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	General information


The answer is the magazine for members of the RCN’s Association of Nursing Students (ANS).   It is published four times a year, and work is currently underway to produce digital versions to offer an interactive, environmentally-friendly alternative for students. This is a guide for individuals wishing to contribute to the magazine and explains everything that you need to know before you put pen to paper. Below are things to have in mind when writing your article.

Timescales

When writing articles please keep in mind the timescale. The answer is published quarterly so the material must be informative without being time sensitive. The content of every issue is planned in advance so if you are thinking about writing a feature article or have something that you have already written then contact the editor in the first instance. This is to avoid duplication of subject areas. The editor can be contacted on theanswer@rcn.org.uk  

Length of articles

Length of articles can vary between 100 and 1,000 words. Below is a guide to the maximum word limits for articles:

· News – no more than 200 words

· Features – 500 words for a single page, 1,000 words for a double spread. 
· Half page article – 250 words

· Regional round ups – 150 words

· Council round up – 300 words

More information about the different types of articles can be found in section 2.
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	What’s a good story – what to put in and what to leave out


Below are some key news values to think about when you are writing articles/news stories for the answer.

Key news values are:

Significance - stories that reflect the professional or personal concerns of individual ANS members. Keep in mind how issues may affect students in the four UK countries differently.
Relevance - stories that relate to student nursing. 
Surprise - stories that are fresh – or at least have a new angle on them – are interesting because they are unpredictable. 

News Items

A news story is a report of a current event or incident. When writing news stories, you should aim for a clean and uncluttered style. The first paragraph should be concise, describing what happened by answering what journalists call the five Ws and one H: what, where, when, to/by whom, why, and how?

The purpose of the rest of the story is to elaborate on what is stated in the lead. The proceeding paragraphs should contain information from people you interview and the factual data you have gathered, combined with a narrative that you compose to help the story flow.

When writing news stories, you must:

· Be objective. Paint a balanced picture by accurately representing the opposing viewpoints.

· Double check your facts! Don’t take people’s words for it – check for yourself that your facts are accurate with a reliable source. Always make sure you have the correct spelling of names, and that dates, ages, telephone and other numbers are correct.

Feature articles

Before you begin writing, consider the following questions: 

· Have you chosen your subject matter wisely? For example, is your proposed article relevant to nursing students?  Do you have something interesting to say? 

· Do you have all the information you need, do you understand it and can you explain it to those outside your sphere?

· What angle are you taking? Stories can be told from many different perspectives. 

· Remember that people are much more interesting than policies or process. For example, rather than look at the mechanics of setting up a new project, focus on the people involved and the likely impact on patients. 

Structure

The structure of a feature article is likely to be very different from anything else you may have written. For example, an academic assignment initially sets out your proposals, uses evidence to elaborate on each strand of your argument and ends with a conclusion, followed by references. 

In contrast, an article in the answer:

· Begins with the most interesting, topical or even controversial aspect of the subject you’ve chosen to write about. Starting your article like this encourages your reader to continue reading. 

· Use the following paragraphs to expand on the story, setting the scene and following a logical sequence. 

· Generally speaking, conclusions and references are unnecessary. Instead consider ending your article with a quote that keeps the reader thinking and details of where to go to find out more. 

Having produced your first draft, use this checklist: 

· Are your sentences and paragraphs short and to the point?  

· Have you chosen simple, everyday words that are as close to spoken English as possible?

· Have you avoided meaningless phrases and unnecessary jargon?  

· Would a quote from someone involved in the story help to bring it alive? 

· Have you enabled the interested reader to find out more? For example, by including a selection of web site addresses and key contact details. 

Profiles

Profiles are stories about people and organisations, telling who they are and why what they do matters.

There is no doubt that people love reading about other people. Writing a profile about a hard-working nurse from your area, for example, could prove a popular feature for the answer. Or why not write a profile on a new procedure/system which you have seen implemented and show its advantages/benefits. 

Your job is to say ‘who, what, when, where, why and how’, while offering some insight into why the nurse or hospital is worth caring about. Say what makes the people involved stand out – what is unique or admirable about what they do. Highlight dramatic accomplish​ments such as progress against all odds, and barriers broken down in a creative fashion. Written correctly, profiles can offer inspiration to your readers, by, for example, providing examples of good practice which your readers can adapt to their own circumstances.

Once you have decided who or what you are going to profile:

· Do some background research on the person or organisation.

· Do one or more interviews to generate quotes for your story.

· Gather all your notes then decide how to structure the information you have managed to gather.

As with news and feature articles, start the profile with a catchy lead – such as an anecdote about the person or organisation. Use numerous quotes and tell the story the way you would like it told out loud.

