elsewhere. If not, your paper will be dropped from the proceedingsfor legal
reasons. Permissions correspondence should be sent with your paper.

Copyright for the papers published in Contemporary Ergonomics transfers to Taylor and
Francis (see accompanying Transfer of Copyright form). However, if you are prohibited (eg
by your employer) from transferring copyright in your paper please contact the Annua
Conference Programme Secretary to arrange an aternative. If you are UK governmental
employee and your paper is Crown Copyright, a special arrangement has been made with
HM SO and you should contact the Annual Conference Programme Secretary for a special
form.

References

References quoted in the text should give the author’ Sauthors' name and date of publication,
e.g. Grandjean (1988). Where references are quoted within brackets, the date should be
separated by acomma (e.g. Grandjean, 1988). Where a paper has only one or two authors, the
names of all authors should bereferenced in thetext (e.g. Megaw and Smith, 2001). Wherea
paper iswritten by more than two authors, the first name should be used, followed by et al in
italics (e.g. Salvendy et al, 2000).

For the full reference, all authors' names should be given. Please useinitialsfor first names.
The full source title should be used; journal and book titles should be italicised. Volume
numbers for journals should be in bold. Page numbers, where appropriate, should appear at
the end of thereference. References should appear in alphabetical order, and where more than
one paper by an author isreferenced, these should bein ascending year of publication. Two or
more publications by the same author(s) in one year should be distinguished by (@), (b) etc.



Do not leave a blank line between references. References should be full justified. Please
indent the references as shown. Examples of the main types of references are given below.

Samplereferencelist

Kroemer K.H.E. and Grandjean, E. 1997, Fitting the Task to the Human: An Ergonomic
Approach, Fifth Edition, (Taylor and Francis, London)

Hanson, M.A., Graveling, R.A. and Donnan, P.T. 1997, Investigation into the factors
associated with symptoms of ULDs in keyboard users. In S.A. Robertson (ed.)
Contemporary Ergonomics 1997, (Taylor and Francis, London), 425-430

Megaw, E.D. 1979, Factors affecting visual inspection accuracy, Applied Ergonomics, 10,
27-32

Grimes, E.T. and Smith T. 2003, Advice for spectacle use with prolonged VDU viewing. In
K. Jones (ed.) Anger in the Workplace, (Taylor and Francis, London), 352—357



