Editor Note: This document was prepared by Steve Duck as the then editor of the Journal of
Social and Personal Relationships (JSPR) to be distributed to student reviewers. It was also
distributed to participants at the International Network on Personal Relationships 10th New
Scholars Pre-Conference, which took place at the University of Oklahomain May 1998. It may
therefore refer to editoria policies that were in place at the time, but no longer are. It contains,
however, alot of useful advice and information about the review process, that may be especially
helpful to new reviewers and authors. The current editor of any journa will usudly provide you
with the information that is considered essentia about the journa’s policy. Y ou may aso find
guiddines, especidly about the journa’s mission, scope, and type or articles that it publishes, in the
“Instructions to Authors’ page in any recent issue or on the journa’s website. Also feel freeto
ask the editor about anything that is making you doubtful. My own changes or additions to the
origina text are marked by dlipsis... points or by [square brackets).

Jodo Moreira,

IARR New Professional
Representative
February, 2005
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What happensduring reviewing?

When authors submit a paper for review, it is sent out typically to two [but sometimes to three or
even four] referees who are asked to make a professional, expert judgment about its suitability for
publication. Note that thisjudgment requires adifferent standard than whether you just like the paper or
enjoyed reading it, though both of those things may berelevant. Acceptance for publication isthe highest
form of standard to be applied to work that you may read and it requires that the paper's driving question is
interesting and theoretically informative, that the work iswell designed and well executed, that the paper isa
good, clear and informative report of the work that was done, and that the paper makes a contribution to the
literature on the relative topic. Asarefereeyou areimplicitly asked to stand in the place of other expertsin
the field and make judgments on these points, but of course, you are not alone and do not bear the full
responsibility for any decision that is ultimately made on the paper.

Reviewers aretypically given a date by which they should have reported on the manuscript. Itis
entirely appropriate to return aM S [standard abbreviation for “manuscript”] if you cannot deal with it by the
time requested. We all have other thingsto do. However, it isappropriate to make that call immediately and
not to hang onto the paper for several weeks and then return it. By the time those several weeks have
elapsed, it will betoo late for the editor to find an alternative reviewer. If you do decide to review the paper
then you should do so in atimely fashion and be sure to return the report by the time requested.

Oncethereviewsarein place or the deadline is reached, whichever happensfirst, the editor will
then make a decision about the M S based on a personal reading of the M S and al so on the advice from the
expert referees. The editor will compose a decision letter and return it to the authors along with copies of
the referees reports. The editor will also return to the referees a copy of the decision letter and any other
reviews that were received, so you will at that point have a chance to compare your review with that of the
other referee(s).
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Don't forget that reviewing is avery significant professional service that takes up quite abit of time
and you should be sureto list on your vitathe fact that you have done reviewing for aparticular journal ina
particular year.

How doesreviewing work?

Asyou may know, when ajournal reviews a paper for possible publicationit is usual for thisto be
done anonymously and blind: that is, the reviewerswill not normally be told who wrote the paper (at |east
not before the reviewers have completed the review) and the author will not normally be told who the
reviewerswere at any point, though people often try to guess-- in both directions.

Some reviewers send in areport [that is meant to be sent to the manuscript authors, see below] and
no letter, some send in aletter [intended to be read by the editor only] and no review, most send in both. BE
SURE TO NOTE THE MS CODE AT THE TOP OF YOUR REVIEW AND ON THE LETTER IF YOU SEND
ONE. For various practical reasonsit isless helpful if you send in aletter on its own because aletter
heading identifies your institution -- and so someone will have to go to extratrouble to cut that off the
copiesin order to retain anonymity - asmall point, but a point of professional etiquette. Itisalsoless
helpful to be sent areport and no letter merely because reports can sometimes get separated from their
envelopes and if there is no identifying attachment then it may not be clear whose report is which (for
exampleif two "unlettered" reports on the same MS come in on the same day in envelopes that get thrown
away when the report is copied, it may not ever be possible to work out whose report on the MSiswhich).
[Of course, nowadays most of the processis held over e-mail, so many of these issues are outdated. In any
case, the distinction between atext to be forwarded to the authors and another intended for the editor’s
eyesonly is, and certainly will remain, important.]

Another advantage to the | etter-plus-report is that you can say thingsin one that are not said in
the other. Thereport that you submit [possibly as an e-mail attachment] will usually be sent on unedited to
the authors and yet you may want to make some remark that you would not like the authors to see. Such
remarks can be put in the cover letter (which could be quite brief) [or in the main e-mail message, orina
separate attachment, possibly using aform the editor e-mailed to you together with the manuscript]. For
example while your report may conclude that the work is not suitable for publication, your letter may go
further and make clear to the editor that you very strongly urge arevision rather than just think arevision
might make a slight difference or might not. Also if the work strikes you as publishable on its merits but on
aboring topic, you might want to reserve such a comment for the editor. Sometimes areport leads to a soft
rejection but the letter makesit clear that you really were just being polite and the editor should take a hard
line. Inany caseyou are ablein aletter to add to your remarksin away that allows the editor to make more
useful evaluations of your report. In most cases, however, the report speaks for itself and the cover letter
need only say "Hi! hereitis; hopeit'suseful". Another small point isthat letters have dates on and can
help the editor keep track of things.

