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Purpose of This Handbook

This handbook is designed to introduce Advisors to the Journal of Young Investigators as well as to define their role as Advisors.

Suggestions? Questions? E-mail the Senior Research Editor at sre@jyi.org

Part I: Logistics
Introduction to the Journal of Young Investigators

Welcome to the Journal of Young Investigators!  You have just joined a unique, international journal dedicated to undergraduate science research, writing, and education.  A non-profit corporation, the Journal of Young Investigators (JYI) is run entirely by and for undergraduate science students and professional advisors all over the world.  

Philosophy of JYI

JYI fills a major gap in undergraduate science education: science communication.  Today, students have abundant opportunities to conduct scientific research; however, they have precious few opportunities to communicate that research to their peers in the scientific community, and fewer still opportunities to communicate science to the public.  JYI and other undergraduate journals grant students the chance to communicate their research, improve their technical and scientific writing, and learn about this final and critical piece of the scientific process.    
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However, JYI goes one step further than other undergraduate journals.  At JYI, undergraduates direct, manage, and participate in every step of the publication process.  Undergraduates write the research papers, staff the editorial positions, review the manuscripts, produce the general-audience articles, direct the publications, formulate the business plans, write the grants, issue the press releases, and direct every other part of the entire corporation, working with fellow students as close as their home university and as far as the other side of the world.  As a result, JYI staff members learn—not only how to write and review scientific manuscripts—but how a scientific journal works . . . and how to make one work!  

Since undergraduates do not have all the scientific knowledge necessary to review manuscripts, JYI employs two groups of professionals who volunteer their time to help students review: Professional Mentors and Professional Reviewers.  Professional Mentors are professional scientists who work with JYI Associate Editors to review Research manuscripts.  Professional Reviewers are full-time science writers who help JYI Science Journalists (SJ) review fellow SJs’ articles.  Both play a critical advisory role for JYI that drastically improves the quality of every student’s experience.  

Structure of JYI

JYI maintains three journal departments: Research, Features, and the Science Careers Center.  The Research Department publishes original research and review manuscripts written by undergraduates and reviewed by JYI’s team of Associate Editors (AEs).  The Features Department publishes popular-science articles written for a general audience by JYI’s team of Science Journalists (SJs).  The Science Careers Center is a department that will provide timely career information for students embarking on a career in science.  

These three journal departments, and several more corporate departments, are managed by JYI’s Executive Board (Exec.).  The Exec. is composed of:

(  The Chief Executive Officer (CEO), who maintains partnerships with other science organizations.

(  The Chief Financial Officer (CFO), who manages and directs the financial affairs of the organization.  

(  The Chief Technical Officer (CTO), who directs the Web publishing and technical affairs of the organization.  

(   The Director of Human Resources (DHR), who directs the recruitment and hiring of staff.

(   The Director of Public Relations (DPR), who directs the marketing and public relations of the organization. 

(  The Editor in Chief (EIC), who coordinates and directs the editorial affairs of the journal.  

(    The Managing Editor (ME), who coordinates various aspects of the journal, performs copy-editing, and serves as the BoD secretary.

(   The Senior Features Editor (SFE), who manages the Features Department.

(   The Senior Research Editor (SRE), who manages the Research Department.

Publishing Information

Each month, JYI publishes one Issue on the internet.  JYI only publishes online—not in print.  We publish two Volumes per year, each Volume consisting of six Issues.  For example, Volume 10 includes the January through June 2004 Issues; Volume 11 includes the July through December 2004 Issues.  

JYI’s webpage is http://www.jyi.org.  All articles ever published with JYI are archived on the site, and SJs are encouraged to sort through archived Features articles and read what has already been written.  

Staff Policies

All JYI staff members are volunteers; the majority of staff members are unpaid.  

Emails & Technical Information

JYI operates entirely through the internet.  All articles are published online, and most of our staff communication is through email.  

JYI maintains a Staff Resources website, available only to staff members.  The site contains a copy of this Handbook, as well as other AE handbook.  To get to the internal site, go to http://www.jyi.org/internal/editors/index.html.  The username is “jyistaff” and the password is “turnip.”

JYI’s Research Department

JYI’s Research Department accepts original research manuscripts and review articles from undergraduate science students all over the world.  For a complete description of manuscript requirements, see JYI’s Submission Policy (Appendix A).  

