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GUIDELINES FOR SUBMISSION AND PUBLICATION OF BOOKS IN THE CES COLLECTION

I. Submission of Book Publishing Proposal in the CES Collection

1. The CES Collection is the result of a partnership between the Centre for Social Studies (CES,
in the original acronym) of the University of Coimbra and the Coimbra University Press, aiming
at publishing works of academic, scientific and cultural interest reflecting the topicality and
interdisciplinarity of the debates in the social sciences, arts and humanities which mark CES
research.

This partnership seeks to harness the advantages resulting from a combination between the
scientific production carried out at CES — as an internationally recognized research unit of
excellence — and the best practices of open science that govern the Coimbra University Press.

2. Manuscript proposals from CES researchers, post-doctoral researchers, junior researchers or
researchers connected to CES will be accepted.

3. The author of the proposal must send a completed form to the Collection’s e-mail address
(colecao-ces@ces.uc.pt). This form is available on the Collection’s website
(https://www.ces.uc.pt/pt/publicacoes/colecao-ces), in the section “For authors”, under
“Proposals submission”.

4. At least one sample chapter must be sent, in addition to the form.

5. Only original manuscripts in Portuguese or English will be accepted. Proposals submitted in
Portuguese must follow the norms of the Portuguese Language Orthographic Agreement of
1990. In proposals submitted in English, the clarity of the text and the quality of writing will be
conditions for publication, and proposals may be rejected if the language level is not adequate.

Il. Review and Decision Process

1. All manuscripts submitted to the Collection undergo a scientific refereeing process, in
accordance with the best international practices in this area.

2. The evaluation of the proposals is carried out in two consecutive stages. The initial
assessment is carried out by the Collection’s Editorial Board, which decides on the relevance,
interest and quality of the work presented, defined in accordance with the editorial policy of
the Collection. If the opinion is positive, the proposal goes on to a second stage of evaluation,
through a double-blind peer review system.

Each manuscript peer-review process is expected to take about 6 months, wherefore, the
Editorial Board stresses the importance of submitting the proposals in good time. This aspect is
particularly relevant in the case of the possibility of funding the work within research projects.
In this case, it is recommended to submit the proposal up to one year before the end of the
respective project execution.
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Manuscript proposals that are outputs of funded projects developed at CES or with the
participation of CES may have priority over other proposals. In any case, however, the final
selection will be determined by the editorial policy, editorial criteria and the respect of the
publication guidelines.

3. The authors of the proposals with positive opinions from the Editorial Board will send an
anonymous version of the manuscript (without indications of authorship, nor other elements
that could lead to the identification of the authors), on a date to be agreed with the
Publications Office of CES (but up to 6 months after the communication of acceptance), which
will be subjected to evaluation under a double-blind peer review system.

4. The Editorial Board will base itself on the opinions received from the reviewers in order to
decide whether or not to publish the manuscript in the Collection.

5. The Editorial Board may suggest revisions to authors, according to the recommendations
made by the reviewers, and ask for a new evaluation of the revised work in order to make the
final decision on its publication. In this case, the authors should revise the manuscript
according to the reviewers’ recommendations. Changes should be visible using the “Track
Changes” tool of Word. The revised version of the manuscript must be submitted to the
Collection’s e-mail address.

6. After evaluating the revised version of the manuscript, the Editorial Board will communicate
its final decision on the acceptance (or not) of the work.

7. Authors are fully responsible for the published manuscripts.

Ill. Guidelines for Submitting Texts

1. The manuscript (or the various chapters that compose it) must be sent in Word file,
formatted in size 12 Times New Roman font, 1.5 spacing and with normal margins (2.5 cm top
and bottom; 3 cm right and left)

2. The total length of the final manuscript in Word file format must not exceed 700 thousand
characters with spaces (including all sections — from the Acknowledgements to the
Introduction, as well as the references — and, should it be the case, also the Preface). This limit
may only be exceeded exceptionally, when particular reasons, to be evaluated by the Editorial
Board, justify it.

3. At the beginning of the manuscript the following elements should be identified: title of the
work in English and its translation into Portuguese, authors’ names and respective institutional
affiliations, e-mail addresses and ORCID identifiers. The manuscript must be accompanied by a
file with an abstract of the work (maximum of 1000 characters with spaces) and 5 keywords in
English and the respective translation of these elements into Portuguese.

