GUIDELINES FOR PUBLISHING
IN THE SOUTH AFRICAN JOURNAL
OF OCCUPATIONAL THERAPY

The South African Journal of Occupational Therapy (SAJOT) ac-
cepts scientific articles, scientific letters, literature reviews, book
reviews, and biographies for publication.

The language of the Journal is English (abstracts may be provided
in Afrikaans or the Vernacular as well as in English).

All articles that are published in SAJOT may be found at www.
sajot.co.za, www.sceilo.org.za, EBSCOHost, OTDBASE. In addi-
tion articles are preserved via Portico which is a digital preservation
service provided by ITHAKA, a not-for-profit organisation with a
mission to help the academic community use digital technologies to
preserve the scholarly record and to advance research and teaching
in sustainable ways.

Please note that SAJOT does not have submission and
processing charges at this time. However this may change
in the future and authors are advised to check the web site
for any changes to this policy.

The following are included in these instructions:

I.  General guidelines and instructions - procedure and presenta-
tion.

Guidelines for authors of scientific articles.

Guidelines for authors of scientific letters.

Guidelines for publishing a literature investigation / review.
Guidelines for writing an opinion piece.

Guide to writing a commentary.

Instructions for reviewers of books.

Guide to submitting an article on line.
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The relevant guidelines to authors (which follow) must be
consulted for the layout and the format of the article, tables, dia-
grammes and referencing.

|. GENERAL GUIDELINES &
INSTRUCTIONS - PROCEDURE AND

PRESENTATION

Scripts must be submitted via the SAJOT web site (www.sajot.co.za);
the author must retain a copy of the script. Please insert a note in
the ‘footer’ that gives the title of the article and the date at
each submission. This is important for tracking purposes and will
ensure that the correct version of the script is used for publication.
This footnote will be removed at publication.

Title Page
Each manuscript must include a separate title page.

This page should bear the title of the article, the name(s) of
the author(s), academic degrees, present posts held, complete ad-
dresses, telephone numbers and fax numbers and e-mail addresses.

Please include the ethics clearance number if applicable
to the study. The ethical clearance certificate must be available if
requested.

The article itself should not contain information on the authors
so that their anonymity is maintained during the peer review
process.

The title page must be emailed to the Editor at sajot@mweb.
co.za. A user name and password will then be provided to enable
the author to complete the online submission of the article (see
guide to submitting an article on line item i.e. no 10).

References

Each reference in the text must be indicated by a number. This
number should be inserted in superscript without brackets e.g.'%
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A reference list should be provided on a separate numbered page
following the text. References must be cited in the order that they
appear in the text and should adhere to the Vancouver system,
for example:

Journal article

Pitout H. Barriers and strategies to increase research involvement
of South African occupational therapists. SAJOT. 2014; 44(2): 17-21.
[Author. Title. Journal. Year; Volume (No): Page numbers.]

Book
De Vos AS, Strydom H, Fouché CB, Delport CSL. Research at Grass

Roots: For the Social Sciences and Human Service Professions.
Pretoria: Van Schaik Publishers; 201 I.

[Author(s). Book title. Edition. City: Publisher; Year.]

Chapter in a Book

Peterson N, Osman R. An introduction to service learning in South
Africa. In: Service learning in South Africa. Osman R and Petersen
N, editors. Cape Town: Oxford University Press South Africa (Pty
Ltd); 2013: 2-32.

[Author. Title. Edition. City: Publishers; Year: Page numbers.]
World Wide Web (WWW) sites

Uyanik M, Kayihan H. Down syndrome: sensory integration, ves-
tibular stimulation and neurodevelopmental therapy approaches
for children. In: Stone JH, Blouin M. International Encyclopaedia
of Rehabilitation. 2010. <http://cirrie.buffalo.edu/encyclopedia/en/
article/48/> (9 Feb 2016).

[Authors. Chapter in Book. In: Book title (or article title). City:
Publisher; Year: Page numbers. If it is a journal article - Name of
journal. Year; Volume and number: pages. The name of the database
the article was found on [*The URL or DOI where the article can
be found] and date of access.

The following references could be consulted for details on the
Vancouver method:
http://openjournals.net/files/Ref/ VANCOUVER%20Reference%20
guide.pdf or

Vancouver referencing style: Quick guide on how to use at www.
library.up.za/health.Vancouver.htm.

General requirements

Manuscripts must be clearly typed in MS Word double-
spaced with a legible font (Arial size 11 is preferable).

