EurWORK article based products 
Information for correspondents: 30 October 2015

We currently have four different kinds of articles which we display on the EurWORK pages. These are the ‘deliverable kinds’ of the EFarticle in the CMS. This document describes content, format and processes in relation to these articles, and provides some practical advice for correspondents on which article format to choose or propose. 

When should I propose ‘in-brief’, or when should I propose a spotlight report?

For ongoing debates, issues that have not been settled to date; topics which are likely to be followed up in the next quarter: please propose in-briefs within your quarterly or exceptionally directly via CMS. Spotlight reports should only be proposed (directly via the CMS or within the quarterly) once the debate has been finalised. For major debates (for example a major labour market reform) which continues for some time, you can use a series of in-briefs to build up coverage of a topic. 

When an in-brief or a spotlight report is related to material that was published previously, please include these published items in the ‘related content’ section in CMS, by starting to type the exact title. This way, the related items will be displayed alongside the new article. 
Node numbers – a unique identifier
Every piece of content in Eurofound’s CMS has a unique node number. This number is used for the articles as unique identifier, to streamline the ordering and payment process (as titles keep on changing during the process). EF staff includes this number in the title once a proposal has been accepted. Please use these numbers in your correspondence with EF, in particular with EF network. 
In brief articles
In-brief articles: Are taken out of the quarterly reporting for EurWORK and will be bounced back to correspondents for a quick review.  
[bookmark: _GoBack]
Good examples can be found here:
Germany: Act on Collective Agreement Unity passes, divides unions
Ireland: New sectoral wage mechanisms under Industrial Relations Amendment Act 2015
Netherlands: Flexible labour and self-employment on the rise 

Use in-brief articles for: 
Mainly ongoing debates, which are not finalised or items that merit a quick mention, but will not be discussed in detail at this stage. 

Format: 
They are either published under a generic ‘national correspondent of country’ or under the author’s name (correspondent’s choice).  They should be around 200–400 words (NOT LONGER).
In-brief articles have a title of the form Country: [headline]. The title should be meaningful, telling the reader the key information point of the article. It should be also interesting enough to attract a reader’s attention, not merely technical.
The first sentence is put in italics and should introduce/summarise the contents of the item. It will be seen alongside the title, so it should not repeat the wording of the title directly. It can give the same information in a slightly longer form. 
They need to be self-contained pieces of information and this needs to be remembered when they are being selected and approved for editing. 
They should contain all the key information – ‘who’, ‘what’, ‘when’, ‘where’ – and if relevant ‘why’ of the information. 
They should be neutral in tone and factual. 
Above all, they need to be fully understandable, with clear and precise language. Rather than stating ‘a recent report’ or ‘the union head said recently’, give the exact date.
They should be around 200–400 words, to distinguish them from other articles and be brief.
No tables or figures should be included. 
One valid hyperlink to a survey or article or article that is mentioned in the text is useful. Do not overuse hyperlinks – an in-brief should not usually need more than four links. All links should be included directly in the text using the link symbol in the editing toolbar.

Process: 
· In-briefs are selected by Eurofound staff from the quarterly reports. If you would like to propose that a certain item be selected as in-brief article from your quarterly report, simply put ‘in-brief’ at the front of the title (you should already include a meaningful title for this text item).
· NEW Variant (exceptional): if there is an item that you think merits being reported without much delay during the quarter, you can create an ‘in-brief’ for it. Go to My Eurofound/Add content/EF article. For the article type, select ‘In-brief’, fill in all the metadata and include the item’s text directly in the text field. Put ‘FAST TRACK’ at the front of the title and set the moderation status to ‘Proposal’. Include the item in the quarterly report as well (and mention that it has already been submitted as in-brief). 
· In-briefs are ‘bounced back’ to you, the correspondent who submitted the quarterly report, for quality control. Please check whether you are happy with the piece as it stands; please also include the required first sentence, check the title, author, keywords etc.. Then resubmit it, by setting the moderation status to ‘Submitted’. Please do so at your earliest convenience, within 2–3 working days.
· Exceptionally, editors might come back to you with further queries where some text is unclear. In this case, editors will put ‘QUERY [date/title/source]’ in the title. 

Contractual issue: 
In-brief’s are part of the quarterly reporting, which is procured through the scheduled services contract. In this sense, they are not procured or paid for separately.



Spotlight reports/Research in focus

Good examples can be found here:

· France: Social partners give mixed response to Macron Law on labour disputes
· Spain: State of play regarding work–life balance and working time in companies
· Sweden: Fall in union density
Use spotlight reports for: 
Finalised debates; legislative changes that were made, or are at a stage, where no further changes are expected. Typically, spotlight reports are structured as follows: 
background/introduction, providing some contextual information to introduce the reader into the area;
sections on factual content; 
further explanation of processes and debates (what were the contentious points, have they been addressed and how); 
a section on social partners’/governments stances;
a ‘commentary’ in which the correspondent can summarise the article, explain further, or provide an informed expert comment/outlook. 

Use research in focus for: 
research studies that fall within the thematic scope of EurWORK;
studies that are mainly available only in national languages (that are not already published in international journals);
results of evaluations (such as policy evaluations within the scope of EurWORK).
Use research in focus (extended) for: 
bigger research studies/major surveys (in particular, updates of working conditions surveys, which are also part of Eurofound’s working conditions inventory).

Format 
Spotlight reports are published under the author’s name.
Spotlight reports titles take the following format: <Country> + <title>. The title should be ‘meaningful’, giving the reader of what expect. It should be also ‘interesting’ to attract a reader’s attention (as opposed to being merely a technical description).
Spotlight reports contain an abstract (in italics), which should introduce/summarise the main content. This abstract should be put both in the main body of the text, as well as in the abstract text field.
Links to relevant material must be included directly in the text (use the link tool in the task bar.)
When creating tables, you must use the table formatting tool in the CMS.
Figures must be drawn in Excel, and the file containing the data must be uploaded in the CMS.


Process: 
1. Correspondent proposes:  During the quarter, you can create a proposal for a spotlight report via My Eurofound/Add content/EF article -> select article kind ‘spotlight reports’ / fill in all meta-data and put your outline of such a report in the text body, by answering the three questions that will appear and set the moderation status to ‘proposal’.
2. Eurofound staff reviews the proposal and either accepts (‘requests’) the article in CMS or asks for revision of the proposal. Revision of the proposal will be indicated in the title of the article. NOTE: Only proposals for which an approved ok. has been provided in CMS, can be ordered. 
3. Spotlight reports can also be selected by Eurofound staff from the quarterly reports, or during the quarter, when such a need arises.

4. Submission of spotlight reports, via CMS: Deliver the text directly in the text box; include the abstract both in the main text-body, as well as in the abstract field; remember to apply the style set moderation status to submitted; 
5. Spotlight reports are ‘bounced back’ to the correspondent who submitted them for revision. Please resubmit within the indicated deadline.
6. Exceptionally, editors might come back to you with further queries in case of unclear parts. In this case, editors will put ‘QUERY ABC’ in the title. 

Contractual issue: 
Spotlight reports are part of the on-request services contract. They need to be ordered by Eurofound. Following ‘request’ of such articles in the CMS, paper orders will be sent to the contractor’s administration.