In all of the remarks that you make about a paper that you review, remember the purposes for which
your advice was sought: 1) to advise the editor about suitability for publication; 2) to advise the authors
about the work that they report in the paper. Sometimes these goals conflict, since the paper really may not
be publishable asit stands and the work on which it is based may not be adequate to be salvaged in a
revised paper, but you can think of agood design change that might help them to do better work and then
write anew report. Itisfineto mention it even if you think the paper itself hasto go down the tube entirely.
The report will be sent to the authors unedited and so should be constructive and supportive asfar as
possible (that does not mean it should not be critical, but it should be professionally courteous). Sometimes
peopl e research topics that you think are stupid and it is appropriate to comment in the report that you
found the topic unexciting, but you should be able to say why and give arational e rather than just state the
judgment. Theletter to the editor might make that sort of comment more explicit and give the editor a sense
of why readers might not find the topic worthwhile. Remember, however, that people do research very often
because they think it isimportant and so slighting comments about their work should be kept out of the
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report. A well argued case against a paper is often hel pful to authors, since it indicates things that they can
defend against or responses they need to prepare. A simply vituperative evaluation does not help anyone.

What should your report include and how should it be presented?

It is helpful for you to begin by summarizing the theme of the paper as you seeit. What do you
believe the authors were trying to do? This could be two sentences. Y ou could then comment on the
theoretical value of such atheme. If donewell, would study of such atheme advance our theoretical
understanding of relationships and why? Then comment broadly on whether the authors achieved their
objectives or failed to convince. Then give an evaluation of the paper as a paper submitted for publication -
and thereisyour first paragraph complete.

If you think that a paper had great datathat were poorly interpreted then here is where you say it.
If you think that the ideais great but the study design stinksthen say it here. If you think the study should
be reanalyzed using a different procedure, or reconstructed hypotheses or given different interpretations
then make such pointsin the early stages.

Subsequent paragraphs should back up the eval uation that you madein the first paragraph. Some
people put the major pointsfirst and go on to the less important ones. Some take the paper section by
section. Some argue about the thesis of the paper and the extent to which the results back up the claims
made in the introduction and discussion. Thereis not really one perfect way to do this and on different
occasions you may choose to do it in different ways. However in all your writings about the paper you
should remember that awell reasoned critique is more important than an evaluative remark that is not
substantiated. Y ou do not really need to give afull commentary on grammar and punctuation except in
cases where they detract from the paper's value or are more noticeabl e than should be or where they create
ambiguity. (Incidentally some reviewers return a marked up copy of the MSto be sent to authors, but that is
rare and not necessary).

Thingsyou can comment on:

Appropriateness of introductory survey of literature. Were important papers omitted? Was
correct interpretation of existing studies given? Are there papers that would help the argument if the
authors cited them? |sthe argument well built? Are the hypotheses well-derived and interesting? |If the
authors have asked adumb question then it hardly mattersif they have done awell designed study and
done appropriate analyses. |f on the other hand they have not made out a persuasive case for agood study
then you should try to help them by importing your expertise and knowledge.

Appropriateness of the design to test hypotheses.

Appropriateness of data analyses. Were all the data analyses correct and appropriate? Were too
many analyses done? Were any omitted that could have aided interpretation?

Correctness of interpretation of results.

Appropriateness and cogency of discussion of results, first in relation to the study at alocal level
(discussing any details of the study that did not work properly, for example, or the fact that 15% of
respondents were suspicious, or that the sample was asked to fill out questionnaires privately but no checks
were made on this, and so on) and at the general level of relationship to the existing literature and other
studies that were discussed in the introduction. Has the case been overstated or misrepresented? Were
inconsistent results properly discussed and accounted for? Does the study mean what the authors want us
to believe it means? Are plausible alternative explanations for results left unruled-out?

Length of the MS. Most MSS do not need to be aslong as they are while others need expansion.
If you thought that the paper was too long for the value of the datathen say so. [Somejournals], for
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example, publish [special “brief articles’ sections]... and a paper may not be acceptable as a[standard)]
article but could be acceptable as abrief article if appropriately revised.

What decisions can you recommend?