Authors should not assume that the readers know the context
in which the article is set. The content needs to be organised in a
coherent and logical manner and may require concise descriptions
and definitions of terms to elucidate the content. A review of the
relevant literature must be provided.

The section on research methods should include: the aim of
the study, the research design used, the population and manner
of selecting the population sample, the research tools used, the
method of data collection, the methods used to analyse the data
including details of the statistical methods and details of the ethical
clearance and consent obtained.

...... continued on page 66
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The results should be clear and must relate to the aims
of the research and research methods. The discussion should
summarise the main findings and explore the reasons for these.
New knowledge must be highlighted and the limitations of the
study given.

The conclusion must be brief, drawing the article to a close
by relating the results to the aim of the research.

Tables should have the heading at the top of the table and
labelled with Roman letters e.g. Table Il.

Figures should be labelled at the bottom of the figure with
Arabic numbers e.g. Figure 2.

Tables and figures should not be scanned but formatted and
included on separate pages. Figures should be clear to the reader
when photocopied.

Photographs may be of any size. They must be very sharp,
taken close up, with a lightish over-all tone and without dark
backgrounds. If the photograph photocopies well, it will print well.
Please check this before you send photographs.

Reviews

All manuscripts undergo an anonymous double blind peer review
process. The reviewers are required to comment on the scientific
worth of the article and its suitability for publication in SAJOT.
(To ensure a blind review see section below). The comments are
returned to the authors by the editor with a directive for further
action required. Articles may be accepted without change, changes
may be requested or the article may be rejected.

Editing
Please note that the article will be checked by the Editor and the

English Language editor before going to print. The article will then
be returned to the author for a final check.

Intellectual property and copyright

The author retains intellectual property rights over original mate-
rial, in keeping with South African IP legislation and the policy of
the employing body / training institution where relevant. SAJOT
adheres to Creative Commons licensing as follows:

" MG MO

All work is published under a Creative Commons Attribution 4.0
Non Commercial International Creative Commons (CC-BY-NC -
ND 4.0) License. Under this license, authors agree to make articles
available to users, without permission or fees, for any lawful, non-
commercial purpose. Users may read, copy, or re-use published
content as long as the author and original place of publication are
properly cited.

Authors are encouraged to apply for their own ORCID refer-
ence. (For information on ORCID go to https://orcid.org). Authors
should supply their ORCID reference at the end of the article.

Checking the article before submission

Confirmation that the following items have been attended to will
be required as part of the submission process.

*  The submission has not been previously published, nor has it
been before another journal for consideration (or an explana-
tion has been provided in Comments to the Editor).

*  The submission file is in Microsoft Word, or a WordPerfect
document file format.

* Al references have been checked to see that they comply
with the requirements (see guidelines above). Where available,
URLs for the references have been provided.

* Thetextis |.5 spaced; employs italics, rather than underlining
(except with URL addresses); and all illustrations, figures, and
tables are placed on separate pages with their place in the text
clearly indicated.

*  Thetext adheres to the stylistic and bibliographic requirements
outlined in the Author Guidelines, which is to be found

under the tab “About the Journal” or under the tab Guide to
submitting an article.

* The instructions for Ensuring a Blind Review have been
followed. (See below).

*  Acolleague has read the article to provide objective peer input,
inconsistencies, spelling and grammar in addition to running
a spell-check with English, South Africa as the default setting.
Authors for whom English is a second language should have
their article edited by a professional English-language editor
or editing service. During the review process, articles may be
returned to the author to arrange such a service, if improve-
ments to language and clarity are required.

*  Multiple Choice Questions (MCQs) are attached in the supple-
mentary file section of the article submission. In addition it is
advisable to email these to the editor at sajot@mweb.co.za.
The article will not be sent for review until these have
been received.

*  The details of all the authors have been included in the Step
Il - Entering the submissions metadata and includes the
following:

- Full names and all qualifications of all authors and where
these were obtained e.g. BSc OT (Wits), MSc (UP).

- Place of employment.

- Contact details of all authors including email addresses,
phone numbers and postal addresses.

- Please attach a document to the supplementary file
section giving the details of the contribution made by each
author to the study.

*  Ethical approval for the study has been sought and explained
in the article and an approval number is given.

*  The title of the article is on the article submission.

*  The abstract has been included in the submission as well as in
the Submission metadata section.

*  Thearticle has undergone a plagiarism check such ‘Cross Ref
or ‘“Turn-it-in’. This is important and the report on the article
should be attached in the supplementary file section.

