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Welcome!
Please introduce yourself – name, organisation, 

country

What are your expectations and what do you hope 

to take away from this training?



Acknowledgment



Curriculum
Module 1 DOAJ introduction & overview
Recording: https://bit.ly/4dxm3qA

Module 2 Submitting a scholarly journal application to DOAJ
Recording: https://bit.ly/4eO3Uq3 

Module 3 Best publishing practices for scholarly journals

Module 4 Maintaining research integrity and ethics

https://bit.ly/4dxm3qA
https://bit.ly/4eO3Uq3


Letʼs have some fun!
• Keep Zoom open 
• Open a new tab on your browser
• Go to: https://www.menti.com/ 
• Type in the following code and Join: 7749 2289
• Wait for the question Q1, and then respond by 

typing/clicking to the right of your screen
• Keep the Menti tab open, and return to Zoom.

https://www.menti.com/


Agenda

● Transparency in scholarly 

journal management

● Scholarly journalʼs editorial 

policies 

● Principles of transparency & 

best practice

○ Journal content

○ Journal practices

○ Governance

○ Business practices



Why should a scholarly 
journal be managed in a 
transparent way?



Why manage a journal in a transparent way?

1
Builds trust & credibility among 

academic/scholarly community

2
Quality assurance, maintaining 

high academic standards



Why manage a journal in a transparent way?

3
Avoiding bias and conflicts of 

interest in editorial process

4
Accountability – hold journal 

editors & publishers accountable 

for their decisions and actions



Why manage a journal in a transparent way?

5
Encouraging participation and 

collaboration

6
Educational value



What is a scholarly 
journal’s editorial policy?



Scholarly journalʼs editorial policy 1
A scholarly journal policy is …

● Set of guidelines & principles that govern editorial process, manuscript 

submission, peer review, publication ethics, etc of journal management

● Designed to ensure integrity, quality, transparency of journalʼs operations

● Provides clarity and guidance for authors, reviewers, editors, and readers, and 

upholding the journal's commitment to scholarly integrity and quality



Scholarly journalʼs editorial policy 2
An editorial policy outlines …

● Aim of the journal

● Field(s) to be covered 

● Kinds of articles that may be accepted for publication:

○ research articles, research letters, short communications, commentaries 

and reviews that provide a synthesis of existing knowledge, book reviews, 

correspondence, etc



Scholarly journalʼs editorial policy 3

● Absolute need for originality and not being considered for publication 

simultaneously elsewhere  

● Technical specifications as to submission of materials  

● Use of referees and editorial discretion  

● Possible charges (eg article processing)



Scholarly journalʼs editorial policy 4

● Editors must ideally not submit papers to their own journals - to prevent the 

perception of dishonesty  

If they do…

● Full editorial discretion should be delegated to an Associate Editor\Chair 

Editorial Board 



Principles of transparency 
& best practice for 
scholarly publication



The Committee on Publication Ethics COPE, DOAJ, the Open Access Scholarly 
Publishing Association OASPA, and the World Association of Medical Editors 

WAME) are scholarly organisations that have collaborated to identify principles 
of transparency and best practice for scholarly publications. 

These guiding principles are intended as a foundation for best 
practice in scholarly publishing to help existing and new 

journals reach the best possible standards.

“

”



https://www.oajournals-toolkit.org/ 

https://www.oajournals-toolkit.org/


Quality assurance 1

● Scholarly publishing occurs in an environment of compelling 
scholarly, economic, political and financial interests that may 
compete, or which might not be aligned with each other 

● To foster an ethical, sustainable and efficient publishing system, 
informed decisions and strongly guided editorial processes need 
to be designed to manage these interests 

● This would help not only to establish research output formats of 
integrity but also to raise the quality of research publishing



Quality assurance 2

● Good publication practices will only become recognised and implemented 
if they are actively endorsed by all stakeholders in the scholarly publishing 
system Graf et al, 2007

● Codes of best practice are necessary for journals in order to be visible and 
respected in the international research landscape



Journal Content



Journal name/title

The journalʼs name should …
● Be unique and not be one that is easily confused with another journal

● Not mislead potential authors, readers about the journalʼs origin, scope, 

or association with other journals and organisations





Website
● Should be up to date, supported, maintained, secure

● Use https – website has security certificate; all traffic should be redirected 

through https
● Apply web standards and best ethical practices to the website's content, 

presentation, and application

● Should not contain information that might mislead readers or authors

● Should not copy another journal/publisherʼs site, design, logo

● Acknowledge source website if text copied from another website





Letʼs have some fun!
• Return to the Menti tab 
• Wait for the question Q2, and then respond by 

typing/clicking to the right of your screen
• Keep the Menti tab open, and return to Zoom.