Types of Articles

The Research Department publishes two types of articles:

(   Original Research: Articles that report on original scientific research conducted by the author and his/her advisor.  
(   Reviews:  These articles do not report original scientific results—they summarize the research, results, theories, and issues surrounding a particular scientific question.  

Department Structure

The Research Department is divided into four sub-departments:  Biological & Biomedical Sciences (BIO), Engineering & Applied Sciences (ENG), Physical Sciences & Mathematics (PSM), and Psychological & Social Sciences (PSS).  Each of these is run by one or more Research Editors (RE), and staffed by many Associate Editors (AEs) and their Professional Advisors.  The ultimate Research Department hierarchy is:
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(  
The Senior Research Editor (SRE) has one major responsibility: to publish quality research articles.  If quality is lacking, the SRE must find out why and remedy the situation.  The SRE deals primarily with REs.  During the submission process, the SRE deals briefly with authors, and the SRE may have some contact with AEs; however, the REs are the SRE’s primary staff.  

(  
A Research Editor (RE) has one primary responsibility: to produce one article for publication each month.  To do this, the RE must manage and instruct AEs, communicate with authors, assign articles, decide whether to accept or reject a manuscript, and edit accepted articles.  REs are also responsible for ensuring the quality of AE reviews.  If an AE turns in a poor review, lacking in detail and accuracy, the RE must comment to the AE on the review’s shortcomings, and help the AE to improve.


The RE is the AE’s immediate supervisor.  Questions, concerns, comments, problems, or ideas should initially be taken to the RE.  However, if an AE is concerned about a decision or the behavior of an RE, then he or she should contact the SRE directly. 

(  
Associate Editors (AEs) review manuscripts, and are responsible only for the quality of their reviews and recommendations.  An AE must strive to produce the highest quality review he can, since that review will be the primary tool used to improve the quality of the manuscript.  

(  
Professional Advisors work with AEs to review submissions.  

3.  The Associate Editor Position at JYI (taken from AE manual)

Time Requirements:

AEs are assigned one article to review per month, and are expected to spend approximately 5 hours per week on JYI.  This time can be spent reviewing that month’s article, doing background research in order to better review the assigned article, conferring with a Professional Advisor, corresponding with the RE, or writing a research manuscript for submission to JYI (see descriptions below).  

Reviewing Manuscripts:

Once assigned, an AE has one month in which to review a manuscript. If the AE foresees time constraints that may delay the completion of the review, the AE must contact the RE to make arrangements as soon as possible.  

On-time completion of reviews is crucial to running a monthly publication.  AEs should start reviews early to ensure on-time completion.   

Background Research:

Often, a manuscript will present theories and data unfamiliar to the AE who is reviewing it.  In such a case, the AE must perform background research in order to fully understand and critically review the manuscript.  Background research can take several forms: journal article searches (the manuscript’s References section is a good place to start), Internet searches, or conferences with professors or the Professional Advisor, to name a few.  

When in doubt about where to find articles, sources, or information about a topic, an AE should contact their Professional Advisor or RE for help.  

The Professional Advisor:

Each AE must have a Professional Advisor, who may be a professor, lecturer, researcher, medical doctor, or professional scientist working in the student’s field.  Some AEs elect to have two or more Professional Advisors; however, only one is required. 

If a new AE is having trouble finding a Professional Advisor, he or she should contact the SRE for help.  The SRE keeps a database of former and current Professional Advisors who might help new AEs find their own.  

Remember: We are undergraduates, and are not qualified to review professional manuscripts alone.  Conferring with your Professional Advisor will make your review much better, which will consequently make the final paper much better.  Even the most skilled author has something to learn from our review process.  

Writing Manuscripts:

JYI staff members are encouraged to submit manuscripts for publication. 
Reference Letters:

Reference letters can be provided to AE’s upon request. Contact either the Editor In Chief (eic@jyi.org) or the Senior Research Editor (sre@jyi.org) for a letter of reference.
Other Ways to Be Involved With JYI:

Should he/she choose, each AE may (but is not required to) contribute to JYI in other ways, including:  

° Writing book reviews (contact the Editor in Chief at eic@jyi.org)

° Helping with recruitment drives (contact the Director of Human Resources at dhr@jyi.org)

° Helping with submission drives (contact the Director of Public Relations at dpr@jyi.org)

° Fundraising (contact the Chief Financial Officer at cto@jyi.org)

° Writing articles for the Science Careers Center (contact the Director of the Career Center at dcc@jyi.org)

° Writing Features articles for the Features Department (contact the Senior Features Editor at sfe@jyi.org)

° Other opportunities emerge often!  For more ways to get involved in JYI, contact the Senior Features Editor at sfe@jyi.org
The Publication Process:  

Below is a description of the publication process and any AE duties at each stage:
1.
Author submits manuscript to SRE via email.