In cases where the work is composed of chapters by different authors, the first page of each
chapter should also include the following elements: title of the chapter in English and
Portuguese, name of each author and their institutional affiliations, e-mail addresses and
ORCID identifiers. These elements must be followed by an abstract of the chapter (maximum
of 800 characters with spaces) and 5 keywords as well as the respective translation of these
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elements into Portuguese. It will also be necessary to send a short biographical note (800
characters with spaces) of each author in the language in which the work is presented.

All data concerning the authorship and/or editors of the work will be anonymized before being
sent for peer review.

4. The titles and subtitles of the different chapters may be numbered (up to a maximum of 3
levels) or not — however, there must be an internal coherence to the whole work. In case of no
numbering, the difference between titles and subtitles must be clearly visible. If the work has
chapters by different authors, the editor must guarantee the aforementioned uniformity.

5. The work presented to the CES Collection may include charts, figures, photographs or
drawings that clarify the arguments exposed, as long as they are reduced in number and
supplied in quality (minimum resolution of 300 dpi) for printing in black and white. The images
must be sent in the same document as the text in the places where they are to be printed and
also separately, with JPEG or TIF extension.

All images must have an associated title and must be explicitly referred to in the text
(examples: see Figure 1; see Table 2).

All images must be accompanied by a clear indication of the source (if it is the author’s work,
this must be indicated) and the corresponding copyright, which should be placed under the
image. In cases where the images do not belong to the author of the text, obtaining the
respective authorization for publication in the manuscript is the sole and exclusive
responsibility of the author.

The publication of colour images is not recommended, as these considerably increase the
production costs of the work. If, however, their use is considered indispensable by the author,
the Editorial Board will have to validate this option, which will still be subject to the budgetary
allocation of the Collection.

IV. Guidelines for text preparation

1. All quotations of texts in languages other than those of the work should be translated,
except in special cases that justify the use of the original version [which should then be placed
in a footnote]. In the first direct quotation translated, the author must place a footnote
informing that all translations are their responsibility. If there are only 2 or 3 translations, you
may choose — alternatively — to put, in each one of them, the indication “author’s translation”
right after the page indication.

2. Brief quotations (1-3 lines) should appear in the body of the text between quotation marks.

3. Longer quotations should be indented and formatted in a smaller font size than the text
without quotation marks.

4. Epigraphs, if any, should be brief.
5. Interpolations should be enclosed in square brackets [ ].

6. Omissions are indicated by 3-point ellipses within square brackets [...].
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7. The titles of the works cited should be in italics, in the case of books, or between quotation
marks, in the case of articles.

8. Notes should appear at the bottom of the page, consecutively numbered (except in cases
where the chapters are by different authors). End-of-chapter notes cannot be inserted.

9. Footnote numbers should be superscript and placed after the punctuation mark. Example:
“as can be easily seen.?”

10. Starting from the year 2024, the CES collection will generally follow the APA (7th edition)
citation guidelines, which are described in this section and the following one. Several
examples of how to apply these guidelines can be found at https://apastyle.apa.org/style-
grammar-guidelines/references/examples. In the case the authors use another style, they may
do so, but they must ensure consistency and uniformity throughout the entire work, even
when the chapters are by different authors. It is recommended that authors use bibliographic
management tools when writing their texts.

Within the scope of the application of APA (7th edition), in-text references will always be
placed in parentheses, using the abbreviated form of the author’s last name, publication date,
and, if applicable, page number. Examples:

A single author: (S3, 1991, pp. 7-9)

Two authors: (Sampaio & Gameiro, 1985)

Three or more authors: (Silva et al., 1989)

Multiple works by the same author published in the same year: (Fine, 2017a, 2017b)

Multiple works by different authors must be arranged in alphabetical order by surname:
(Cardon, 2012; Uski & Lampinen, 2016; Wan et al., 2015)

Indirect citation: (cited in Ferreira, 1992, p. 217)

11. The complete list of works cited in the text (and only these) should be included at the end,
with the title “References”, alphabetically ordered by the authors’ last name. The authors’
names will be separated by commas, and before the last one, the symbol “&” should be added.
If it is a translation, the name of the translator and the original year of publication must be
included. The place of publication is not to be included in the references, but the publisher
must always be indicated. When referencing journal articles or book chapters, the page range
of the cited text must always be provided. DOI should be presented in the following format:
https://doi.org/xxxxxx.