Website
Also display the following clearly …
● Aims and scope

● Target readership of journal

● Types of manuscripts journal will consider for publication (eg multiple or 

redundant publication is not allowed)

● Authorship criteria

● ISSNs (separate for print and electronic versions)



Focus and Scope

African Entomology is an open access peer-reviewed scientific journal that publishes original research, reviews, collections of 
articles on a common topic, discussions on topics of broad interest, and short communications on all aspects of entomology 
(including insects, arachnids, myriapods and nematodes), emphasising the advancement of entomology on the African 
continent. A broad range of topics in entomology are covered including, but not limited to: behaviour, biology, commercial uses, 
conservation, ecology, evolution, forensics, human and animal health, insect health, medical, molecular biology, systematics, 
pest management, physiology, and taxonomy. Submissions of work from other parts of the world will be considered if it is of 
strong relevance to entomology in Africa.

Examples from 
https://www.africanentomology.com/about
https://sajae.co.za/about 

Targeted readership

Agricultural extension and education practitioners and professionals, agricultural and extension researchers, community and 
rural development workers and professionals.

https://www.africanentomology.com/about
https://sajae.co.za/about


Authorship

● Special attention to the first ‘leadʼ author (sometimes explicitly shared

● Authorship listing only of persons who have made a significant contribution to 

the production of the work at an intellectual, practical, or conceptual level

● Acknowledgement of funding sources and possible conflicts of interest must be 

stated 

● Author affiliations should be provided which reflect both the period of the study 

and the present situation



Authorship and contributorship
Authorship
Authorship of a manuscript should be agreed upon by authors prior to submission. Generally, a person attributed as an author should have contributed to 1) the conception and design of the study and 
data collection or data analysis; 2) writing or revising the manuscript; and 3) final approval of the version to be published. The corresponding author is responsible for ensuring that all listed authors 
have agreed to: 1) the authorship as listed and in the order given by the submitting author; 2) the content of the manuscript; and 3) its submission to the journal. All authors are fully responsible for the 
originality, validity, and integrity of the content of their manuscript and must ensure that it complies with research and publishing ethics and the policies of this Journal.

Where AI tools or large language models have been used, for example, in the conception and design of a study, creation of images or in editing or revising the writing, such use must be declared in 
your cover letter at submission and detailed in the Methods or Acknowledgements. Regardless of their contributions, because these tools cannot take responsibility for the content of a manuscript or be 
held accountable therefor, they do not meet the criteria for authorship. Please see the Policy on the Use of AI and Large Language Models.

All authors are required to sign the Publishing Agreement before submission, and in the order in which their names should appear in a published version. See below for changes in authorship after 
submission.

Changes in authorship
Changes in authorship constitute a significant change and it is strongly advised that authors clarify the authorship of their manuscripts, including the order of the authorsʼ names, before submission.

Changes to authorship after submission require approval from the Editor-in-Chief.

To request changes in authorship, send a letter by email to the Editor-in-Chief or publisher which includes:

● A description of the change
● The reason for the change
● The requested final author list

The letter should be signed by all parties and the email through which the letter is sent should be copied to all parties. 
The email should also include a new Publishing Agreement signed by all final authors.

Requests for changes will be reviewed by the Editor-in-Chief in line with the authorship guidelines.

In order to come to a fair decision, we may approach any of the authors as well as their institutions for more information on the requested change. However, please note that it is not the responsibility of 
the Editors and Publisher to arbitrate authorship disputes; please consult your institutional policies in such cases.

Note: Approved changes post-publication will also necessitate a correction (see Corrections Policy).

Example from https://sajs.co.za/guidelines-authors#authorship

https://sajs.co.za/editorial-policies#AI-LMMs
https://assafza-my.sharepoint.com/:w:/g/personal/nadiag_assaf_org_za/Ea55lLSRNU5Htj6Y6qY23jUB7FFMDYZFoKobcu5yzWxMpQ?e=JtKzcc
mailto:sajs.editor@assaf.org.za
mailto:sajs@assaf.org.za
https://assafza-my.sharepoint.com/:w:/g/personal/nadiag_assaf_org_za/Ea55lLSRNU5Htj6Y6qY23jUB7FFMDYZFoKobcu5yzWxMpQ?e=JtKzcc
https://sajs.co.za/editorial-policies#corrections
https://sajs.co.za/guidelines-authors#authorship


Example from https://perjournal.co.za/policies 

Ai

AI Policy

PELJ/PER acknowledges the growing influence of artificial intelligence AI) and AI-assisted technologies in the field of legal research and writing. This policy outlines our 
approach to the use of AI in the writing process for articles and papers published in our journal. It is important to note that this policy is subject to refinement as technology 
continues to evolve.