2.
Once a submission is complete, the SRE will assign it a Submission Code containing the section, volume, and submission sequence as in the following:  the third Physical Sciences & Mathematics article submitted during publication of Volume 10 would receive the code PSM10_3.  The fourth would get PSM10_4.  The 9th BIO article submitted during Volume 11 would be BIO11_9, and so on.

3.
Once the submission is coded, the SRE will forward it to the appropriate RE.  

4.
Upon receiving a submission, the RE skims the manuscript to make sure it meets JYI’s Submission Policy.  If the submission is in compliance with JYI’s Submission Policy, the RE assigns the manuscript to two Associate Editors (AEs).  

5.
AEs review manuscript, in conjunction with their Professional Advisors.


After assignment, an AE has 4 weeks to complete the review of the manuscript.  In that time, the AE should read the manuscript several times, perform background research, and consult with his/her Professional Advisor.  The AE then fills out the Manuscript Review Form online and submits it.  The AE may submit a written review of the manuscript in place of or in addition to the online form.   (The online review can be found at http://www.jyi.org/internal/editors/manuscript_evaluation_form.html.  The username is ‘jyistaff’ and the password is ‘turnip.’  Additional information on how to write a review can be found at http://www.jyi.org/internal/editors/index.html.  The username and password are the same.  AEs can access these pages by going to JYI’s home page (www.jyi.org) and clicking on the Staff Resources link under “JYI Staff”.) 


For examples of reviews, please see Appendix C.  For a discussion of review criteria, see section 5.  

6.
Online review forms are automatically sent to the SRE, who forwards them to the appropriate RE. 

7.
The RE summarizes reviews in a Review Report, and contacts the author with a decision of acceptance or rejection.

8.
If the manuscript is accepted, the author revises it and returns it to RE. 

9.
Once revisions are made, the RE reads over the revised manuscript to ensure that all of the reviewers’ comments were addressed.  

10.
Once all the revisions are made and the article is ready, the RE sends the manuscript to the SRE.  

11.
The SRE reads over the manuscript to ensure quality, and then sends the article on to the ME.

12.
The ME performs copy edit and sends the manuscript to the web-publishing staff.

13.
The web staff converts the manuscript to HTML format.

14.
The manuscript is published online.   

JYI strives to review all submitted manuscripts within six weeks of submission.  Actual publication of an accepted article may occur months after review, since authors do not have deadlines on revisions.  

4.  The Advisor Position at JYI

When an AE is hired on, they are asked to fill out a questionnaire indicating who their professional advisor will be and all of advisors contact information. A new procedure has been put into place, in which advisors will be contacted (via e-mail) to confirm that they will be able to help the AE review submissions. Once an advisor confirms, they will be e-mailed this manual.

The Professional advisor is a very important position at JYI. Professional advisors mentor AE’s when AE’s are asked to review submissions. 

Once an AE is assigned to a submission, their Professional Advisor will be e-mailed the submission. It is required by JYI that both the AE and professional advisor meet at least once to discuss the submission. Different Advisors like to work in different ways, and the AE and Advisor should work out the way that works best for them.  Some Advisors like to read over the article before meeting with the AE; others will read the manuscript over with the AE. 

It is suggested that advisors should provide information/opinions on the submission during the meeting. Submissions to JYI vary from one another therefore comments from the advisor will vary from submission to submission.

When the AE completes reviewing the submission, they are required to submit a review form to their RE. These review forms have also been attached to this manual. For review forms, there is a general short review form for both research and literature review articles. In addition, there are two separate extensive review forms, one for research articles and a second for literature review submissions. The professional advisors can also work with the AE to fill out this form. Once the form has been filled out by the AE and e-mailed to the RE then a copy of the filled out review form will be forwarded to the Professional advisor, in order to confirm that advisor and AE met to review the submission. 

