Section Editors Responsibilities 

Thank you for joining the International Encyclopedia of Social and Behavioral Sciences as a Section Editor. We are delighted to welcome you on board this landmark major reference work. We look forward to working in partnership with you and the Editor-in-Chief through several key stages outlined below until publication in 2015.  Each of the following stages are fundamental to its successful publication, and we will require your professional input and expertise for the duration of each one.
Pre-commissioning 

· Work with your Area Editor and the Editor-in-Chief to review the table of contents for the first edition and categorise each chapter as follows:
a. To be dropped from second edition

b. Update for second edition (first edition author will be given first opportunity to update)

c. New chapter for second edition

· Suggest authors and back-up authors for new chapters and where authors are unwilling to update their chapters
We ask you to use your established contact network and knowledge of the field for author suggestions: preferably with more than one author name for each chapter so that you have back-up suggestions. 

Invitations 

· Authors are usually more responsive when contacted initially by an Editor, so we ask you to make the initial approach (Elsevier can make the initial approach to authors being asked to update from the first edition)
· Once an author has accepted please notify the Development Editor who will follow up with an official invitation

· Provide further author suggestions as required
· If the authors have any queries relating to the content of their chapter, we ask Editors to answer these as they are the experts in that field. The Development Editor can answer any other queries that authors may have.
· Authors have been asked to submit an outline of their proposed entry within four weeks of accepting our invitation. You will be required to comment on this and provide any feedback to the authors
Submission 

· Development Editor will remind authors about submission deadlines
· Your support would be appreciated by the Development Editor to assist with following up on late authors 

The Development Editor will remind authors of their due date on a regular basis and will contact those authors that miss the deadlines. We contact authors by email and phone, and for those who are unresponsive we may rely on the editor of that chapter to contact the author to remind them that their chapter is overdue as this can often gain a better response. Once authors submit their chapters, you will receive a notification from EMSS to your email which will let you know that a chapter has been submitted for your attention and will also inform you if the authors have left a note for you. 

Reviews 
One of your major contributions as a Section Editor is to review and approve all of the chapters assigned to your section, once they have been submitted by the author via the EMSS system. You should read and approve the chapters for content only (the copy-editor and proof-reader will look after the textual/style issues).

· You should submit your review via EMSS either using track changes in the manuscript or via the notes system

· Authors should be instructed to revise their article and submit the updated version within 2 weeks. If previously agreed with your Area Editor you should forward your review to them before returning to the author for revision. The Area Editor will add their comments and return to you for onward transmission to the author

· You should not check for grammar and spelling as articles will be copy-edited once in production

· Your review should check the scientific accuracy, content and organisation only

· You should check for check for completeness (e.g. keywords, abstract) and request missing items

· Once revised, you will need to approve the revisions and move the chapter to the Area Editor through EMSS

Production 

This is your chance to ensure that any outstanding queries are dealt with (i.e. missing cross-references or un-cited references). It’s also really important that the Project Manager is informed if no corrections are required so that we can forward these articles to the next stage of production. It’s crucial that we know when editors are unavailable during critical periods of time – we may need to source someone else to look after the particular section or volume so that we still keep on track of things. We value your support and expertise in the field.

· Articles will be copy-edited and typeset at this stage

· First proofs will be sent to the author and you for corrections, at this point you should check that  the article title integrates well within the section

· Please check that cross-references are relevant to the article

· You should then submit your corrections to the Production Manager

· If the article needs no corrections, please notify Production Manager of this

· Second proofs are sent to the Editor-in-Chief only
· Please adhere to the timescales requested. The Project Manager will be there to assist you during the production process as required
Area Editors Responsibilities 

Thank you for joining the International Encyclopedia of Social and Behavioral Sciences as an Area Editor. We are delighted to welcome you on board this landmark major reference work. We look forward to working in partnership with you and the Editor-in-Chief through several key stages outlined below until publication in 2015.  Each of the following stages are fundamental to its successful publication, and we will require your professional input and expertise for the duration of each one.
Pre-commissioning 

· Work with your Section Editor and Editor-in-Chief to finalize table of contents 

· If required by the Section Editor suggest authors and back-up authors

We ask you to use your established contact network and knowledge of the field to provide your Section Editor with author suggestions as required. 

Invitations 

· Give advice to Section Editors when requested (regarding content of chapters)

Submission 

· Development Editor will remind authors about submission deadlines

· You may be called upon by the Development Editor and Section Editor to assist with following up on late authors 

The Development Editor will remind authors of their due date on a regular basis and will contact those authors that miss the deadlines. We contact authors by email and phone, and for those who are unresponsive we may rely on the editor of that chapter to contact the author to remind them that their chapter is overdue as this can often gain a better response. You will receive a notification from EMSS to let you know that a chapter has been submitted for your attention and will also inform you if the authors have left a note for you. 

Reviews 
One of your major contributions as an Area Editor is to review and approve all of the chapters assigned to your section, once they have been submitted by the author via the EMSS system. You should read and approve the chapters for content only (the copy-editor and proof-reader will look after the textual/style issues).