Use of AI in the Writing Process: Authors are encouraged to use AI and AI-assisted technologies to enhance the readability and language of their work. However, these 
technologies should not replace essential authoring tasks, such as providing legal insights, drawing legal conclusions, or offering recommendations within the field of law. 
When employing AI in the writing process, it is imperative to maintain human oversight and control throughout. All work produced with the assistance of AI should undergo 
thorough review and editing, as AI-generated content may carry an authoritative tone that can be erroneous, incomplete, or biased. Authors bear ultimate responsibility and 
accountability for the content of their work.

Disclosure Requirements: Authors are obligated to disclose the use of AI and AI-assisted technologies in their manuscripts. A statement indicating the utilisation of these 
technologies will be included in the published work. This declaration serves to promote transparency and build trust among authors, readers, reviewers, editors, and 
contributors. Additionally, it ensures compliance with the terms of use of the relevant AI tool or technology.

Authorship Clarifications: Authors should not attribute AI or AI-assisted technologies as authors or co-authors. Authorship in legal research entails responsibilities and tasks 
that are uniquely human in nature. Each (co-) author assumes accountability for addressing any concerns regarding the accuracy or integrity of any portion of the work. 
Authorship also requires the capacity to endorse the final version of the work and consent to its submission. Authors are further responsible for confirming the originality of 
their work, verifying that the listed authors qualify for authorship, and ensuring that the work does not infringe upon the rights of third parties. Authors are encouraged to 
acquaint themselves with PELJ/PER 's Publishing Ethics policy before submitting their work.

Policy Development and Adaptation: PELJ/PER recognises the dynamic nature of AI technology. As such, this policy will be continuously monitored and updated as 
necessary to remain current with advancements in AI and AI-assisted technologies in the field of law.

This AI policy is designed to guide authors and contributors in utilising AI and AI-assisted technologies responsibly and transparently within the writing process for 
publications in PELJ/PER. As technology evolves, so too will our approach to ensuring the highest standards of legal research and writing.

Disclaimer

PELJ/PER, the Faculty of Law and ASSAf make every effort to ensure the accuracy of all the information in our publication. However, PELJ/PER, our agents, and our licensors 
make no representations or warranties regarding the accuracy, completeness, or suitability for any purpose of the contributions. Any opinions and views expressed in this 
publication are the authorsʼ opinions and views and are not those of or endorsed by PELJ/PER, the Faculty of Law NWU, the editorial team or ASSAf. The accuracy of the 
contributions should not be relied upon and should be independently verified with primary sources of information. PELJ/PER, the Faculty of Law NWU, the editorial team or 
ASSAf shall not be liable for any losses, actions, claims, proceedings, demands, costs, expenses, damages, and other liabilities whatsoever or howsoever caused arising 
directly or indirectly in connection with, concerning, or arising out of the use of the content of the publication.

https://perjournal.co.za/policies




Publishing schedule

Also display the following clearly …
● Publishing schedules

● Issues/volumes vs continuous publication

● Keep to publishing schedule

● Mention if journal publishes special additions from time to time



Publication Frequency

SACJ publishes 2 regular issues per annum. Occasionally a special issue is 
published

Publishing schedule - examples

Publication Frequency

Until September 2023, the journal published one volume per annum, and each volume 
consisted of four issues in early March, June, September and December respectively. 
Since October 2023 the journal follows a continuous publication approach, where articles 
become available immediately after being approved for publication. Only one volume and 
one issue therefore is published per annum.

Examples from
https://sacj.org.za/about 
https://energyjournal.africa/about 

https://sacj.org.za/about
https://energyjournal.africa/about


Preprints - example

Example from https://sajs.co.za/editorial-policies#preprints 

Preprints

Authors may post their manuscripts on a recognised preprint server prior to submission. Authors are 
required to disclose preprints in their cover letter at submission.

https://sajs.co.za/editorial-policies#preprints


Archiving

Also display the following clearly …
● Journalʼs plan for electronic backup and long-term digital preservation 

of journal content

● See The Keeperʼs Registry https://keepers.issn.org/keepers  or Portico 

or LOCKSS

https://keepers.issn.org/keepers


Example from https://journals.assaf.org.za/index.php/sajot/policies 

Archiving Policy and Preservation

All material published on the SAJOT website are digitally preserved using Portico, a recognised leader 
in the preservation of scholarly literature published in electronic form. Published material is also 
archived with the PKP Preservation Network PN which provides free preservation services for any 
OJS journal that meets a few basic criteria. A copy of each published issue of SAJOT is submitted to 
the National Library of South Africa. 

