RESEARCH PUBLICATION OUTPUT SUBMISSION PROCESS

Recognized research publication output categories:

1. Journals

The Department of Higher Education and Training (DHET) annually circulates lists of DHET and international indexes approved journal lists via the Research Office.  The DHET list of approved journals is available on the VUT Research Directorate website:  www.vut-research.ac.za

DHET mandatory requirements:
· Publications submitted for evaluation and approval for subsidy purposes must be listed on one or more of the DHET Research Output index lists. 
· Only articles that have been published and not those that have only been accepted for publication must be submitted.
· An electronic copy of the article where journal name, volume, year must appear. 
· The Digital Object Identifier (DOI) of the publication.  If there is no DOI then DHET will use the article provided for verification.
· Journals that only appear on the DHET Index require a signed letter from the Editor’s confirming that at least 75% contributions published in the journal emanated from multiple institutions.  

2. Book(s)/Chapter(s)

Only books that meet specified criteria as indicated in the DHET Research Output Policy, 2015 are allowed to be submitted for evaluation and approval. Books refer to peer reviewed, non‐periodical scholarly or research publications disseminating original research on developments within specific disciplines, sub‐discipline, or field of study. 

DHET mandatory requirements/documents:
· Each book or chapter must have a research justification (Paragraphs 6.10 – 6.11) of DHET Research Output Policy, 2015
· Electronic of the book(s)/chapter(s) and URL
· Copy of the page (to confirm ISBN, Publication year, Editor, Publisher etc.) 
· Table of contents. 
· Proof of peer review and process. This refers to a body of evidence, not just a statement. 
· Research justification. 

3. Conference Proceedings

Only proceedings that meet specified criteria as indicated in the DHET Research Output Policy, 2015 are allowed to be submitted for evaluation and approval.  Conference Proceedings refer to a published record of a conference, congress, symposium whose purpose is to disseminate original research and new developments within specific disciplines, sub‐disciplines or field of study.

DHET mandatory requirements/documents:
· Electronic copy of the entire conference proceedings.
· Electronic copy of the conference paper.
· Copy of page to confirm ISBN/ISSN, Publication year, Editor, Publisher etc.
· List of editorial board/committee members. 
· List of peer reviewers.
· Table of contents. 
· Proof of peer review and process. This refers to a body of evidence, not just a statement. 
· Conferences held in South Africa require a letter from conference organizers confirming that more than 60% of contributions published in conference proceedings emanated from multiple institutions.
· No abstracts/book of abstracts may be submitted.


The following guidelines regarding peer review and evidence of peer review should be followed:

· Peer review must be by specialists in the field.
· Peer review must be done prior to publication.
· Full articles, and not just abstracts (as it is the case with some conferences), must be peer reviewed.
· Conference papers or articles must be reviewed for publication and not only for presentation.
· Authors and Editors cannot be part of the peer review process of their own papers.
· Emails from authors confirming peer review are not considered to be sufficient evidence; and
· Evidence of peer review should be un‐ambiguous.

Additional important information:

· 
[bookmark: _MON_1793779757]A mandatory requirement from DHET is to include biographical information on each internal author.  Therefore, an author must submit an updated information form containing relevant biographical information. 
· Valid motivation letter for any late submissions. 
· If there is no indication of author affiliation on the publication a letter confirming author affiliation from HR (endorsed by Director:  Research) is required.
· If a publication is in a language other than English, then an English summary must be provided.
· DHET will not accept any hard/physical copies of publications.  
· All the relevant/supporting documentation is uploaded by the Research Office on the DHET Research Output Submission System (ROSS).
· An author may not be the Editor or part of the Editorial Committee.
· Output (publications) can only be submitted for accreditation once.
· All submissions must contain new knowledge and original research.
· All submissions must be peer‐reviewed prior to publication.
· The publication must be scholarly in nature.
· The publication must be based on research.
· May not have been previously published.
· A publication submitted to DHET does not imply that it is automatically approved.  The submission is only confirmed once DHET has confirmed the outcome.
· When moving between institutions, author affiliation should reflect the institution where research was conducted, supported, and funded

Allocation of Units

VUT may only claim for the units generated by authors affiliated to VUT. Where authors are from more than 1 institution, the unit will be shared.

Journal article = 1 unit or portion thereof (divided by number of authors).

Chapters in books. Units for Chapter depends on the Total Chapters in Book:
· If Total Chapters in Book is 10 or less, then maximum units per chapter is 1.0.
· If Total Chapters in Book is 11 or more, then maximum units per chapter is calculated as follows: 10/(Total Chapters in Book). E.g. 20 Chapters in Book = 10/20 = 0.5 units (max) per chapter.

Book This value can be multiplied to the Total Proportion of Authors to get the Total Units Claimed.
Max units for Book:
0 Units: 0-59 pages claimed
2 Units: 60 - 89 pages claimed
3 Units: 90 - 119 pages claimed
4 Units: 120 - 149 pages claimed
5 Units: 150 - 179 pages claimed
6 Units: 180 - 209 pages claimed
7 Units: 210 - 239 pages claimed
8 Units: 240 - 269 pages claimed
9 Units: 270 - 299 pages claimed
10 Units 300+ pages claimed
Proceedings = 0.5 unit or portion thereof

Faculty evaluation and submission
All publications are to be submitted to the relevant Faculty Research & Innovation Committee (FRIC) for screening and submission to the Research Office.  FRIC minutes of the meeting with supporting documents must be submitted to the Research Office for further processing and submission.



Research Output (Publication) Process



Step 1


DHET distributes accredited lists at the beginning of each year


Research Office distributes the accredited lists and relevant supporting documents


Step 2


Upon acceptance of publication in DHET accredited journal an invoice is issued, the author will sumbit the invoice to the Financial Officer in the Research Office to arrange payment


Step 3


Step 4


Step 5


Step 6		


Step 7	


FRIC submits the publications with relevant supporting documents and FRIC minutes to the Research Office 


Publication submissions are screened and captured on HEDA (Research Output Record System) by the Research Administrator


Captured publications are automatically electronically routed to the Research Development Officer for screening, uploading supporting documents and approval


Publications are externally audited before submission to DHET (this includes verifying authors biographics and affiliation to the institution)


Step 8


Step 9


Publications are individually uploaded with all supporting documents onto the DHET Research Outputs Submission System (ROSS)


Submitted Research Outputs are evaluated by external panels and DHET.  Feedback is communicated by DHET to individal institutions and a sectoral report is included 


Step 10


Step 11


Research Output subsidy for approved publications is included 2 years later as part of the institutional subsidy


Authors are informed of the outcome of their submission/s. Incentives are processed accordingly


Final publication and relevant supporting documents are submitted to Faculty Research & Innovation Committee (FRIC)  for screening, approval and record keeping
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		VUT INTERNAL STAFF/STUDENT INFO 
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