
GUIDANCE NOTES FOR CONTRIBUTORS 

Thank you for agreeing to contribute towards The Globe. The Globe relies on people like you 

to contribute articles of a high standard, showing the significance and special interest of the 

S&DR, locally, nationally and internationally. We are happy to publish ‘work in progress’ 

research or thought-provoking research as well as fully researched articles, as long as it is 

clear what status the research is. Please bear in mind that it is the job of the editor to edit. 

Don’t ask me to fill in the blanks in your research, nor to find illustrations for you and please 

proof read your article before submitting it.  

On rare occasions, we may hold your article over to a later edition of The Globe. We only do 

this if we are inundated with articles. We will keep you up to date with this. 

The Globe is produced initially as a WORD document and is then converted into a high-

resolution PDF before printing or being circulated by email. It is condensed into A5 size. This 

means that the pages are quite small, so any images used need to be large enough and 

clear enough to be visible to readers at that size. Copies of hand written documents do not 

reproduce particularly well unless it is a detailed extract. 

 Please supply your text in WORD. Our preferred font is Arial 12, but it is easy for us 

to change your text if it arrives in another font. 

 Try not to leave redundant gaps or coding in your text. This causes a small amount of 

chaos when the text is transferred into the main document. 

 Please could you ensure that you have the necessary permissions to use any 

images.  

 Please provide the form of wording for any acknowledgements or image credits. 

 Please make it clear if you are only allowed to reproduce an image if it is 

watermarked. 

 The position of the image in the text will depend on spacing of pages, but you can 

say roughly where you would prefer it to sit.   

 Please provide any images separately as high-resolution images. If the file size of 

your photograph is below 1MB it is probably not high resolution. You can drop a copy 

into your text as well as providing the images separately if you want to show where 

you would like it to sit (ideally). The editor’s inbox can accept an email up to about 

11MB. You may need to send images in separate emails to keep the total size below 

this amount. 

 We cannot pay third parties reproduction fees at the moment, but we can offer them 

copies of The Globe 

 Please ensure that sources of information are fully referenced. Endnotes should be 

used or insert the source in brackets within the text.  

 If using endnotes, please do this manually, not by using the automated system. This 

is our preferred format (endnotes in Arial 10):  

Notes 
1. Today we often spell it 'wagon' but then it was 'waggon'. For consistency, I stick with the latter in this 
article. 

2. The register actually recorded that he was 'killed by a waggon'. The burial ceremony was conducted by 
'AJ Scott'. (History, Directory and Gazetteer of the County of York, vol. II, Edward Baines, Leeds, 1823). 

 When placing endnotes in your text, put any full stops, quote marks or commas 

before the endnote, not after. Like this.1 Not like this2. 

 
1  
2  



 If referring to the Stockton & Darlington Railway, please decide whether to call it the 

Stockton & Darlington Railway or the Stockton and Darlington Railway, and then be 

consistent. It is perfectly acceptable to use the full name at the beginning and then 

shorten it to S&DR if you wish. 

 

Any questions? Just email caroline@aenvironment.co.uk. 