Archiving and Preservation - example

https://journals.assaf.org.za/index.php/sajot/policies
https://www.portico.org/
https://pkp.sfu.ca/pkp-pn/
https://www.nlsa.ac.za/


Copyright
Also state the following clearly …
● Copyright terms for published content on website and in content

● Copyright terms should be separate and distinct from website copyright

● Copyright holder named on full text of all published articles (html, pdf)

● If copyright terms on separate form, it should be easily accessible



Example from https://sajs.co.za/copyright-permissions 

Copyright & Permissions

All articles are published under a Creative Commons Attribution Licence; copyright is retained by 
the authors. Readers are welcome to reproduce, share and adapt the content without permission, 
provided the source is attributed. Permission to reproduce copyrighted third-party material, as 
indicated in articles, should be sought from the copyright holder.

Copyright - example

https://sajs.co.za/copyright-permissions
https://creativecommons.org/licenses/by/4.0/






Licencing
Also state the following clearly …
● Licencing information

● Licencing terms indicated on full text of all published articles (html, pdf)

● Open access content must use an open licence

● Licencing policies on the publishing of articles in third-party repositories 



If Creative Commons licences are used, then the 
terms of that licence should also link to the correct 
licence on the Creative Commons website



Example from https://perjournal.co.za/policies 

Deposit Policy and Self-Archiving

Please refer to the PELJ/PER policy on Sherpa Romeo. Authors can self-archive copies of their 
published contributions in any repository or on a personal website, subject to the following conditions:

● Always upload the final version as published at https://perjournal.co.za/.
● Acknowledge the publisher.
● Cite the article as part of the metadata and include the DOI as part of the citation to the article.

Deposit and Self-Archiving - example

https://perjournal.co.za/policies
https://v2.sherpa.ac.uk/id/publication/31027
https://perjournal.co.za/
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Dates

● Date of publication should be published with all published research

● Dates of submission and acceptance are preferred as well





Journal Practices



Publication ethics and related editorial policies
● Policies on publication ethics should be visible on website

● Editors & publishers are responsible for integrity of scholarly literature

● Handle plagiarism, citation manipulation, data falsification/fabrication, etc

● In case of misconduct, follow COPEʼs guidance in dealing with allegations 

- https://publicationethics.org/misconduct 

https://publicationethics.org/misconduct


Plagiarism - example

Plagiarism policy

A definition of plagiarism is included in the Guidelines for Authors and authors are referred to this policy for the consequences of an offence of this nature. All cases of suspected or alleged 
plagiarism will be considered seriously and on an individual basis.

The South African Journal of Science is a member of Crossref Similarity Check. Manuscripts submitted for consideration for publication will be scanned for potential plagiarism before 
undergoing peer review to verify their originality. Similarity reports will be reviewed on an individual basis. 

Submitted manuscripts

● Suspected plagiarism in a submitted manuscript can be brought to the attention of the Editor-in-Chief either through the similarity report of the plagiarism detection scan or through a 
Reviewer of the manuscript.

● When a similarity report is indicative of a potential offence, the report and manuscript will be examined by the Editor-in-Chief to determine whether or not material has been 
plagiarised and, if so, the extent of the plagiarism.

● When suspected plagiarism is reported to the Editorial Office, the report will be acknowledged and all relevant documentation/evidence will be retrieved and examined by the 
Editor-in-Chief, in conjunction with the relevant Associate Editor, to determine whether or not material has been plagiarised and, if so, the extent of the plagiarism.

● If material has been plagiarised, the corresponding author will be informed by the Editor-in-Chief that the manuscript is rejected on these grounds.
● If the extent of the plagiarism is minor and the Editor-in-Chief determines that the author/s did not intend to plagiarise, no further action will be taken. If the plagiarism is extensive or 

admitted to, the author/sʼ institution/s and funding bodies will be informed of the offence (the submitted and plagiarised material will be sent to them) by the Editor-in-Chief. Authors 
will be notified by the Editor-in-Chief that their institution/s will be informed and that they will be banned from submitting to the South African Journal of Science in the future.

● The reader or Reviewer reporting the suspected plagiarism will be informed of the outcome of the investigation.