It is important that the AE communicate with their Advisor when reviewing a manuscript. If the AE who is suppose to be working with you has not contacted you, please let JYI know.
Advisors with any questions or concerns can e-mail the Senior Research Editor at sre@jyi.org, anytime. 
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   Manuscript Review: Cover Page

          Journal of Young Investigators

This cover page will not be sent to the author.  Please fill out the top part of this page, then give it to your faculty advisor to make recommendations about the acceptability and appropriateness of the manuscript.

Date:                                                                                      
Manuscript Code:

(e.g., bio12_1)

Field of Research:

(e.g., Microbiology, Solid State Physics)
Associate Editor:

Faculty Advisor:

By entering my faculty advisor’s name, I certify that my advisor has read this manuscript and worked with me thru the review.  I understand that my editor may contact my advisor with questions about the manuscript or the review.


-------------------------------------------------------------------------------

Manuscript Recommendation:
___ Accept With Minor Revisions 

___ Accept With Major Revisions
___ Decline



___ This paper might be more appropriate as a Letter to the Editor

Additional Comments (optional):

Ethical Issues:
Animal Subjects:

___ There were no animal subjects in this study.

___ The animal subjects in this study were cared for appropriately, following the Guiding Principles in the Care and Use of Laboratory Animals.

Human Subjects:

___ There were no human subjects in this study.

___ The human subjects in this research were treated in accordance with the Declaration of Helsinki.

Intellectual Property Rights:

___ This manuscript, its figures, and its data, appear to be the property of the author.  The author has given credit when discussing the ideas of others.

Recommendations

Accept with Minor Revisions:  The quality of the science and structure is excellent; however, small changes may be required in the quality of the writing.  Grammatical or spelling mistakes may be made too often, or the flow of the writing might need improvement.  [Top]
Accept with Major Revisions:  The quality of the science is “good” to excellent.  If only “good,” then improvements are needed there.  The structure of the manuscript is poor, does not meet the criteria listed in the Quality of the Structure section, and requires rewriting.  The quality of the writing is decent, but grammatical and spelling errors are common, and major editing is required of the author.  Despite the need for large changes, the article can clearly be made into a good one with the required effort. [Top]
Decline:  There are three major reasons why an article is rejected: 

1) The quality of the science is anything less than “good.”  Even if a paper is beautifully written, if it reports bad science, we cannot publish it.  

2) The structure of the manuscript is hopeless—results are reported everywhere or not at all; it is unclear what problem the author is addressing; any of the major sections (Introduction, Methods, Results, Discussion) is missing entirely.  

3) The quality of the writing is hopeless—grammatical and spelling errors are so common that it is difficult to read the paper, and impossible to understand what is written.  

The main reason a paper should receive a Reject decision is poor science.  Structure and writing can often be improved with enough work on the author’s part. [Top]
General Review Standards:
Quality of the Science:  This is the most important aspect of any paper, and should receive the most attention from the AE.  Specific standards will depend on the paper’s topic; however, there are basic standards to which any research paper should adhere:

The problem being investigated must be significant and able to be tested.  The methods or data used must be appropriate and effective, and sufficient controls should be used.  All assumptions must be reasonable and stated clearly.  The errors must be accounted for and must not be so large that they affect the quality of the results.  The results should be believable and follow directly from the methods used.  Statistical tests should be used to evaluate the quality of the results.  

If an AE doubts the quality of the science being reported, he/she must return a Decline recommendation and state his/her reasons. [Top]
Quality of the Structure:  The second most important aspect of a research paper is its structure.  Manuscripts should have a clear, logical structure that roughly follows this format: statement of the problem to be investigated, importance of the problem, background information (e.g., past studies, relevant theories, significant publications, etc.), statement of hypothesis, methods used, results obtained, re-statement of hypothesis, discussion of significance and implications of results in view of hypothesis, sources of error, ideas for future research.  Variations in structure are permissible so long as the structure promotes understanding of the material, rather than inhibiting it.  