References should strictly follow the model provided in the examples below.
a) Books:

Amaral, A. L. (1993). Coisas de partir: poemas. Fora do Texto.
b) Edited books:

Pureza, J. M., & Ferreira, M. F. (Eds.). (2021). Emancipar o mundo: Teoria Critica e
Relagées Internacionais. Almedina.


https://apastyle.apa.org/style-grammar-guidelines/references/examples
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Roque, S., & Santos, R. (2021). Feminismos e Teoria Critica nas Relages Internacionais:
Encontros e desencontros. In J. M. Pureza & M. F. Ferreira (Eds.), Emancipar o mundo:
Teoria Critica e Relages Internacionais (pp. 213—-236). Almedina.

c) Journals:
With a volume and an issue number:

Giuliani, G., Santos, S. J., & Garraio, J. (2019). Online social media and the construction
of sexual moral panic around migrants in Europe. Socioscapes. International Journal of
Societies, Politics and Cultures, 1(1), 161-180.

Only with an issue number:

Lopes, H. (2019). The (De)Politicisation of Work — An Inquiry into the Political Function of
Work. Revista Critica de Ciéncias Sociais, (119), 149-170.
https://doi.org/10.4000/rccs.9276

d) When citing two or more works by the same author published the same year, the letters a,
b, etc. should be added to the date, respecting the order in which the references appear in the
text. Examples:

Habermas, J. (1985a). Der philosophische Diskurs der Moderne. Zwolf Volesungen.
Suhrkamp.

Habermas, J. (1985b). A nova opacidade: a crise do Estado-Providéncia e o esgotamento
das energias utépicas (M. H. C. Santos, Trans.). Revista de Comunica¢do e Linguagens,
(2), 115-128. (Original work published 1985)

e) The consulted edition should always be indicated. The date of the first edition may also be
mentioned, but only if it is relevant (for example, when it is a translation, an edition by a new
publisher, etc.).

Brown, L. S. (2018). Feminist therapy (2.? ed.). American Psychological Association.

Piaget, J., & Inhelder, B. (1969). The psychology of the child (H. Weaver, Trad.; 2.2 ed.).
Basic Books. (Original work published 1966)

f) In the case of news articles, if it is a print newspaper, the title of the newspaper should
appear in italics; if it is from other media, the title of the news article should be in italics:

Jornal Econémico & Lusa. (2017, December 5). Equipa de Coimbra lidera projeto com 13
milhGes para regenerar bairros sociais na Europa. Jornal Econdmico.
https://jornaleconomico.sapo.pt/noticias/equipa-de-coimbra-lidera-projeto-com-13-
milhoes-para-regenerar-bairros-sociais-na-europa-241013/

Marques, M. A., & Castanheira, P. (2024, April 5). Estudo sobre autismo confirma que
aginda  hd  barreiras no acesso a saude mental. SIC  Noticias.
https://sicnoticias.pt/video/2024-04-05-Estudo-sobre-autismo-confirma-que-ainda-ha-
barreiras-no-acesso-a-saude-mental-86925e4b
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g) In the case of articles, chapters or books available both in print and online the above-
mentioned citation rules should be followed, without forgetting the respective URL or, if it
exists, its DOI. Example:

Bebiano, A. (2017). Meninas, senhoras e galdérias: representacées das mulheres em
lingua portuguesa. In I. Caldeira, G. Capinha, & J. Matos (Eds.), The edge of one of many
circles: homenagem a Irene Ramalho Santos. Vol. Il (pp. 11-25). Imprensa da
Universidade de Coimbra. https://doi.org/10.14195/978-989-26-1308-6_34

h) When quoting information available on a web page the following data should be included:

Centro de Estudos Sociais. (n.d.). Prémio CES para jovens cientistas sociais de lingua
portuguesa. https://ces.uc.pt/pt/investigacao/premios/premio-ces/premiados

Bartolomeu, A., & Costa, M. (2024, April 1). Mulheres da UC na Ciéncia: Silvia Portugal.
Noticias UC. https://noticias.uc.pt/artigos/mulheres-da-uc-na-ciencia-silvia-portugal/

i) Online social media:

Centro de Estudos Sociais. (n.d.). Home [Facebook page]. Facebook. Retrieved May 15,
2024, from https://www.facebook.com/centrodeestudossociais

Centro de Estudos Sociais. (2023, October 25). e-cadernos CES n.2 39 | «COVID-19
Pandemic and Health Inequalities in Southern European Countries» | Orgs. Mauro
Serapioni e Pedro Hespanha [Post]. Facebook.
https://www.facebook.com/centrodeestudossociais/posts/

pfbidOaKhEFHBsNguA1jv2NiQoFLSjBG7VtUPzFyMpcwZQJQ21WgFMLrvM1re55YuQ9zufl

j) Films, TV series and videos:

Salaviza, J., & Nader Messora, R. (Directors). (2023). Crowrd [Film]. Kard Filmes; Entre
Filmes.

Vendrell, F. (Director). (2018). 3 mulheres [TV series]. David & Golias.

Centro de Estudos Sociais. (2019, December 12). creatour.pt - turismo criativo em
Portugal [Video]. YouTube. https://www.youtube.com/watch?v=kWf__06RfX0

k) Master’s theses or doctoral dissertations must be cited as follows:

Cardina, M. (2013). Margem de certa maneira. O maoismo em Portugal: 1964-1974
[Doctoral dissertation, Universidade de Coimbral. Estudo Geral.
https://hdl.handle.net/10316/15488

i) Since the APA (7th edition) guidelines do not specify how to reference legislation from
countries other than the United States, the following is a suggested format (preferably to be
included as a footnote):

Lei n.2 100/2019, de 6 de setembro, Diario da Republica n.2 171 — Série |
https://dre.pt/dre/detalhe/lei/100-2019-124500714
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V. Submission of the Final Version of the Manuscript, Proofs, Publication and
Dissemination

1. Once the work is formally accepted for publication in the Collection, the final version shall
be formatted in accordance with the instructions indicated in these Submission and
Publication Guidelines and submitted to the Collection’s e-mail address, on a date to be agreed
with the Publications Office. If otherwise, the manuscript will not be forwarded to the Coimbra
University Press.

2. At the same time, the author or editor must also confirm that they have already sent the
following elements (or send them if they have not yet done so) that will appear on the flaps
and/or back cover:

- a short text in the language in which the work is written, which is intended as a summary of
the work and also as a teaser (with a maximum of 1000 characters with spaces);

- a short biographical note of the author or editor (maximum 800 characters with spaces) in
the language in which the work is written. If there are more than two authors or editors, the
maximum number of characters should be even smaller.

- an indication of the financial support received for the production or publication of the work,
if any. This information must be included in the credits and the logos of the funding entities
will be printed on the back cover.

3. Cover
Coimbra University Press will make a proposal for the cover, based on the layout defined for
the CES Collection, which must be validated by the author of the manuscript.

4. Submission of Manuscripts to the Coimbra University Press and Printing Proofs

- The Publications Office will make a brief revision of the final manuscript (checking only
general aspects, not revising the text) before sending it to the Coimbra University Press, and
may request clarifications/missing data from the author or editor of the work.

- The Publications Office communicates to the Coimbra University Press by 30 November of
each calendar year the publishing plan and respective schedule for delivery of manuscripts for
the following year. The Publications Office will send throughout the year, on the defined dates,
the manuscripts in final version.

- The proofreading of the printing proofs (sent in PDF format by the Coimbra University Press)
is the responsibility of the author or editor of the work.

- The Publications Office will provide support to the review of the cover/back cover and the
credits, and will also conduct a final review on the general aspects of the work (index,
headings, etc.), but will not revise the text.

5. Contract, Distribution, Dissemination and Release

- After each work is accepted for publication by CES and by the Coimbra University Press, a
publishing contract will be signed. The works will be published in both digital and printed
formats.

- Hard copies will be available for sale to the public in the CES Shop and in the Coimbra
University Press online bookshop.

- The digital edition will be available in open access and protected by a Creative Commons
license CC-BY-NC-ND.

- Each work will be featured on the CES Collection website, and CES will disseminate it through
its internal/external channels (homepage; CES Agenda; Facebook; mailing list; exhibition stalls;
availability in the North/South Library, etc.).
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- The author or editor of the work may request technical-administrative support from CES and
from the Coimbra University Press in the organization, scheduling and dissemination of the
book release.