Example from https://sajs.co.za/editorial-policies#plagiarism 

https://www.sajs.co.za/guidelines-authors
http://www.crossref.org/crosscheck/index.html
https://sajs.co.za/editorial-policies#plagiarism


Complaints and appeals - example

Example from https://sajs.co.za/editorial-policies#appeals 

Appeals and complaints

Appeals
Authors have the right to appeal a decision on their submission if they believe the decision was unfair.
To appeal a decision, please submit a letter detailing the nature of the appeal and indicating why the decision is viewed as unfair.
The letter should be submitted to the Editor-in-Chief within 10 days of the decision.
The Editor-in-Chief will review all relevant documentation relating to the submission, may consult the relevant Associate Editor or Reviewers and may 
appoint a new Reviewer to evaluate the submission before making a decision.
The decision of the Editor-in-Chief will be final.

Complaints

For complaints relating to the policies and procedures of the Journal or the conduct of editorial staff, please email the details of the complaint to the 
Managing Editor or Editor-in-Chief. Details should be confined to the facts of the case and provided in writing via these email addresses. Complaints 
directed to other persons or via other channels will not be acted upon.

All complaints directed through the correct channels will be acknowledged and investigated. The Chair of the Editorial Advisory Board will be informed 
and will oversee the process. We will attempt to resolve complaints as quickly and transparently as possible, and endeavour to communicate updates 
to complainants as they arise.

https://sajs.co.za/editorial-policies#appeals
https://sajs.co.za/about/editorialTeam


Allegations of research misconduct - example

Example from https://cleanairjournal.org.za/research-misconduct  

Allegations of Research Misconduct

The Clean Air Journal editors should be informed of any actions by reviewers or authors that are not in-line with this statement. 
If there is suspected misconduct by an editor, the complaint should first be made to the co-editors. If the complaint is not 
satisfactorily resolved, then the complaint should be passed to the editorial board of the Clean Air Journal.

Research misconduct includes plagiarism, falsifying of data, citation manipulation, publishing or submitting a manuscript to 
multiple journals for publication and text recycling among others.

Plagiarism is the use of the ideas, work or words of another without proper acknowledgement or citation.
Text recycling is the use of sections of text from an earlier article by the same author(s). This is not the same as redundant 
publication, which is the submission of the same results/manuscript to multiple journals.

In cases of suspected misconduct, the Editors and Editorial Board will use the best practices of COPE to assist them to resolve 
the complaint and address the misconduct fairly. This will include an investigation of the allegation by the Editors. A submitted 
manuscript that is found to contain such misconduct will be rejected. In cases where a published paper is found to contain such 
misconduct, a retraction can be published and will be linked to the original article.

https://cleanairjournal.org.za/research-misconduct
https://publicationethics.org/resources


Post-publication errors and falsifications

● Must always be corrected and/or retracted in a later issue of the same 
journal

● By means of an erratum or a retraction notice which should be published 
on the article HTML/website page as well as the PDF



“Salami slicing”

● Studies addressing a particular question should not be broken up into a 

series of fragmented short publications or articles but should preferably 

be presented as a full article of the work and its results



Conflict of interest - example

Example from https://cleanairjournal.org.za/conflict-of-interest 

Conflict of Interest 

Conflict of interest as defined by COPE "Conflicts of interest comprise those which may not be fully apparent and which may influence the judgement 
of author, reviewers, and editors. They have been described as those which, when revealed later, would make a reasonable reader feel misled or 
deceived" (COPE, 2000)

Authors are asked to declare any potential conflicts of interest to the editor during the submission process. If a conflict of interest does exist, it will be 
included in the final published document if the submitted manuscript is accepted for publication. A potential conflict of interest does not mean that a 
manuscript will be rejected.

Reviewers are asked to declare any potential conflict of interest to the editor when invited to review a manuscript. A conflict of interest does not 
necessarily disqualify the reviewer nor the review report.

Editors and members of the Editorial Board can submit papers for consideration to Clean Air Journal and would be expected to follow the same policy 
of conflict of interest for authors. For manuscripts submitted by the editors themselves to the journal, the editor who is the author will not have any 
input and will not participate in the editorial and review process. Editors will withdraw from the review process of a manuscript if there is a conflict of 
interest.

Reference: COPE. 2000. Committee on Publication Ethics COPE guidelines on good publication practice. BJU International 2000, 85, 27. Article 
first published online: 10 DEC 2003 DOI 10.1046/j.1464410x.2000.00478.x

https://cleanairjournal.org.za/conflict-of-interest
https://bjui-journals.onlinelibrary.wiley.com/doi/full/10.1046/j.1464-410x.2000.00478.x


Example from https://sajs.co.za/editorial-policies#dataethics 

Data sharing and reproducibility - example
Data publishing ethics 

In the context of data publication, the South African Journal of Science follows community best practices on data publishing ethics and aligns with the recommendations and 
workflows published by the FORCE11 & COPE Research Data Publishing Ethics Working Group.1

The Journal takes seriously and will investigate any ethical concerns regarding the data associated with a submitted manuscript or a published article. Where concerns have 
been raised, due process will be followed in accordance with COPE guidelines and the FORCE11 & COPE Working Group recommendations1 to inform whether any actions 
may be required about a data set or an article.