Authors can easily improve the structure of their manuscript, so AEs should be less strict about judging this aspect of an article. [Top]
Quality of the Writing:  This is the most easily improved aspect of a research paper, and so is of least importance to the AE.  A well-written manuscript should include no grammatical or spelling errors, and should be free from awkward sentences.  Paragraphs should begin with a topic sentence and end with a transition sentence.  The flow of the writing should be seamless, and should lead the reader easily from section to section. [Top]
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       Manuscript Review Form

          Journal of Young Investigators

Date:                                                                                      

Manuscript Code:

(e.g., bio12_1)

Associate Editor:

How much did you work with your faculty advisor on this review?: 

(Long discussion, quick question, none)

Manuscript Recommendation:

___ Accept With Minor Revisions 

___ Accept With Major Revisions
___ Decline

___ This paper might be more appropriate as a Letter to the Editor

Basic Requirements:

(Immediate return for revision if not all met)

___ Contains all of title, abstract, introduction, methods/materials, results, conclusion/discussion, and references sections, and captions for any included figures/graphs/tables

___ Sections Correctly Formatted

(please refer to sample article for correct formatting of figures, citations, etc.)

___ References Correctly Formatted Within the Text: “(Jones 1999; Jones          et al. 2000; Jones and Smith 2001).”

___ References Correctly Formatted in the References Section: “Jones, HP and TJ Smith (2001) Behavior of fruit flies.  Fruit Fly Journal 81: 982- 988.”

___ Correct file types

(Text in Word format, images in separate file from text, as JPEGs) 

Title:
___ Succinct, Clear, and Sufficiently Indicative of Manuscript Content

Abstract:
___ Has good content 


(What research is done, why it is done, how it is done, major results)

_​__ Length under 200 words

Recommendations & Comments:  

Introduction:
Background Information:
___ Enough Information to Understand the Larger Picture

Description of Current Research:
___ Problem clearly stated

___ Research is motivated

___ Significance of research is stated

Recommendations & Comments:  

Methods & Materials:
___ Enough Detail to reproduce experiment

___ Experiment is adequately controlled

___ Adequate and Appropriate Tests 

___ Does not contain material more appropriately reported in results section

Recommendations & Comments:  

Results:

___ Statistical Tests Were Performed when Appropriate
___ Data are Believable

___ Equations, Figures, Tables, etc. Enhance Understanding of the Text

___ All Variables are Clearly Defined


___ Figures are Visually and Textually Clear

Recommendations & Comments:  

Discussion:
___ Refers to Data as Presented in Results Section
___ Logical Interpretation of Results
___ Adequate Discussion of Sources of Error

Recommendations & Comments:  

Figures, Tables, Equations and Captions:

Recommendation & Comments:
References:
___ Adequate Use of Citations

___ Appropriate Citations (e.g., articles from professional journals in related fields, not popular science magazines, or introductory text books).  

Recommendations & Comments:  
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       Literature Review Form

          Journal of Young Investigators

Date:                                                                                      

Manuscript Code:

(e.g., bio12_1)

Associate Editor:

How much did you work with your faculty advisor on this review?: 

(Long discussion, quick question, none)

Manuscript Recommendation:

___ Accept With Minor Revisions 

___ Accept With Major Revisions
___ Decline

___ This paper might be more appropriate as a Letter to the Editor

Basic Requirements:

(Immediate return for revision if not all met)

___ Contains the introduction, main body, and references sections, and captions for any included figures/graphs/tables

___ Sections Correctly Formatted

(please refer to sample article for correct formatting of figures, citations, etc.)

___ References Correctly Formatted Within the Text: “(Jones 1999; Jones et al. 2000; Jones and Smith 2001).”

___ References Correctly Formatted in the References Section: “Jones, HP and TJ Smith (2001) Behavior of fruit flies.  Fruit Fly Journal 81: 982- 988.”

___ Correct file types

(Text in Word format, images in separate file from text, as JPEGs) 

Title:
___ Succinct, Clear, and Sufficiently Indicative of Manuscript Content

Abstract:
___ Has good content 


(What research is done, why it is done, how it is done, major results)

_​__ Length under 200 words

Recommendations & Comments:  

Introduction:
Background Information:
___ Enough Information to Understand the Larger Picture

Description of Current Review:
___ Topic to be reviewed clearly stated

___ Review is motivated

___ Significance of review is stated

Recommendations & Comments:  

Main Body of Article:
___ Well-structured and organized

___ Critical analysis (not simply stating findings)

___ Adequate literature reviewed

Recommendations & Comments:  

Figures, Tables, Equations and Captions:

Recommendation & Comments:
References:
___ Adequate Use of Citations

___ Appropriate Citations (e.g., articles from professional journals in related fields, not popular science magazines, or introductory text books).  

Recommendations & Comments:  

