Academy Exchange Magazine

A briefing paper for editors and contributors
Aims

1. Academy Exchange is the Higher Education Academy’s magazine.  It is intended to convey ‘the voice of the Academy’ to its various publics.  It disseminates news and views from the Academy and articles useful to the Academy’s key constituencies.

2. It will encourage the exchange of ideas, practices, news and support on learning and teaching and the student learning experience.  It will seek to inspire positive change in the learning and teaching community and contribute to the enhancement of the student experience. 
3. It has a strategic focus and will provide information for policy-makers at institutional or Faculty level.

4. It will reinforce the Academy’s brand and reflect its key values.

Target audiences

5. Academy Exchange addresses a large audience of the Academy’s stakeholders, including senior managers and change agents at central, Faculty and department level, e.g. Vice-Chancellors and Pro-Vice-Chancellors, Deans of Faculty, and heads of academic development, staff development and quality management units.
Content

6. Academy Exchange examines the topical learning and teaching issues both of the day and the future.  It focuses on supporting the student learning experience.  Each issue will normally have a specific theme.  

7. The content of each issue includes a lead article, 2 or 3 major pieces (c. 1,000 – 1,500 words), shorter articles and case studies (c. 300-500 words), opinion pieces, and news and updates from the Academy.  Letters from readers are also included.  Articles submitted for publication should be related to the issue theme or should be a response to a previously published article.
Style and tone
8. The tone should be scholarly but accessible.  The style is that of a magazine rather than an academic journal.  Language should conform to ‘plain English’. Though an interest in higher education may be assumed, articles should be accessible to non-specialist readers.  A model for style would be a feature article in The Guardian or The Times Higher Education Supplement.  
9. Please note that a commission to write an article does not necessarily imply acceptance.  The Editor reserves the right to reject articles and to abridge, amend or edit the text of articles to improve clarity, conform to house style, correct grammar or punctuation or fit the available space, without notice.  However, we will normally send back the edited version of your article for you to review before the magazine goes to print.  The decision of the Editor-in-Chief is final.
10. Avoid jargon and define any acronyms or specialist terms if they are unavoidable.  Acronyms and abbreviations should always be spelt out in full at the first mention with the acronym in brackets.  Do not use full stops in acronyms.  
11. All pieces should have a strong, clear introduction, balanced, well-argued body copy, and a conclusion.  It should be immediately evident to the reader what the piece is about.  Please avoid working up to your main point with a lengthy preamble.
12. You can use the first person voice, especially in opinion pieces.

13. We make every effort to ensure that our publications are anti-discriminatory in content and language. Please be aware of current best practice in equal opportunities in your use of language.
14. Italics should only be used for titles of books, newspapers, journals, and foreign words.  Do not use italics for emphasis.

15. Numbers: use words for numbers from one to ten.

16. Dates should be written as follows: 15 March 2005. 

17. Use double quotation marks, except for quotes within quotes. 

Notes to authors

18. Please ensure that we have your full contact details, i.e. your full name and title, institutional or other attribution (e.g. your job title), phone and fax numbers and email address. 

19. Please let us know immediately if you anticipate problems with meeting the deadline. 
20. Bear in mind the publication date when writing so that material or references to events are not out of date by the time the magazine appears.

21. Illustrations, graphs, tables, diagrams etc should be provided as camera-ready copy or high-quality digital images.  
22. Digital images should be provided as JPG or TIF files at a minimum resolution of 300 dpi.  They should be accompanied by a caption and the photographer or source should be credited.
23. Footnotes should be avoided.

24. Academy Exchange is not an academic journal and does not normally carry references.  However, if there are relevant works to which you wish to direct the reader, these can be included at the end of the article under the heading ‘Further information’.  Please keep these to a minimum: they will reduce the space available for the text of your article.  Use the Harvard system for referencing.  Similarly, web addresses can be included under ‘Further information’.
Copyright

25. On acceptance of their articles, authors will be asked to assign copyright to The Higher Education Academy, subject to retaining their right to reuse the material in other publications written or edited by themselves, for publication after the publication date of the relevant issue of Academy Exchange.  
26. Authors are responsible for obtaining permission from copyright holders for reproducing any illustrations, tables, figures or lengthy quotations previously published elsewhere, and for any concomitant payments.

Format

27. The publication is in A4 magazine format, printed in two colours throughout. 

28. A PDF version will be made available on the Academy’s website at www.heacademy.ac.uk/academyexchange
29. The design and layout will conform to current best practice in accessibility.

Frequency

30. Academy Exchange is normally published three times per year.  Please contact the Editor for copy deadlines.
Distribution

31. Academy Exchange is distributed free of charge direct to Vice-Chancellors, Pro-Vice-Chancellors for Learning and Teaching, Deans, University Libraries, accredited programme leaders and representatives of Government, the HE Funding Councils and partner organisations, with multiple copies to staff development units and the Academy’s Subject Network.  The circulation is currently 7,500. 

32. Readers are able to subscribe free of charge.

Andrea L. T. Rayner
Corporate Communications Manager (Publications & PR)

Tel: +44 (0)1904 717543
Mobile: 07776 197472
Email: andrea.rayner@heacademy.ac.uk
PAGE  
2
Academy Exchange Author Guidelines

Version 3: May 2007