Where ethical concerns have been identified in relation to the data associated with a published article, the Journalʼs Correction or Retraction policies will apply.

The Journal reserves the right to remove links to a published data set and/or associated content in order to address a legal or ethical concern, a publication ethics issue, or a 
breach in journal policy. We may also remove links to data sets while such concerns are under investigation. In the context of any data publishing concerns, we may contact 
other parties that host content associated with the data set (e.g. a data repository) and may contact the institution(s) of relevant authors if required.

The South African Journal of Science complies with the Protection of Personal Information Act No. 4 of 2013 of South Africa and may have a legal obligation to inform the 
Information Regulator if a legal breach is identified in relation to the data in a submission or publication in the Journal.

1Puebla I, Lowenberg D, FORCE11 Research Data Publishing Ethics WG. Joint FORCE11 & COPE Research Data Publishing Ethics Working Group Recommendations. Zenodo. 
2021. https://doi.org/10.5281/zenodo.5391293

https://sajs.co.za/editorial-policies#dataethics
https://doi.org/10.5281/zenodo.5391292
https://doi.org/10.5281/zenodo.5391292
https://sajs.co.za/editorial-policies#corrections
https://sajs.co.za/editorial-policies#retraction
https://doi.org/10.5281/zenodo.5391293


Example from https://sajs.co.za/editorial-policies#confidentiality 

Confidentiality - example

Confidentiality

Authors, reviewers, assessors and editorial staff should treat all submitted 
manuscripts and correspondence with the Editorial Office as confidential.

https://sajs.co.za/editorial-policies#confidentiality


Example from https://journals.assaf.org.za/index.php/sajsm/about 

Post-publication discussions - example

Comments Policy

The posting of comments to published articles requires registration with this journal website. Only 
constructive comments that relate to the published material will be permitted. Posted comments 
solely represent the opinions of the respective user and not those of the South African Journal of 
Sports Medicine, and do not imply endorsement by the South African Journal of Sports Medicine. 
The South African Journal of Sports Medicine reserves the right to remove comments without 
notice that are abusive, threatening, defamatory, contain advertising or spam, or violate another 
userʼs privacy. The South African Journal of Sports Medicine reserves the right to revoke the 
privileges of users that post inappropriate material. Such material may be brought to the attention 
of the Editor-in-Chief. The South African Journal of Sports Medicine reserves the right to modify 
this policy without notice.

https://journals.assaf.org.za/index.php/sajsm/about
https://journals.assaf.org.za/index.php/sajsm/user/register


Example from https://sajs.co.za/editorial-policies#corrections 

Corrections - example
Corrections policy

Corrections to articles published in the South African Journal of Science

A published article forms part of the published record and will not be altered or removed (see the Article Retraction Policy).

Major corrections

A correction will be published if a published article contains a significant error that affects, for example, the accuracy of the article. Corrections are published as either Errata or 
Corrigenda. Both Errata and Corrigenda are published at the discretion of the Editor-in-Chief. An Erratum or Corrigendum will be linked to the original article online. The publication 
of a correction will be indicated in the article title, e.g. ‘(with corrigendum) ,̓ and on the article landing page and downloaded PDFs and EPUBs via the CrossMark widget.

Errata

An Erratum is the correction of an error introduced by the Journal during editing or production. The Author will be given an opportunity to approve an Erratum before publication.

Corrigenda

A Corrigendum is the correction of an error made by the author/s.

Minor corrections

Obvious typographical errors will generally not be corrected. Other minor errors may be corrected at the discretion of the Editor-in-Chief. In the case of minor corrections, an 
updated version of the article will be published alongside the original version. As readers do not need to be alerted to minor changes, the Crossmark status will reflect as ‘Current .̓

https://sajs.co.za/editorial-policies#corrections
https://sajs.co.za/editorial-policies#retraction


Example from https://sajs.co.za/editorial-policies#retraction 

Corrections and retractions - example

Article retraction policy

Published articles should remain extant and intact. However, under exceptional circumstances involving 
plagiarism (see Plagiarism Policy) and redundant publication or data error, articles may need to be retracted, 
removed or replaced in order to protect the integrity of the literature. The need for a retraction will be 
determined by the Editor-in-Chief, but may be initiated, in cases of flawed data or conclusions, at the request 
of the author/s.

