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	This document provides guidance for authors on preparing a paper, poster or presentation for the WEDC International Conference. It is written in the required paper format, which you should use for all briefing and refereed papers, to demonstrate what a paper should look like. You are required to include an abstract of about 100 to 150 words. This should be a brief overview, outlining the subject matter, methodology, main findings and conclusions. Abstracts are not introductions to the paper but a standalone piece of text. Only the abstract will be printed in a booklet given to all conference delegates with the full paper available on the conference CD and online shortly after the event. 



The different types of conference presentations
There are three types of delegate presentations:
· 
Oral presentations where the presenter gives a 10 minute talk (with 10 minutes of questions) based on a conference paper and then answers questions from the audience. Talks on three or four similar subjects are grouped together.

· “Espresso” presentations where the up to six presenters each give a five minute talk supported by four PowerPoint slides, followed by five minutes of questions. After this there are discussions in small groups. These may not be timetabled in advance and can be submitted before or during the conference, subject to space being available, although due to increasing popularity it is preferable to secure a slot prior to the conference. These are reviewed for relevance, comprehensibility and length only. 
· 
Poster presentations, where a poster is displayed for all or part of the conference and the presenter is available at fixed times to talk informally to delegates. Videos can also be shown during the breaks in the formal conference timetable.
There are also other plenary presentations, debates, discussions, workshops and exhibitions occurring throughout the conference, as set out in the timetable. Delegate presentations are supported by either a paper or a poster. There are two types of conference papers:
Briefing papers: These are between 2 and 6 pages long. The main objective is knowledge sharing, based on experience and practice. This could be reporting on activities, projects or programmes. They should include some lessons learnt. They are checked by the conference organisers to ensure they meet minimum standards of literacy and relevance, that they conform to the template and do not exceed 6 pages including all references and contact details.
Refereed  papers: These are between 4 and 6 pages long. A refereed paper requires a clear methodology, a strong evidence base and data analysis components. It should also demonstrate critical thinking. They are checked by the conference organisers to ensure they meet minimum standards of literacy and relevance, that they conform to the template and do not exceed 6 pages including all references and contact details. They are then peer-reviewed by two members of the International Scientific Committee, which includes specialist researchers and sector professionals. Papers that do not reach this standard will be re-graded to a briefing paper if they are relevant. 
Important note: A paper of either type will be automatically returned without review if it does not conform to the template or exceeds 6 pages, including all references, contact details and images. Files over 8MB cause problems, so check this before uploading the paper.
General points relevant to all presentation types

Choosing a subject 

The WEDC Conference has a focus on water, sanitation and hygiene (WASH) in low and middle-income countries. It is important that authors demonstrate that this is recognised, as papers outside this area are not relevant to the audience. Within this boundary, however there is a wide scope of topics. Papers or presentations can cover any aspect of WASH infrastructure and service provision:
· from policy to operation, 
· from research to practical case studies, 
· from long-term planning to emergency responses, 
· from water resource assessment to management of faecal sludge and

· from global policy development to small-scale community action.

New and innovative ideas, projects, procedures or practical field experience are most valuable. The paper needs to add to current knowledge in the area; it should not just repeat known facts. For example, a general paper or presentation describing how an existing water treatment process works will be rejected, but a practical case study of a specific water treatment scheme, with a scientific, social or economic analysis of how it performs is more likely to be accepted. The conference title is broad, reflecting current themes in the sector, which may be reflected in the paper if they are relevant to the topic.
The “think globally, act locally” idea is useful. Papers or presentations describing ideas and techniques that can be applied elsewhere and that relate local experience to wider issues in the sector, such as international policy or targets, are particularly welcome. 

Authors should be aware that the audience and readership is wide and includes planners, politicians, donors, practitioners, engineers, social scientists and field workers, but all working in the WASH field.
Choosing a title

The title should be no more than 2 lines in length and should describe the main theme of the paper or presentation. Titles that exceed two lines will be edited. General titles such as “A Community Water Project” or specific project names such as “The RUWASA scheme” should be avoided. The titles are used by the conference organisers to group similar papers together and by delegates to choose which presentations to attend. Make sure the title reflects the content of the paper, so the presenter is talking to the right audience. Electronic search engines will find papers that have good keywords in the title.
Preparing a briefing or refereed paper

Language and style

The language of the conference is English. SI-units should be used where applicable. One of the criteria for acceptance is the use of a reasonable standard of English. Please use the ‘UK English’ version Spelling and Grammar check in Microsoft Word and ensure that your paper has been thoroughly proof-read prior to submission.

Avoid jargon, acronyms (especially new or unusual acronyms), excessive abbreviations and the use of specialist terms without explanation. Where local terms are used, a rough translation should be provided, for example “… nulla (a water channel or drain)…”. Convert currencies into US dollar or Euro equivalents (e.g. the latrine slab cost USh 2500/= ($0.94)). Asking a colleague to read the paper prior to submission is highly recommended. 
Content issues

Authors should assume that the conference audience has a general understanding of the subject, but not of local circumstances. This means there is no need to state general facts, such as “Globally, 2.6 billion people are without safe sanitation” but regional or local facts are useful. Read some recent conference papers to see the general level of writing, as the authors of papers are also the audience.
Please ensure that you include clear ‘learning points’ at the end of the paper or in the conclusion, which may have wider applicability and interest for other delegates. 