*  Permission has been obtained from the co-authors to publish
the article and to use their names.

*  The relevant acknowledgements have been provided.

As a special request the author is asked to provide the names,
place of work, and email contact details of two people who
they believe have the skills and expertise to review the article.
These should be provided in the supplementary file section of
the submission and may be either local or international expert
clinicians or researchers in the field of the research. These
persons may or may not be invited to review the article but
the names will help SAJOT to identify suitable reviewers to
add to the reviewer list.

Ensuring a blind review

To ensure the integrity of the blind peer review of the submission
to this journal, every effort is made to prevent the identities of the
authors and reviewers from being known to each other.

Itis primarily the duty of the author to remove any possible iden-
tification from the text submitted as indicated below. The reviewer
is obliged to keep his/her comments/opinions about the article
confidential and communicate these only to the editor; should the
reviewer have prior knowledge of or involvement with (incidental
or otherwise) the author or the article in question, the editor should
be informed of the situation and the situation reviewed if needed.

The editor is the only person who has access to all the in-
formation about authors and reviewers. Any issues concerning a
review / edit/ authorship / copyright etc. about a SAJOT submis-
sion must be brought to the attention of the editor directly — the
editor is the only person authorised to deal with these issues and
will do so in a strictly confidential manner.

...... continued on page 67
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This process applies to the authors, editors and reviewers
(who upload documents as part of their review), checking to see
that the following steps have been taken with regard to the text
and the file properties:

*  The authors of the document have deleted their names from
the text, and substituted “Author” and year used in the ref-
erences and footnotes, instead of the authors’ name, article
title, etc. This includes ensuring that names used in the ac-
knowledgements section have also been substituted with an
X. Names will be inserted just prior to publication.

*  With Microsoft Office documents, author identification should
also be removed from the properties of the file.

For Microsoft 2003 and previous versions:

Under the File menu select: Save As > Tools (or Options with
a Mac) > Security > Remove personal information from file
properties on save > Save.

For Microsoft 2007 (Windows):

- Click on the office button in the upper-left hand corner of
the office application.

- Select “Prepare” from the menu options.

- Select “Properties” for the “Prepare” menu options.

- Delete all of the information in the document property
fields that appear under the main menu options.

- Save the document and close the document property field
section.

For Microsoft 2010 (Windows):

- Under the File menu select “Info”.

- Click on “Inspect Document” icon.

- Uncheckall of the checkboxes except “Document Proper-
ties and Personal information”.

- Run the document inspector, which will then do a search
of the document properties and indicate if any document
property fields contain any information.

- Ifthe document inspector finds that some of the document
properties contain information it will notify you and give
you the option to “Remove all,” which you will click to
remove the document properties and personal information
from the document.

For MacIntosh Word 2008 (and future versions)

- Under the File menu select “Properties.”

- Under the Summary tab remove all of the identifying infor-
mation from all of the fields.

- Save the File.

For PDF files:

- With PDFs, the authors’ names should also be removed
from Document Properties found under File on Adobe
Acrobat’s main menu.

Continuing education points
CEU points are accredited as follows:

¢ CEUs for authors of an article
Principal author of an article (15 CUEs)
Co-authors of an article (5 CEUs)
*  CEUs for reviewers of an article
3 CEU:s per article reviewed (which may include a 2" review)
* CEUs for readers :
Readers obtain CEU'’s for answering the multiple choice ques-
tions for each article.
3 CEUs per article. Once the article is published the MCQs
can be found at www.otasa.org.za.

CEU’s for authors and reviewers can be obtained by applying
to the OTASA office.

Paid up members of OTASA will receive their points
free of charge.
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2. GUIDELINES FOR AUTHORS OF
SCIENTIFIC ARTICLES

Articles submitted to the SAJOT must be original and must not have
been published elsewhere. Articles should contain new informa-
tion, add to existing knowledge, resolve controversy or provoke
thought and discussion.

The content of the article must justify the length, which should
be about 12-16 pages, with |.5 spacing. Authors should consult
the article “The pitfalls of salami slicing”: Focus on quality and
not quantity of publications by Fonseca M. Editage Insights. 201 3;
November 4; 201 3. https://www.editage.com/insights/the-pitfalls-
of-salami-focus-on-quality-and-not-quantity-of-publications.

Please ensure that for all the authors contact details for the
submission are in a separate document entitled ‘Title Page’ — see
above.

Abstract and key Words
All manuscripts submitted to the SAJOT must be accompanied by
an abstract not exceeding 200 words in length.

