
NACADA SCHOLARLY PUBLICATION ETHICAL 
GUIDELINES & POLICIES 

All Editors and Authors of NACADA scholarly publications must sign and adhere 

to the policies outlined in the contract set forth by both NACADA and the joint 

publisher (if applicable). In addition to the publisher’s contract, NACADA editors 

and authors must individually sign and agree to adhere to the following ethical 

guidelines and policies specific to NACADA: 

Authorship 
Named authors should be those who contributed substantial content to the book throughout the 

process to include but not limited to drafting, critical revising, etc.  

“Honorary authorship” is not permitted in NACADA publications. However, third parties who 

contributed to the content but do not qualify as named authors may be acknowledged in an 

acknowledgements section, subject to NACADA approval. 

Coauthors should collaboratively come to agreement on author order and correct author order 

should be listed on all submitted work. The author who contributed the most substantial content 

and/or research to the work generally should be listed as the first author, followed by each 

subsequent author listed in descending order of contribution. Please see guidance regarding 

author order in APA 7th Edition, section 1.22. 

Lead authors (chapter, Voices from the Field, Inquiry in Practice, etc.) are responsible for 

ensuring that all appropriate authors are included on the manuscript. Additionally, all listed 

authors are accountable for the content of the manuscript, should agree to submit the manuscript 

for publication, and should approve the final version before submission. 

Editor/Author Compensation 
As the (co)publisher of the work, NACADA covers the full cost of the copyediting services, 

production, marketing, etc. of the publication in accordance with contractual partnerships 

between NACADA and the (co)publisher or production house. At times, editors/authors may 

receive gratis copies of the full publication to which they contributed which will be provided by 

the (co)publisher (not NACADA) or the production house. As such, editors and authors 



understand that their role in the publication is voluntary and they will not be compensated for 

their work on the publication. 

Originality of Content & Republication of Previous Work 
Authors and Editors guarantee that the work submitted is original, accurate, and does not infringe 

on any copyright or the proprietary rights of others.  

Authors and Editors guarantee that the work submitted:   

- Is not in the public domain, except for materials which permission(s) have been sought 

(see Permissions);  

- Does not contain any libelous, defamatory, or other unlawful material; and 

- Is not subject to any pre-existing contractual obligations. 

In the event of such claim, action, or proceeding instituted against the author(s)/editor(s) as a 

result of an alleged violation of such right, the author(s)/editor(s) shall indemnify and hold 

harmless NACADA against all losses, costs, damages, reasonable legal fees and expenses 

resulting from, sustained, or incurred by reason of such claim, action, or proceeding. 

Republication of previously published content and self-plagiarism are considered on a case-by-

case basis. General guidance for self-plagiarism may be found in section 8.3 of the APA 7th 

Edition manual. In the event of republication of previously published work and/or self-

plagiarism, authors should disclose to editors and the NACADA managing editor how much of 

the content is new and how much was previously published and/or self-plagiarized.  

Any representations or warranties regarding the work survive the expiration or earlier 

termination of the relationship. These representations and warranties are true on the date of the 

author’s/editor’s signature and on the date of publication of the work, including all intervening 

times. While NACADA does conduct a reference check process, NACADA is not under any 

obligation to independently investigate the truthfulness or accuracy of any of the 

author’s/editor’s representations and warranties. 

Citation of Sources 
Authors are responsible for ensuring proper citation of sources that are included in and support 

the submitted content. Should allegations arise that question whether or not work was 

appropriately cited, these will be handled by the editor(s)/author(s), and the editor(s)/author(s) 

shall indemnify and hold harmless NACADA against all losses, costs, damages, reasonable legal 

fees and expenses resulting therefrom. 



Copyright 
NACADA will hold and retain copyright to all submitted work throughout the publication 

development process. For single-authored pieces, should an author or editor choose to withdraw 

from the project (see “Discontinuation with Project” section below), the single author will retain 

the copyright to work previously submitted. For pieces contributed by multiple authors 

(coauthors), NACADA will retain copyright to all submitted content unless all coauthors agree 

to withdraw from the project. If all coauthors agree to withdraw from the project, copyright to 

the submitted content will be returned to the coauthor team. Reference to any copyright 

assignments required for either (i) NACADA to hold the copyright during the publication 

process; or (ii) to return (or assign) the copyright back to the author(s) or editor(s) who choose to 

withdraw from the project, if applicable. NACADA shall have the right to secure copyright 

protection in the work (if applicable), and if so, the author/editor appoints NACADA as attorney-

in-fact for purposes of registering the copyright.  

Copyediting 
Prior to submission of the work to the publisher: 

NACADA outsources copyediting services with a company outside of the NACADA executive 

office. Author(s)/editor(s) understand that the goal of the copyeditor is to improve the content in 

the areas of conciseness, clarity, formatting, and adherence to APA, NACADA, and publisher 

guidelines. Copyeditors are not experts in the field of higher education or in academic advising. 