To retract an article, a notice of retraction will be published in the next issue. This notice of retraction will:

● include the title and authors of the article, the reason for the retraction and who is retracting the article
● be linked to the article online
● be indicated on the article landing page and downloaded PDFs and EPUBs via the CrossMark widget.

https://sajs.co.za/editorial-policies#retraction
https://sajs.co.za/editorial-policies#plagiarism


Peer review 1
● Journals must have a peer-review policy

● Process of obtaining advice on manuscripts from reviewers/experts in 

subject area

● Reviewers should not be part of journalʼs editorial team

● Editorial review must be handled with a minimum of two editors



Peer review 2
● Research articles accepted for publication in the journal must be 

peer-reviewed 

● Editors must carefully examine submitted manuscripts so that they are sent to 

appropriately selected reviewers  

● A paper to be considered for publication should ideally be sent to at least two 

reviewers

● Peer reviewers should preferably be scholars who have not previously 

co-published with the author(s)



Peer review 3
● They must have expertise and competency in the topic 

● Ideally, authors should not recommend reviewers

● Any exceptions to the peer review process, such as specific article types that 

do not undergo peer review



Peer review 4
● The reviewer must declare any potential or real conflict of interest before the 

review is submitted 

● The reviewer must be free of known bias in relation to the subject matter 

● Reviewer reports are carefully assessed by the editor to decide whether they 

constitute 

○ The basis to publish the article in question, or

○ Publication should follow if certain improvements are effected and/or 

further work done and reported on; or 

○ Whether the paper should be rejected



Peer review 5
● Editors reserve the right to reject papers without review if they are not 

appropriate for the journal concerned (desktop rejection) 

● Fundamentally flawed studies may also be rejected without review 

● All peer reports and substantive correspondence must be retained within a 

well-designed record system for possible later scrutiny



Peer review 6
Clearly state on website …
● Whether or not content is peer reviewed

● Who conducts peer review

● Type/s of peer review used

● Policies related to peer review procedures

● How decision about manuscript is ultimately made

● Statement of peer review duration



Peer review 7
Policies related to peer review procedures
● Use of author recommended reviewers

● Any masking of identities, and if so who is masked and to whom

● Whether or not supplementary material is subjected to peer review

● Whether or not reviews are posted with articles

● Whether or not reviews are signed or anonymous



Peer-review Policy

All articles published undergo a double–blind peer-review process. Author/s are required to provide the editor (in the space allowed for comments on the online submission form) with a list of up to 5 
potential reviewers including email addresses, ideally at least one from overseas. For each, indicate why they are suitable. Do not include anyone who has collaborated with any of the authors in the last 
5 years. If any reviewer should be excluded inform the editor (in the space allowed for comments on the online submission form) with details including why the reviewer is not suitable.

The authorʼs name and affiliation should not appear on the title page (or elsewhere). Citing of previous articles by the author should be anonymised if appropriate. Acknowledgments and thanks should 
not be included in the draft for review. If you use MSWord please make sure that your name and affiliation are not saved in the document properties. In addition to a detailed review, referees may make 
any of the following decisions, which will be passed on to you by the editor handling your paper, who will balance possibly differing views of the reviewers:

● Accept Submission – there may be minor concerns or corrections
● Revisions Required – concerns or corrections should be checked by the editor before final acceptance
● Resubmit for Review – the paper cannot be published without significant improvements and must go for another round of review (preferably by the same reviewers, if they are still available)
● Decline – the paper is not fit to publish and should not be resubmitted

For Decline and Resubmit for Review you should not submit the paper as a new submission.

Decline means we do not see a way to salvage the paper; at best, it may be suitable to submit elsewhere.

For Resubmit for Review, even if there are substantial changes, the paper should be submitted as another round of submission using the same URL as the original submission.

Proofs of accepted papers will be sent to the corresponding author to ensure that type setting is correct, and not for addition of new material or major amendments to the text. Corrected proofs should be 
returned to the production editor within three days.

