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Editorial Style Guide 

 
Manuscript submissions will be copy-edited for grammar, punctuation and consistency of 
spelling and style; in some cases they will be edited for length.  All Longwoods 
publications use Canadian spelling and follow the Oxford Canadian Dictionary (first 
choice listed). Note, however, that “healthcare” is one word as both an adjective and a 
noun. 
 
General Points of Style 
 
● use double quotation marks, with single quotation marks within the double as 

necessary 
 
● commas and periods always within the quotation marks 
 
● series or serial comma not used to separate final elements in lists (e.g., CEOS, 

directors, managers and supervisors) 
 
● articles and prepositions within titles and headings lowercased 
 
● that/which distinction made for restrictive/nonrestrictive clauses 
 
● Dates: March 2003 (no comma) 
   March 12, 2003 
   The 1990s (no apostrophe) 
 
● Numbers:   numbers below 10 spelled out; 10 and above as numerals 

  percentages always expressed as numerals, with percentage sign 
(e.g., 2%, 37% 

    dollar amounts - $10 million; $2 billion 
 
● en dash used to set off phrases within sentences; space either side 
 
● ellipses set tight; space either side for three ellipses within sentence ( … ) 
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References 
 
The use of footnotes and endnotes is strongly discouraged.  Instead, short explanatory 
remarks should be placed parenthetically in the text. 
 
Longwoods follows a modified APA (American Psychological Association) style for 
referencing source material.  In-text references should be placed in parentheses and 
consist of last name of the author(s) and the year of publication of the work to which 
reference has been made.  No punctuation separates the two items. 
 
In-text References 
 
One author: 

The theory was first propounded in 1970 (Goodenough 1971). 
 

Alternatively, author surnames may be integrated into the text, followed immediately by 
the year of publication in parenthesis: 

 
Goodenough (1971) was the first to propound the theory. 

 
Two authors: 

 
EI has been proven to positively affect an organisation’s success (Cooper 
and Sawaf 1997). 
 

Multiple authors/citations: 
 

Any health organization could potentially benefit from this type of 
approach (Madden et al. 1995). 
 
Madden et al. (1995) propose the following solutions … 
 
This trend is reflected in recent surveys of healthcare organizations 
(Gaudine 2000; Pimentel 2000; Canadian Physiotherapy Association 
2000; Parent et al. 2001) 
 

In-text citations requiring page references to quoted material should be styled as follows: 
 

 (Goodenough et al. 1979: 22-23; Simcoe 1980: 734-35.) 
 

 
Reference List 
 
Ensure that all sources cited in the text are included in a “Reference” list at the end of the 
article. The accompanying list should be in alphabetical order and include full publication 



details.  For multiple entries by the same author, arrange citations in chronological order, 
earliest year first.  In the examples shown here, the following rules are observed: 
 

● in citations with multiple authors, invert the first-name initial and 
surname only for the first author listed 
 
● no parentheses for year of publication 
 
● article titles in upper and lower case, enclosed in double quotation 
marks 
 
● journals and book titles in italics 
 
● volume number, issue number, page references styled as follows 
(all in romans – no italics):  15(3): 319-25 
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Citations of all material accessed on-line should be as complete as possible and 
include all the information that would normally be cited for a print source. In 
addition, the data of access/retrieval should be included.  Place the full URL/Web 
site within angle brackets: 
 

Canadian Medical Forum Task Force on Physician Supply. 1999. 
Physician Workforce. Ottawa: Canadian Medical Association. Retrieved 
September 2, 2002. 
<http://www.cam.ca/advocacy/taskforce/summary.htm> 
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Tables and Figures 
 
All illustrations consisting of line art (pie charts, bar graphs, etc.) should be 
labeled as “Figures” and numbered consecutively within the article (Figure 1, 
Figure 2, etc.). Include an appropriate title, legend and sourceline, where required, 
for each Figure.  Similarly, all Tables should be numbers consecutively within the 
article (Table 1, Table 2, etc.) 
 
For production purposes, all tables and figures embedded in Work should also be 
supplied in a separate file.  These files should be in Powerpoint or as JPEG or 
EPS.  For JPEG or EPS, ensure 300 dpi, at least 5.5MB for EPS and 1200 x 1680 
pixels for JPEG. 


