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A. GENERAL

It is the policy of SLAC National Accelerator Laboratory to encourage wide dissemination of its research results through all appropriate channels, including peer-reviewed journals, conferences, and research repositories. The Accelerator Directorate (AD) at SLAC has established policies for publications. Formal Laboratory scientific reports and publications by AD staff must be reviewed and approved by their Division.

In addition to formal publishing requirements, this document contains guidelines for AD staff to indicate good practices to follow in publishing. These guidelines can be an introduction for new researchers and a reminder for more experienced scientists.
B. DEFINITION OF SCIENTIFIC AND TECHNICAL INFORMATION 

Scientific and Technical Information (STI) publications include journal and conference submissions (whether or not they were refereed, and whether they were accepted for publication or rejected by the organization to which they were submitted), proceedings, archives, books and book chapters. All these publications must be submitted to SciDOC, SLAC STI repository.
The following categories of publications produced at the Laboratory are not covered by this policy:

· Public information documents (e.g., news releases, SLAC News Center, SLAC Today) prepared by the Communications Department for distribution to the general public.
· Internal information documents (e.g., manuals, handbooks, technical notes and Laboratory administrative memos) intended for internal distribution only.

· Colloquia, Seminars and Conference Talks (these are, however, subject to the guidelines on intellectual property). The written version of such a talk is an STI publication. Conference powerpoint presentations are accepted as STI by SciDOC.
C. PUBLICATION REQUIREMENTS 

SLAC Scientific and Technical Information publications require appropriate credit lines, acknowledgements and author affiliations. In addition, STI publications by members of AD must be submitted to the Division for review and approval.

1. Credit Line 

All SLAC Scientific and Technical Information publications must carry the appropriate credit line on the title page showing the funding source, the DOE/Laboratory contract number, and any applicable Laboratory/non-DOE contract number. Most non-DOE awards, including all National Institutes of Health awards, contain specific wording for acknowledgments that must be used in the credit line.
Work supported by Department of Energy contract DE-AC02-76SF00515. 

2. Author Affiliations 

The affiliation(s) of the author(s) must be shown on the title page of all SLAC STI documents. 
3. SLAC Publication Number 

All SLAC STI publications must have a SLAC publication number. It is the lead author’s responsibility to request a publication number and upload the final draft of the publication to the SciDoc repository.
D. REVIEW OF SCIENTIFIC AND TECHNICAL INFORMATION PUBLICATIONS 

Each division of AD shall designate at least two publications reviewers. All publications by members of AD must be reviewed and approved by their division before being submitted. The division review will ensure that (1) all publication requirements have been met, (2) the author list is appropriate, (3) both prior work and current contributions have been reasonably acknowledged, (4) the document is clear and comprehensible, and (5) alert the lead author when the paper is patent worthy or copyright sensitive. Division procedures must ensure that the review is fair and unbiased, and that freedom of scientific inquiry is not unfairly constrained. The division review must be completed promptly, in no more than a few days. The reviewers are not responsible for the technical validity of the scientific contents. The handling of disagreements is discussed in section I.  The lead author has responsibility for submitting the paper for review to his/her division. There will be no AD review if the lead author is from outside the AD unless the division doing the review specifically requests it.
E. AUTHORSHIP GUIDELINES

SLAC staff are expected to adhere to the highest standards of ethical conduct and professionalism in disseminating research results. This includes ensuring proper credit to all who contributed to the research. All authors must have the opportunity to read and comment on the material before it is submitted for publication.

· Coauthors must have made a substantive contribution to be included, such as:

· Providing the central idea, contributing to the theoretical development, system or experimental design, prototype development, taking shifts for the experiment, and/or the analysis and interpretation of data associated with the work contained in the manuscript;
· Contributing to drafting or revising the article for significant intellectual content.
· When collaboration between groups or institutes is involved, special care should be taken to ensure proper credit is given for the contributions of each. 