Conference reports

A conference report should include the following information:

· The title of the conference and its general objectives (why was it organised?)

· When and where the conference was held.

· Who attended? How many? Where from?

· The core of your conference report should be about the content of the presentations, for example: What was discussed? Who presented? What were the main points of their presentation? What issues were raised? Did it spark debate? What themes did the debate follow? How did the debate affect your thinking on the issue?

· Were the presentations of high quality? Could they have been improved? If so, how?

· What conclusions were made? Any recommendations?

· Is there a follow-up conference/event? Give contact details for further information if necessary.

Remember: a conference report is concerned with what happens during the event. What happens before (eg, a delegate’s handbag being snatched on the way to the venue) and afterwards (such as what parties delegates attended or what restaurant they went to) may well be interesting to you but will be of much less interest to people who didn’t attend. This kind of information is not relevant to the conference and should therefore not be included in the report.

Publication reviews

Publication reviews should always contain the following:

· publication title

· name of author(s)

· publication date

· publishers

· ISBN number (if appropriate)

· price

· details of how to obtain a copy

Your review should always aim to be objective and answer questions such as:

· What was the general purpose of the publication? Why was it written and who is it aimed at?

· Bearing in mind the answers to the above, what did you like about the publication? What didn’t you like? 

· Is the publication successful in meeting its objectives? Does it cover everything it should cover?

· Are there alternative/better publications? Can you recommend similar titles?

Remember, when giving any kind of opinion it is important to say why. Don’t just say a certain chapter is interesting, for example. Explain what caught your attention and in what way.

These general principles can also be applied when reviewing websites and other resources.

Regional and Council round ups 

A Council round ups for each issue is provided by the two Student Members of Council, and should include reports from recent Council meetings and any other Council news or business relevant to students.

Regional round ups are short updates on events and happenings in the RCN’s 12 regional and national areas.   Members of the ANS Executive Committee are allocated to each area and are responsible for submitting their roundups for each issue.
These should be as concise as possible, and contain information that will be of interest to student members in your area.
This might include:
· Dates for your diary - details of forthcoming local events and meetings (bear in mind the issue date)

· Any specific local health care news, e.g. update on deficits, local campaigns
· What you and/or the RCN has been doing in your area.
If you need any assistance or ideas for content, contact your local office or the RCN Student Adviser.
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	Doing it in style – language and house-style


House-style is where news values, news language and consistent tone of voice meet. Contrasting the different national daily papers illustrates the point. What is ‘right’ for the Daily Mirror doesn’t fit into The Daily Telegraph and vice versa. Readers know what to expect from their publication and that builds loyalty.

A good newsletter/magazine style comes from using everyday vocabulary, avoiding empty words and phrases (such as: ‘at the moment in time’ or ‘we’re in an on-going situation’) and being concise.  

Have something to say and then say it as clearly as you can. Language should be accessible and as jargon-free as possible. Journalism is nearer the spoken word than business or academic language. Sentences and paragraphs should be kept short. When writing for the answer, keep in mind the person reading may be new to nursing and to the RCN. 

Always bear in mind that we are a UK-wide organisation. Make sure that what you are saying in your text applies to Scotland, Northern Ireland, Wales and England. In particular, you should be aware of any difference in legislation as a result of the Scottish Parliament, Welsh Assembly and political developments in Northern Ireland.

To achieve that consistent tone of voice, we need to ensure that everybody is writing to the same style in terms of how we write names, titles, ages and so on. Here are some general rules that the RCN uses to achieve consistency:

· On the first mention use first name and surname: Jill Jones. Thereafter use Jill. There is always an exception to a rule, and the exception here would be in a heavier piece, say including political comment on an issue in your field. At first instance: Paddy Ashdown, leader of the Liberal Democrats. Thereafter: Mr Ashdown. 

· Ages should be written either: Jill Jones, 34 or: 34-year-old Jill Jones.

· Give name before description of job or position: Jill Jones, Director of Nursing, Anytown NHS Trust. Job titles should be: clinical nurse specialist, not Clinical Nurse Specialist unless it is a unique job title, for example RCN General Secretary or Jill Jones, Continence Services Manager at the Leeds Royal Infirmary. 

· When quoting people (using direct quotes really livens up your copy) use: Jill said: “The magazine is very readable. I pass my copy on to my colleagues.” 
or “It tells me everything I need to know. The magazine is invaluable,” said Jill. Use double quote marks for starting and ending copy. Use single quote marks when making another quotation within the quote: Jill said “I look forward to receiving the magazine and one colleague who read it said ‘it’s full of useful information’ ”.

· Abbreviations: always spell out first time – even if it is well known, for example: St Bartholomew’s Hospital thereafter Barts.