	Common problems
· Authors who do not use the checklist in Table 1 below
· Papers that are not relevant to the conference

· Papers that under- (or over-) estimate the knowledge of the audience

· Abstracts that do not summarize the whole paper

· Papers based on a single organisation without being self-critical and not providing learning points for other organisations. Papers reviewing a project or method need to be balanced, reporting successes and honest failures.

· Project proposals do not make good papers. Papers should report what has happened, not what might happen.




Plagiarism

‘“Plagiarism” is using the work of others but presenting it without permission, acknowledgement or reference as if it were the person’s original work, e.g. copying electronically by ‘cut and paste’ from the source document. It will include the use of such material as written text, statistics or similar data, diagrams or illustrations, and photographs.’
Institution of Civil Engineers’ Code of Professional Conduct, 2014
Authors should ensure that everything they write or present is either their own or correctly cited and referenced. For more guidance on referencing, see WEDC Guide “How to use and cite literature effectively” (Reed et al 2013). The conference organisers “must exercise reasonable care in relation to evidence of any form of plagiarism.” (ICE 2014) so papers submitted will be scanned using an on-line tool to check for extensive copying that lacks adequate attribution of the originator of the material. 
Formatting

Posters
Posters have a template, available at:

http://wedc.lboro.ac.uk/docs/conference/39/poster_template.doc 
Posters do not require an abstract but do need a title so they can be listed in the programme. The poster will be published in the conference proceedings. 
Papers
Papers should be submitted using the sample Word document available at:
http://wedc.lboro.ac.uk/docs/conference/39/paper_template.doc
Make a copy of the document template first, then use it to start typing your text. If you ‘cut and paste’ from another document, ensure that you do not copy the formatting from the original. Please ensure that every item of text in your paper is set to one of the pre-defined WEDC styles. Note that the total length of your paper should be no longer than 6 pages, and this should include text, illustrations, graphs, diagrams, charts, tables, photographs and references.

Tables

Use the Table formats in the Word document provided. Text tables created in Excel should be imported into the Word format. Try to avoid splitting tables over two pages.
Figures, photographs and other images

Place images, including graphs, charts, diagrams, drawings and photographs into the Word document using the sample placeholder formats provided. Do refer to the figure in the text, even if the photo or diagram is for illustration only. YOU MUST MAKE SURE THAT ALL IMAGES ARE EMBEDDED IN THE WORD DOCUMENT AND ARE NOT LINKED TO OTHER FILES LOCATED ELSEWHERE ON YOUR COMPUTER. 

Use high-resolution 300 dots per inch (dpi) image files. The editor reserves the right to reject poor quality images.

Equations 

Equations should be aligned to the left margin and numbered consecutively, as in the equation below (1). Complex equations (such as the one illustrated below) should be embedded as an image file to avoid an misalignment of the text.
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Image annotations

Any text including annotations or notes contained within images (including Excel graphs) should be typeset in Arial. The point size should be between 8 and 9.

Papers that do not fully comply with the format instructions given here will be rejected. 

	Table 1. Checklist for authors and reviewers

	Issue
	Posters
	Briefing papers
	Refereed papers

	Is the file named correctly?
	y/n
	y/n
	y/n

	Is there a title (clear and not too long)?
	y/n
	y/n
	y/n

	Does it conform to the template?
	y/n
	y/n
	y/n

	Is the page length correct?
	-
	2 - 6
	4 – 6

	Is this relevant to conference?
	y/n
	y/n
	y/n

	Is the standard of English acceptable?
	y/n
	y/n
	y/n

	Is the work of others adequately referenced? 
	y/n
	y/n
	y/n

	Has the author avoided being defamatory, overtly commercial or biased?
	y/n
	y/n
	y/n 

	Is the abstract clear and 100 – 150 words long?
	-
	y/n
	y/n

	Are there clear lessons learnt?
	-
	y/n
	y/n

	Does the paper add to the existing body of knowledge?
	-
	y/n
	significantly/ n

	Is there a clear methodology?
	-
	-
	y/n

	Is there evidence or data to support the conclusions?
	-
	-
	y/n

	Has the evidence been analysed critically?
	-
	-
	y/n

	Are critical conclusions made?
	-
	-
	y/n


Submission details
Authors should submit full papers in Microsoft Word (MS) format (with image files embedded) using the WEDC Online Conference System at https://wedc-knowledge.lboro.ac.uk/my-wedc/ by the submission deadline. If you experience repeated difficulty using this system, please contact the WEDC Conference Administrator at: wedc.conf@lboro.ac.uk. We aim to review papers within three weeks of submission. Papers that do not meet the required standard can be resubmitted once the required changes have been made. Feedback from the reviewer(s) will normally be a paragraph 5-20 lines long. Writing style may be commented on but grammar and spelling will not be corrected by the reviewers; this remains the responsibility of the author.
	File labelling
For ease of identification, please label your paper with the first-named author’s family name, followed by a hyphen and then the author’s initials (i.e. FAMILYNAME-ABC.doc). These instructions would therefore be labelled FISHER-J.doc. If you submit more than one paper, make sure you add a number at the end of the filename (e.g. FAMILYNAME-ABC1.doc, FAMILYNAME-ABC2.doc etc.). DO NOT call your document “WEDC PAPER.doc”. It is very likely to get lost!
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