· You should submit your review via EMSS either using track changes in the manuscript or via the notes system

· Depending on what you have agreed with your Section Editor you should either:

1. If previously agreed with the Section Editor they will have completed their review cycle and the entry has been forwarded to you for final sign-off; or

2. Your review should be returned to the Section Editor via EMSS and the Section Editor will send to the author (with their comments) for revision

· You should not check grammar and spelling as articles will be copy-edited once in production

· Your review should check the scientific accuracy, content and organisation only

· Once revised, you will need to approve the revisions and move the chapter on to the Editor-in-Chief through EMSS

Production 

· Articles will be copy-edited and typeset at this stage

· First proofs will be sent to the author and Section Editor (you will only be required to read proofs if requested by the Section Editor)

· Second proofs are sent to the Editor-in-Chief only
· Please adhere to the timescales requested. The Project Manager will be there to assist you during the production process as required
Editor-in-Chief 

The Editor-in-Chief oversees the complete encyclopedia, leads the editorial board and has the final authority on matters of content. Takes an overview of the complete work, ensuring the coverage is complete and without overlaps. 

Thank you for joining the International Encyclopedia of Social and Behavioral Sciences as Editor-in-Chief. We are delighted to welcome you on board this landmark major reference work. Elsevier looks forward to working in partnership with you and your editorial board through the key stages outlined below until publication in 2015. Each of these stages are fundamental to a successful publication; we will appreciate your professional input and expertise for the duration of each one.
Pre-commissioning 

The very first stage that you as Editor-in-Chief will become involved with is the pre-commissioning stage. Your initial decisions and groundwork involve several key decisions, from recruiting the editorial board that you will lead and work alongside for 4 years, which will ultimately be reflected within the quality of the authors selected and the scope of the contents that will be published. 

· Select editors and make initial invitation

· Work with Section and Area Editors to finalize table of contents that fully covers the subject with minimal gaps or overlap

· Suggest authors and backup authors (if required)

· Approve author instructions

As Editor-in-Chief, with your outstanding expertise in the field and a well-developed network of academic contacts, you have the overall authority over who you wish to select to join your editorial board.  Our recommendation is that you select editors based on their strong knowledge of their chosen field, their key contacts within it (whom we hope will become your authors for the work) and their availability for completing the reviewing stages. 

Once you have recruited Section and Area Editors the primary task is to discuss with them the actual contents of their section. This will involve discussing the chapter titles that will be vital to that section, bearing in mind what the readership will want and expect when they purchase your title. We also encourage you and the Editors to consider who you want your authors to be. Your decision on this is also final. 

The author instructions are an important part of the writing process, and are vital to the author’s understanding. It clarifies which textual components should be included; matters of style and word count; in what circumstances permission from publishers must be obtained; and how to submit their chapter via the electronic manuscript submission and review system. 

Invitations 

· Give advice to Section and Area editors when requested (regarding content of chapters)

Submissions

The Development Editor will regularly remind authors of their deadlines to ensure the articles are submitted on schedule. Your help in following up with late authors will result in a better submission rate.
· You may be required to support Elsevier by following up with late authors  – they will usually respond much better to a reminder from you than from us

· The submission and review process is entirely managed by our electronic manuscript submission system (EMSS) - you will receive a notification from the system by email that a chapter has been submitted for your attention and is ready for your approval

Reviews 
The Section Editor reviews the article first, and then can either return it to the author for alteration, or send it on to the Area Editor as appropriate. The Editor-in-Chief then approves the chapter for publication.

 

· Approve chapters reviewed by editors for publication, looking particularly for any gaps or overlap in coverage – you only need to read the chapters briefly, focusing on the ones flagged by Section Editors
· Use EMSS - comments can be returned to the Author, the Section Editor, Area Editor or the article can be approved for publication

· Motivating and supporting editors will be a considerable part of your responsibilities (communication is vital)

· You may be asked to support the Development Editor by following up with late Section and Area Editors, to keep the publication on track.

Production 

This is your last chance to see proofs before publication so it’s vital that any errors are spotted and corrected. On a work of this size it’s vital that we keep on schedule at every stage to ensure that we publish on time. We will monitor the content and proofing of the articles to ensure a high-quality, polished final publication. Communication is vital – please let us know if you will be away for long periods of time. We are happy to provide a general production status at any time of the project (i.e. articles in proof, corrections received). We value your support and expertise in the field.

· Approved chapters are transmitted to production to be copy-edited and typeset. Page proofs will be sent to the author, and their corrections will be approved by the Section Editor before they are returned to the typesetter. 

· Read and sign off 2nd proofs - a cursory examination to ensure that the articles conform to your expectations and that you agree with the title and the quality of the figures. No copy-editing is required as this has already been done (to check consistency, spelling, and grammar etc)
· Please ensure that any outstanding queries are resolved 

· Please confirm that the article title integrates well with the other article titles within the entire work

· Please check that cross-references are relevant to the article

· Please ensure that the timescales for the project are adhered to. The Project Manager will be there to assist you during the production process as required

· Please inform us if you become unavailable for extended periods of time

· Writing/organizing the preface and/or foreword for the work. The Development Editor will provide you with guidelines for compiling your preface

· Supplying the final running order of articles within the entire work