· Acronyms: spell out the first time, use shortened form thereafter. At first mention: Royal College of Nursing. Thereafter, use RCN. 

· Numbers up to nine (inclusive) should be written out in text, for example one, two, three.  Beyond nine use numerals, for example 10, 11, 12. Use the word million, not 1,000,000 and use a comma in numbers with four figures and above: 1,954, 90,356.

· Dates: write 1 July 2007 or 19-23 May 2007.

· Preferred terms:                            Nursing student (not student nurse)   Nurse consultant (not consultant nurse) Minority ethnic (not ethnic minority) Specialty (not speciality)                 Adviser (advisor) 
· Italics: Italicise names of other publications such as book titles, magazines, journals, newspapers, including RCN’s own publications and Government green and white papers. Book chapters or magazine articles should be in double quotes. You can also use italics for emphasis for example: 

…it was certainly a learning experience, with words like eugenics and cloning cropping up with great regularity.

· Watch out for over-used and meaningless words. For example: the word recently in copy as in Paul Smith retired recently doesn’t mean much. Say instead:  After a lifetime’s campaigning for the Royal College of Nursing, Paul Smith has taken a well-earned retirement. 

· Headlines/by lines/credits: Try different ways to liven up your copy. Headlines should summarise the key point of your copy or be attention grabbing. So for example:

Abolish commas and live longer

Rosalyn Khan explains how

At the end of the article you would need to say:  Rosalyn Khan is Head of Punctuation at the Anytown NHS Trust

or

If you want to live longer, vote to abolish commas by Rosalyn Kahn, Head of Punctuation, Anytown Trust

or

Would abolishing commas mean a longer life?

Rosalyn Khan believes so. She shared her views with Joe Bloggs
At the end of the article you would need to say: Rosalyn Khan is Head of Punctuation at the Anytown NHS Trust.

· References: These should be given at the end and arranged alphabetically by author’s name. For different works by the same author arrange them chronologically. Use the following format for books:

Author(s) Initial(s) (Year) Title (edition). Place of publication: Name of publisher.
For articles:

Author(s) Initial(s) (Year) Title of article, Name of Journal, volume number (part number), weekly date/month of issue/season [optional], page numbers.

NB: The RCN has produced a guide to using plain English for its staff and members – please contact RCN Direct to obtain a copy.
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	What about photographs?


Photographs help to bring your articles to life so, if you can, try to include a photograph with your article.

Forget polaroids or ‘happy snaps’. They won’t reproduce very well and they will add nothing to your publication. Likewise, we’ve all seen publications where every picture is a mugshot. Instead, try using pictures of people at work or doing something relating to the content of the text. 

Think creatively. Do we really need another picture of happy prize-winner shaking hands with dignitary. No. What we need is a picture of prize-winner doing the task for which s/he won the prize. Look at pictures in other health journals. Pictures that look ‘unposed’ are best. Try asking your subjects to look away from the camera, rather than into it.

Conferences and meetings rarely provide interesting pictures – unless you can get a close up of a particular expression – someone laughing, or gesturing. You need movement in pictures. Those ‘handshake’ pictures are a wasted opportunity. Very posed, very stilted, badly composed. If you need both parties in a shot, take them outside, give them something to do, help them relax. 

Think of the backdrop. Move plants or other clutter that will distract the eye in the photograph. 
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	A few words about copyright


Make sure that you are not breaching copyright when you submit an article or photographs to the answer. Make sure that you have not submitted the article to any other publication. 

Conversely, if an article has been written specifically for the answer, the RCN or the individual who has written it owns the copyright and anyone else wishing to reproduce it must seek the RCN’s and/or the individuals permission first.

With photography you need to check either with the photographer or with the person who commissioned the photos to get their permission to reproduce them - there may be a fee. If your photograph is of a person double check there is consent from the people in the picture, or a parent or guardian if it is a picture of a child. When reproducing articles or photographs you must credit the source in the article. 

Copyright is very complex and if a copyright query arises please contact the editor (theanswer@rcn.org.uk) in the first instance.
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	Glossary of terms


	Copy
	This refers to the information submitted to or written by the editor.

	
	

	House-style
	Consistent style (e.g. capitalisation, numbers etc) applied to all publications from the same organisation. Ensures quality and recognition.

	
	

	Proofing
	Once copy is typeset by the designers, the designed proof of the magazine is checked for errors e.g. spelling mistakes and layout.  A copy is also sent to the consultant editor and RCN student adviser for final approval. 

	
	

	Sub-editing
	Copy is checked for consistency of style and if there is too much copy it is further edited to make it fit the page space. 
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