The abstract must contain a succinct structured summary of
the study.

The following headings used in the presentation of the study
may also be used in the abstract.

Introduction

This should provide a brief rationale for the study and an outline
of the aims or questions

Literature Review
This should be a critical appraisal of the current relevant literature
identifying the limitations in the work already conducted on the

subject and a rationale for the study. A maximum of 35 references
should be included.

Method

This should contain the following: Aims, study method and data col-
lection procedures, population and sampling procedure, methods of
analysis of data, information on validity, reliability, trustworthiness
and credibility.

Details of the ethical clearance and informed consent must be
provided.

Results

The results must be presented in a way that makes them accessible
to the readers and are clearly linked to the aims and methods of
the research.

Discussion and implications of the research
The implications for occupational therapists and or other health
professionals/groups/ contexts must be outlined and the contribu-
tion that the study makes to the current state of knowledge of the
profession/s stated. Limitations must also be discussed.

Conclusion

There should be a clear summary of the main points of the paper,
drawing the article to a close and containing no new information.
Please include the implecations for your research for the occupa-
tional therapy profession and practice.

lllustrations

Articles may include up to eight tables, graphs or diagrammes and
should be numbered and clearly labelled with their place in the
text indicated as a guide to the editor. (See General Requirements).

3. GUIDELINES FOR AUTHORS OF SCIENTIFIC

LETTERS

Letters submitted to the SAJOT must be original and must not have
been published elsewhere. Letters should contain new informa-
tion, add to existing knowledge, resolve controversy or provoke

...... continued on page 68
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thought and discussion.
The requirements of a scientific letter are as follows:

e The letter must have the same scientific format as an article,
should be much shorter i.e. 1500 — 1700 words, to fill only
one to two pages of the Journal but does not have an abstract.

* It may have only one table of results.

*  There should not be more than five references.

* It must be original research.

*  Peer evaluation will take place as with all other articles submit-
ted to SAJOT.

4. GUIDELINES FOR PUBLISHING A
LITERATURE INVESTIGATION / REVIEW

Literature investigations / reviews submitted to the SAJOT must be
original and must not have been published elsewhere.

The requirements of a critical review of the literature investiga-
tion / review are as follows:

*  Thearticle should provide reasons for choosing to review the
topic and give the method used to conduct the survey along
with the sources consulted.

*  Thearticle must cover the topic thoroughly i.e. it must include
all or most of the major studies that have been conducted on
the topic of interest within a given time frame. The most recent
literature must be included.

*  The publications referred to must be the primary source and
the review should not rely on secondary sources. Articles
reviewed should also not rely on opinion articles but should
emphasise research articles.

*  The article should not be merely a summary of past work but
must critically appraise and compare the key studies as well
as discuss weaknesses and strengths. Important gaps in the
literature should be identified.

*  The article must conclude with a brief synopsis of the current
state of the topic and give recommendations for future work.

*  The format of the review must follow that for all scientific
articles i.e. it must contain the following:

- Anabstract.

- Introduction.

- Method. In this instance the approach taken to search the
literature, the databases searched, the search parameters
and key terms used, the inclusion and exclusion criteria,
and the criteria used for the appraisal and how the key
information was extracted, must be provided.

- Results: this section should present the main evidence and
a summary of its quality.

- Implications: this sections should outline the implications
of the findings for occupational therapy practice, the
methodological limitations of the review, identify gaps in
the literature and recommend future action.

- Conclusion: a clear summary of the main findings should
be provided.

5. GUIDELINES FOR WRITING AN
OPINION PIECE

Opinion pieces provide authors with the opportunity to express an
opinion concerning any aspect of occupational therapy. They are
designed to encourage topical debate and the exchange of ideas.
Contributors may discuss specific aspects of occupational therapy
practice or debate the impact of occupational therapy on the health
of people. Opinion Pieces may also deal with health care and rel-
evant social practice/issues in general such as consumer rights that
may impact on the profession. They may also debate the impact
of the current political and financial climate on the practice of the
profession and its ability to meet all in need.

Irrespective of the topic discussed, opinions should be sup-
ported by evidence or theory. They should include:

* An abstract.
* Headings which give structure to the paper.
* References (a maximum of |5).

Opinion pieces are subject to the same critical review process
as other submissions.

Opinions are not necessarily those of the Occupational Therapy
Association of South Africa nor SAJOT but never-the-less may
provide information for debate.