· The best approach is to discuss authorship during the initial definition of the scope of work. Set clear expectations for what types of contribution will be recognized by authorship on any resultant publication(s).  As a general guideline, contributions must require direct intellectual input from the coauthor.
· When no prior agreement on authorship exists, collaborator(s) whose work will be partially or completely included in a publication should be contacted to establish appropriate authorship. 
· Coauthors have the right to review the manuscript. The lead author must distribute the paper to all coauthors with proper time allocated for review and revision.
· Coauthors have the responsibility to be able to defend the validity of at least their portion of the work, and ideally, the totality of the published work. 

· Senior coauthors (PIs, faculty, mentors) have a special obligation to ensure the overall cohesiveness and validity of the publication. 
· Authorship order on a paper is to be decided by the authors themselves. A common author order is to list the corresponding author first and others alphabetically afterwards.
· Collaborations may have their own customary rules that supersede the above rules for authorship.
F.  ACKNOWLEDGEMENT GUIDELINES
While it is impossible to draw a sharp line between coauthorship and acknowledgment, some general guidelines are possible:

· If the omission of the contribution does not significantly diminish the intellectual content, an acknowledgement may be appropriate. 

· Contributions such as funding, donated equipment, donated software, and support services that are specific to the intellectual product in the paper should be acknowledged. Contributions of a more general nature (engineering support, building maintenance, etc.) generally should not.

User support (e.g. operation of an accelerator facility in support of the work) should generally be acknowledged. If, however, the research required going beyond routine operation (e.g. developing new operating modes, commissioning new hardware etc.) then the intellectual investment should be weighed and key participants included as coauthors.
G. REFERENCE GUIDELINES

Authors have an obligation to include a set of references that communicates the precedents, sources, and context of the reported work. Proper referencing gives credit to those whose research has informed or led to the work in question, helps to avoid duplication of effort, and increases the value of a paper by guiding the reader to related materials. It is the responsibility of authors to have surveyed prior work in the area and to include relevant references. It is often useful to seek the advice of senior members of the community on referencing.
H. PATENT AND COPYRIGHT REVIEW 

Protecting intellectual property is a cornerstone of making academic discoveries commercially available to the public. Much of the technology that is developed at SLAC can find application in products, but to draw companies into the R&D cycle requires us to think carefully about how we release information about the R&D. Consideration of patent protection should be made prior to the first public disclosure of the idea (in writing or orally including conference presentations). Private companies will be very reluctant to invest in high cost development if the competition has equal access to the same information. 
Patent protection requires diligence on the part of the researchers to identify potentially marketable concepts, and contact the Office of Technology Transfer (OTT) for a review when it is warranted. Filing an invention disclosure can be done quickly, and allows SLAC/Stanford the opportunity to consider whether or not the invention should be the subject of a patent or copyright application. It is the researcher’s responsibility to work with their supervisor and OTT to identify potentially marketable concepts, and to file the invention disclosure. The division publication reviewers may also provide guidance and suggest contacting OTT on a particular idea. 
Submission of a paper to SLAC SciDOC also triggers a patent review. This process should be completed within a few days, with inputs from the lead author and the AD division reviewer, to allow timely publication of the paper. Patentable papers will be treated case by case and are outside the scope of the present report.
I. HANDLING OF DISAGREEMENTS

If a publication is rejected by the division review, the authors may request reconsideration. If the matter cannot be resolved at the division level, the AD director may be asked to review the division decision. 
Differences of opinion regarding authorship or proper acknowledgement may also be referred to the division publications reviewers for resolution.
J. ADDITIONAL RESOURCES
1) SLAC SciDOC: 


https://www-internal.slac.stanford.edu/scidoc/ 

2) Faculty Handbook:


http://www.stanford.edu/dept/provost/faculty/policies/handbook/ 

3) Research Policy Handbook:


http://rph.stanford.edu 

4) SLAC Policy and Procedure Library:


https://slacspace.slac.stanford.edu/sites/ipm/policies/Lists/Policy%20Repository/AllItems.aspx 

5) American Physical Society statement: 


http://www.aps.org/policy/statements/02_2.cfm 

6) IEEE Policy on Authorship:


http://www.ieee.org/documents/opsmanual.pdf 


http://www.ieee.org/publications_standards/publications/rights/publishing_principles.html 
7)  Stanford OTL invention disclosure form:

https://otlportal.stanford.edu/wd/