Therefore, it is up to the author(s)/editor(s) regarding what revisions suggested by the copyeditor 

will be accepted/rejected. Should questions arise during this process, author(s)/editor(s) will 

contact the managing editor who will work with the editor(s) and lead copyeditor, when 

appropriate, to determine correctness of the suggested revision. 

Following submission of the work to the publisher: 

In some instances, the copublisher will perform copyediting once the work has been submitted to 

them for publication. Author(s)/editor(s) understand that revisions are possible at the publisher’s 

copyediting stage. However, guidelines and policies of the publisher (including formatting 

practices) must be followed and the publisher reserves the right to make final revision decisions 

at this stage and beyond. 

Permissions 
Should the authors/editors choose to use illustrations, figures, tables, etc. that have previously 

been published (in print, on websites, or in any other manner), it is the responsibility of the 

author(s) to obtain appropriate permission from the original publisher to reprint or reproduce 



these items. At times, a cost may be incurred from requesting and gaining these permissions. 

This cost is to be paid by the authors and will not be reimbursed by NACADA. If the author is 

unable to gain permission from the original publisher, the author(s)/editors(s) will be required to 

remove the image or find one to replace it. 

Modifying or adapting previously published images is acceptable. However, author(s)/editor(s) 

are required to obtain appropriate permission from the original copyright holder to modify or 

adapt the existing image. 

Author(s)/editor(s) shall deliver a fully executed copy of such permission(s) to NACADA as part 

of their submission. 

Naming of Specific Institutions or Programs 
Within NACADA scholarly publications (including books), editors and authors agree to refrain 

from listing specific names of institutions or programs within the content. As a non-profit 

association and publisher, NACADA must refrain from promoting specific entities for a variety 

of reasons while also working to maintain the relevancy and longevity of the content and the full 

publication.  

This guideline does not discourage proper citation of sources that are included in and support the 

submitted content (see Citation of Sources), or acknowledgment of contributions made by 

specific third parties who contributed to the content but do not quality as named authors, subject 

to NACADA approval (see Authorship). 

Errors 

Author(s)/Editor(s) are responsible for ensuring the accuracy of their content. Should the 

author(s)/editor(s) discover a significant error in their work, they should notify the managing 

editor immediately. If a correction is possible (depending on the status of the publication at the 

time of the discovery), author(s)/editor(s) will work with the managing editor to correct the error. 

Errors that are unable to be corrected will be handled on a case-by-case basis. 

Conduct & Professionalism 
Authors and Editors will conduct themselves in a professional and respectful manner toward 

NACADA and publisher staff at all times. Abusive treatment or bullying of NACADA staff by 

any means, including via electronic communication, will not be tolerated. NACADA reserves the 

right to discontinue engagement with individuals who do not adhere to these practices which 

could result in a discontinuation of the publication project.  



Confidentiality 
Throughout the publication process, author(s) and editor(s) may have knowledge or access to the 

full content of the publication. Author(s) and editor(s) agree that they will not share content of 

the book with anyone unless otherwise approved in writing by the NACADA managing editor. 

Change in Contact Information 
Copublishers with NACADA often provide copies (physical and/or e-copies) of publications to 

author(s)/editor(s). These copies are usually delivered to the address/e-mail address listed on the 

publisher’s contributor contract. Should any of the author’s/editor’s contact information change 

at any time throughout the project, it is the responsibility of the author/editor to inform the 

NACADA managing editor so that this contract information may be updated. Should the 

author/editor fail to make this contact, they may not receive their allocated copies. 

Discontinuation with Project 
Should any editor, author, or coauthor team choose to withdraw from the project, notice must be 

given in writing to the NACADA Managing Editor. All editors, authors, and coauthors will be 

expected to deliver their contributions as stated in the contributor contract(s) unless they 

formally withdraw from the project through written notice.  

Policy or Ethical Violation 
Policy or ethical violations should be brought to the attention of the NACADA managing editor 

or managing editor’s supervisor as soon as they are discovered. These instances will be handled 

on a case-by-case bases as deemed appropriate by the NACADA executive office.  

 

Note: Each Editor/Author must individually agree to, sign, and submit this agreement to the 

NACADA Managing Editor.  

As an Editor or Author in a NACADA publication, I agree that I have read, understand, 

and will adhere to the NACADA ethics and policies contained within this document. 

 

________________________________________________________________________    
Name of Publication  

 

 
 

__________________________________________  __________________________________ 

Editor/Author Name      Editor/Author Email 



 

 

 

__________________________________________  _____________________ 

Editor/Author Signature      Date 

 

 

__________________________________________  _____________________ 

NACADA Representative Signature    Date 