6. GUIDELINES FOR WRITING A
COMMENTARY

These are similar to Opinion Pieces and are as follows:

A commentary is written on a current event or topic by a person
with the background to make an informed comment and should
report on an issue or topic of interest and relevance to OT prac-
titioners, educators and researchers.

Irrespective of the information being commented upon, com-
mentaries should include:

*  An abstract.

* Introduction.

*  Coherent body with headings that give structure to the paper
*  Recommendations and conclusion.

*  References (a maximum of 15).

Commentaries are subject to the same critical review process
that other submissions undergo.

7. INSTRUCTIONS FOR REVIEWERS OF
BOOKS

A book review should contain the following information:

*  The full title of the book.

*  The full name of the author(s) and their qualifications and the
position that they hold.

*  Details of the book:

- Name of publisher.

- Whether it is a paperback or hard copy and the number
of pages.

- The publication date.

- TheISBN number.

- The price (in South African Rand if possible).

* Areview of the content, which should include:

- The aim of the book.

- The way in which the information is structured.

- Abrief summary of the content of each chapter.

- A comment on its relevance to health care generally and
SA occupational therapy specifically.

*  The name, qualifications and work position of the reviewer

8. GUIDE TO SUBMITTING AN ARTICLE
ONLINE

The Guide to submitting an article on line is featured under the tab
“Guide to submitting an article” / Guide for authors in the header
of the SAJOT web site.

Prepare the article as described above.

The title page of the submission should be emailed to the edi-
tor at sajot@mweb.co.za. A user name and password will then
be provided to enable the author to complete the on line article
submission.

The following are the steps to follow:

Go to www.sajot.co.za. Log in using the “user name” and “pass-
word” that has been provided. Click on the tab “New Submission”.
The following are the steps as enumerated on the web site:

...... continued on page 69
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Step | — Starting the submission

Journal section
Select the relevant category of the submission in this section from
the drop down box.

Submission check list

*  Ensure that you, the author, have done ALL the things men-
tioned in the submission check list and confirm this by placing
a check in the relevant box. See the section Checking the
article before submission under the heading GENERAL
INSTRUCTIONS.

*  Copyright notice — click to accept the copyright provisions
as seen on the web site.

*  You may also send a note to the editor in the box provided.

* Click save and continue at the bottom of the page, this will
enable you to move on to the next stage of the submission
process.

Step 2 - Upload the submission
Follow the steps for uploading your article.

NB it is important that you upload the file containing the
complete article here. Do not include any information about the
authors on the article.

To upload - Click on the browse button, locate the file contain-
ing the article on your computer, click on it so that the name of the
file appears in the window, and then click the upload button. This
is the only place where the main article can be uploaded.

Click save and continue.

Step 3 - Entering the submissions metadata

Authors
Information about all the authors must be provided here.

The bio statement box should be used to complete the details
of the qualifications of the authors (i.e. degree and where obtained.)
as well as the place of work and position held.

Title and abstract

Please copy / type in the full title of your article into the box pro-
vided. Paste in a copy of the abstract into the block provided.

Indexing
Ignore this section.

Supporting agencies
Complete if relevant e.g. funding organisation.

Click save and continue.

Step 4 - Uploading supplementary information
You may upload tables and figures here if they have not been in-
cluded within the main article. You do not have to complete this
section but must click save and continue to go to the next step.
Photographs should be also be loaded here. Please note that there
are two steps here:

Step 4 and Step 4a
In step 4 the file/files containing the tables can be uploaded. Click
save and continue. This will bring up step 4a where you can add any
information needed to identify the supplementary information. This
is the place where the nomination of a reviewer may be included.
The only compulsory window is the title window.

Click Save and Continue. This will bring you back to step 4
again where another file can be uploaded.

Step 5 — Confirming the Submission

Click Finish Submission. Please remember to do this otherwise
your submission will not be recorded. It is very important to note
that once you have confirmed the submission you will be unable to
make changes to your main document. However, you will be able
to add supplementary files. This should be done before the article
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is sent into the review stage by the editor
Any changes that you wish to make to the article itself will need
to be done via a completely new submission.

Resubmission of article after revisions/
amendments suggested by the editor:
Scroll to the section at the bottom of the Review page of your
article to the section labelled Editor Decision. There you will see
the box Upload author version. Please post your revised copy
here. Please also note that the article, tables and diagrams must
be included in one document at this stage in the process.

Help with this submission process can be obtained by emailing
the editor at sajot@mweb.co.za.
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