[These alternatives may vary from one journal to another, and the editor will probably let you know
when asking for areview. As of 1993, the options available for JSPR were:]

a) Accept asis. Out of all the 8000 odd reportsthat | have seen, there has been only one MS where
two referees made this recommendation about it. But it is a possible recommendation.

b) Accept after correction of the following minor errors....[list them]

¢) Accept after minor revision when the authors have had a chance to react to the following
relatively minor points of criticism or suggestion....[list them)]

d) Revise and resubmit to for decision by the editor alone, no extrareview. Thisisusually
suggested when the MSisin pretty good shape but there is one relatively major problem that seemsto be
handle-able yet you cannot be absolutely sure it will be uncontentiously handled. In the previous
recommendations the revisions are usually trivial (spelling, headings, inclusion of amissing reference). In
thisonethere is usually someideathat needs to be worked out better, but one that does not really undercut
the value of the report even as it stands.

€) Reviseand resubmit for another round of reviews. Thisis by far the most common
recommendation apart from reject. In this case the M S has considerableinterest and you could see areally
excellent version of it being an exciting paper that people would want to read ..... but there are some major
weaknesses in the present form of the MS. For instance the stats may be misinterpreted and although you
suspect that a better analysis would come out in support of the authors' claims, you'd like to find out for
sure. Or you might suggest an entirely new line of argument or some new analysis that would strengthen
the paper if it comes out right. Or the paper might have good data but be pretty badly written or overstated
or might have missed out great chunks of literature or might conflict with something el se you know about
that you'd like to see included and resolved. Be aware that not all such R&R [revise and resubmit] MSs go
out to the same referees next time around so your points should be ones that are representative of points
othersin the field might make. Don't just grind apersonal ax! Asareferee you are supposed to be
representing scholarship in the field as awhole and the readership asawhole. Refereesvery often agree
substantially about the strengths and weaknesses of papers and that confirms this pious hope about
refereeing. Sometimesthey disagree also. That'slife. However, authors are not supposed (or not supposed
by me anyway) to be writing for the referees personally but for the field as awhole -- so new referees are
often sought for revised versions of papers. Thus your comments should not be too picky or personally
yours.

f) Revise and resubmit asabrief article. All the pointsin (€) above apply but in addition the paper
isrealy preliminary or focused on avery local issue or on development of a scale procedure and should not
be given afull page-allocation. It isinteresting, provocative, and well-conducted, but preliminary, work that
will stimulate other scholarsto develop and useit. (NB some papers are [currently] submitted [to JSPR] as
Brief Articlesin thefirst place -- they will typically be under 15 M SS pages-- and should be reviewed for
what they are.)

g) None of the above --- i.e., REJECT. Thisisalways ahard recommendation to reach but you need
to bear afew thingsin mind. Not all publishable papers are publishablein ajournal of JSPR's stature. Not
all rejected papers are rubbish and so you are not deriding a paper by rejecting it; somejust need alot more
work and more than can be accomplished by a substantial revision (e.g., the study needs to be strengthened
by the gathering of new datain anew design; the paper is premature for publication and proper amounts of
data have not been gathered or analyzed; JSPR is not the best outlet for a paper with these themes; the
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work is OK but not of JSPR standard). Distinguish between arejection of the work itself (which may be
terribly badly done) and the paper describing the work (which may be awfully written though the work itself
isgood and makes sense). To reject you need to be sure that the paper cannot be salvaged by arewrite;
that even if the study were perfectly described and conducted it would not add enough to our theoretical
knowledge to merit publication. Also keep in mind, on the other hand, that JSPR has [as of 1993] only 640
pages per year and there is an encouraging amount of really good work out there that needs our space.

Ethical issues

Thereview processis aprivileged one and the M Ss that you are sent should be treated as such.
For example, you should not talk to other people about it in away that might identify the author, if you think
that you know who wroteit. Especially at conferences, you might be sitting next to the person who wrote it!
If the reviewing of the M S gives you some good ideas of your own to go and test, then that isfine,
however, and is one of the advantages of reviewing. Y ou may use what you learn, but of courseit is not
ethical to plagiarize phrases or concepts or techniques from such a process.

If you are a graduate student or recent Ph.D., then it is acceptable for you to show your advisor (or
a senior mentor-colleague) your review before you send it back to JSPR just in case you are worried that you
may have "done it wrong" or in case you would like advice on aparticular point. It would not beright to
pass the M S round the department coffee room and talk freely about it, but your professional relationship
with asenior advisor or colleague may be useful in helping you to learn the reviewing process and it will
make you a better professional in the end also.

Finally, if you have any doubts whatever or any questions about the process, do not feel shy
about asking the Editor or Associate Editors. Y ou can learn alot by asking what might seem like a dumb
guestion. Don't be afraid to learn by asking. We are asking you to do us afavor and we should at least be
willing to answer your questionsin return.