Example from https://sacj.org.za/policies 

Peer-review policy - example

https://sacj.org.za/policies


Peer reviewers 1

● The reported findings and/or conceptual insights must be original and novel 
that are not published elsewhere

● The author(s) have certified that the paper submitted is not under 
consideration by another publication

● Papers will not be submitted to any other journal until a final rejection decision 
(or formal withdrawal) from the present journal has been received

● Authors may be asked to enter into a publishing agreement



Peer Reviewers 2

● Sufficient detail, of the methods and materials used in the study
● No apparent inconsistent data are omitted
● Literature must be appropriately and fairly cited 
● Self-citation must be limited
● Efforts should be made to ensure that reference is made to the first report 

of a finding



Access
● Where content is not freely accessible, method of gaining access should be 

described, e.g. access through registration, subscription, or pay-per-view 

fees

● Mention availability of offline versions along with costs

● Clearly state Open Access policy



Example from https://sacj.org.za/policies 

Open Access Policy - example

Open Access Policy

SACJ is an Open Access journal, supporting the Budapest Open Access Initiative principles: “By 
‘open accessʼ to this literature, we mean its free availability on the public internet, permitting any 
users to read, download, copy, distribute, print, search, or link to the full texts of these articles, crawl 
them for indexing, pass them as data to software, or use them for any other lawful purpose, without 
financial, legal, or technical barriers other than those inseparable from gaining access to the internet 
itself. This can be done without charge and without seeking permission of the publishers or authors. 
The only constraint on reproduction and distribution, and the only role for copyright in this domain, is 
to give authors control over the integrity of their work and the right to be properly acknowledged 
and cited.ˮ  Therefore, copyright remains with the author/s of the article/s.

https://sacj.org.za/policies
https://www.budapestopenaccessinitiative.org/


Governance



Ownership and management
Clearly indicate on the website …
● Information about ownership and management of the journal

● Organisational names should not be misleading about the nature of the 

journalʼs owner

● Where journal is affiliated with a society, institution, or sponsor, links to 

their website(s) should be provided





Letʼs have some fun!
• Return to the Menti tab 
• Wait for the question Q3, and then respond by 

typing/clicking to the right of your screen
• Close the Menti tab, and return to Zoom.



Also state the following clearly …
● Editorial boards/ Advisory bodies 

● List full names, affiliations of members must be listed on website

● List must be up to date and members must agree to serve

● Periodically review board to ensure it is still relevant and appropriate

Advisory board 1



Advisory board 2

● Must be reflective of expertise in the relevant subject area(s) 

● A diversity of members beyond a single institution  

● Members should be appointed competitively for a specific term 

● Board members must be qualified to contribute to and assist the 

Editor-in-Chief to achieve the best strategies and policies for the journal



● Submissions from editorial board members must be handled with extra 

confidentiality and attention so as not to compromise the peer review 

process

● Editorial board members must be given clear guidelines on their role in 

the journal and their expected duties

Advisory board 3





Editorial team/contact information
Also state the following clearly …
● Full names of editors

● Contact information for editorial office

● Full mailing address





Business Practices



Author fees
Also state the following clearly …
● Any author fees charged; also if no fees

● Waiver fees

● Clearly state that author fees or waiver status will not influence editorial 

decision-making



Example from https://www.africanentomology.com/policies 

APCs - example

Article Processing Charges APCs

Article processing charges are levied on all accepted papers. The scale of charges for members and 
non-members of the Entomological Society of Southern Africa is shown below in South African Rands 
ZAR. The first author of accepted manuscript must be a paid-up member of the Entomological Society of 
Southern Africa for at least 2 years to qualify for the member discount.

Member APC per manuscript: ZAR5,500.00
Non-member APC per manuscript: ZAR10,000.00

The Entomological Society of Southern Africa membership discount will not be applied automatically. A 
request for the discount must be included in the manuscript cover letter, with the name and the 
Entomological Society of Southern Africa membership number clearly stated.

https://www.africanentomology.com/policies
https://entsocsa.co.za/
https://entsocsa.co.za/
https://entsocsa.co.za/
https://entsocsa.co.za/
https://entsocsa.co.za/


Other revenue
Also state the following clearly …
● Business models or revenue sources

● E.g. author fees, subscriptions, sponsorships, subsidies, advertising, 

reprints, supplements, special issues

● Business models or revenue sources should not influence editorial 

decision making 



Advertising
Also state the following clearly …
● If advertising is accepted

● If so, include advertising policy e.g. which types of advertisements 

accepted

● Should not be related to editorial decision making and should be kept 

separate from published content





Example from https://cleanairjournal.org.za/advertising_policy  

Advertising policy - example

Advertising Policy

Clean Air Journal publishes advertisements and announcements relevant to air quality 
and its impact in Africa. These include advertisements of companies and organizations 
working in this field, announcements of conferences and workshops, and relevant job 
listings. NACA, the publisher of Clean Air Journal, approves the advertisements that are 
published and this process is separate from the editorial process of the journal.

https://cleanairjournal.org.za/advertising_policy


Questions?
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Director Scholarly Publishing Programme
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