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These instructions provide guidance to Agency technical officers, Agency staff and external drafters on the structure, content and style of IAEA Safety Standards and IAEA Nuclear Security Series publications. 

These instructions should be used in conjunction with related Agency publishing guidelines (see https://iaeacloud.sharepoint.com/sites/intranet/wp/publishingandprinting/Pages/pnps.aspx and https://iaeacloud.sharepoint.com/sites/intranet/IAEA%20Docs/MTCD/IAEA_Style_Manual.pdf) and existing IAEA processes for the development and revision of safety standards and nuclear security guidance publications: Strategies and Processes for the Establishment of IAEA Safety Standards (SPESS A) and Step by Step Preparation and Review Process (SPESS B), which explains each step in the development process. 

Section 1 sets out general information about Safety Requirements and Safety Guides, and Nuclear Security Series Recommendations, Implementing Guides and Technical Guidance. Addressing the interface between safety and security is covered in Section 2. The style and structure of drafts is discussed in Section 3. Section 4 describes the preparation of a draft for the NSS-OUI IT platform. Section 5 provides a flow chart of typical tasks of the technical officer in preparing the first draft of a publication. The Annex contains a checklist to assist in determining the nature and extent of the interfaces between nuclear safety and nuclear security for a particular facility, activity or practice. 

1. GENERAL INFORMATION
The Agency is the corporate author (in some cases, jointly with other international organizations) and is the publisher for all publications in the IAEA Safety Standards Series and the IAEA Nuclear Security Series. Agency staff, Agency technical officers and external drafters, in developing publications, assign copyrights to the Agency. 

Safety standards and nuclear security guidance publications are normative texts that establish a comprehensive basis for the proper protection of people, property, society and the environment against risks associated with the use of nuclear and other radioactive material. As such, they have to be coherent, consistent and uniform in style. 

The technical content must be of the requisite quality and informational value. The text should be drafted consistently with the intended category in the Safety Standards Series or the Nuclear Security Series, and in accordance with the approved Document Preparation Profile (DPP). If sections are drafted by different contributors, differences in style or approach and overlaps or inconsistencies should be eliminated. In general, the language and approach are qualitative and performance-based rather than quantitative, but in certain areas generic criteria are established (see the policy paper in annex VI of SPESS A). 
Safety standards and nuclear security guidance publications represent the consensus of IAEA Member States and as such should be free of bias towards policies or practices of particular States and should not be a mechanism for disseminating the views of individual outside experts.

Requirements on or recommendations to the IAEA Secretariat are policy matters and are not to be included in the text. 

The text should not duplicate extended passages from other publications. Instead, a text cross-reference should be made to the original source with a paragraph number.
Otherwise, reference should be made as appropriate to relevant IAEA publications and publications of other international organizations. In general, Safety Requirements and Nuclear Security Series Recommendations should not normally cite publications in a lower category, Safety Reports or TECDOCs. Safety Guides and Implementing Guides should not reference TECDOCs or other publications that present material of a tentative nature or in a provisional or preliminary form. Agency documentation not bearing the IAEA logo (e.g. working material) is not to be referenced. Caution should be exercised in making reference to publications of individual, national bodies.
For safety standards, words should be used with the meanings assigned to them in the latest edition of the IAEA Safety Glossary (see https://www.iaea.org/resources/safety-standards/safety-glossary or https://kos.iaea.org/iaea-safety-glossary.html for the IAEA KOS sever version). For nuclear security guidance publications, words should be used with the meanings assigned to them in definitions set out in the Nuclear Security Recommendations, in the Nuclear Security Series Glossary or listed in the publication itself. Otherwise the spellings and meanings assigned to words in the latest edition of The Concise Oxford English Dictionary should be used. Specialized terms and concepts should be explained in sufficient detail for all users. See SPESS A Section 2 Part J for more detail.
Safety Requirements
Publications in the Safety Requirements category establish the international consensus requirements for safety. The requirements are governed by the concepts, principles and objectives of the Safety Fundamentals. Objectives and principles set out in the Safety Fundamentals should only appear in Safety Requirements publications as direct verbatim quotations or citations, where necessary, with a paragraph reference to the original. 

The requirements, both numbered ‘overarching’ requirements in bold, with titles, and other requirements, are expressed as ‘shall’ statements. A Safety Requirements publication should consist as far as possible of ‘shall’ statements, accompanied by a minimum amount of explanation and/or comment necessary, to enable them to be incorporated into national laws and regulations. 
A ‘shall’ statement should indicate who is responsible for fulfilling it, i.e. its subject should be explicit or clearly implied. In particular, passive ‘shall’ statements without a subject — ‘X, Y and Z shall be done’ — should be used with care.

Particular care is needed where a shall statement is qualified in any way, e.g. as in “shall… as necessary” or “shall… or…”, to make the meaning clear. 

Publications in the Safety Requirements category should not present recommendations on, or explanations of, how to meet the requirements. ‘Should’ and ‘must’ statements should not be used. ‘May’ should be avoided as far as possible, as it has one meaning expressing authority or permission, and another meaning expressing possibility. If there is any danger of ambiguity, an alternative way of expressing the point should be considered. The term ‘may not’ is especially ambiguous and should not be used.

The term ‘requirement’, and any other derivative of the verb ‘to require’, should be used only when referring to Safety Requirements or legal requirements (as, for example, in “as required by national law” or “a requirement of the regulatory body”). 

If a requirement already established in a Safety Requirements publication needs to be restated in another standard, this may be done by quoting directly, using quotation marks, or by quoting indirectly in the form ‘it is required that…’ or ‘[subject] is required to…’, giving a reference and a paragraph number for the original requirement.

 
Requirements should be clear, concise and precise. Variety of expression may be a source of ambiguity. If the same meaning is intended, the same word or expression should be used. If similar words or terms are used to convey differences in meaning, then these differences should be clearly explained.

Safety Guides
Safety Guides supplement Safety Requirements publications. Safety Guides can be used as a basis for developing national regulatory guides.
Safety Guides present international consensus recommendations — expressed as ‘should’ statements — of effective measures to ensure compliance with safety requirements. The intention of recommendations is that it is necessary to take the measures stated (or equivalent alternative measures) to comply with the requirements. The recommendations may be of actions to be taken, conditions to be applied or procedures to be followed. 

Principles and objectives and ‘shall’ statements should not appear in Safety Guides except as direct citations of Safety Fundamentals or Safety Requirements publications, if necessary. A ‘shall’ statement from a Safety Requirements publication should never be paraphrased as a ‘should’ statement in a Safety Guide.
To the extent possible, the main text of a Safety Guide should consist of recommendations ‘should’ statements. There is no need to justify the recommendations. 

The writing style of Safety Guides may be less formal than that of Safety Requirements. Safety Guides may contain explanatory and background information in annexes, if this is considered necessary for the interpretation of the recommendations.
Nuclear Security Recommendations
Publications in the Nuclear Security Recommendations category establish the measures that States need to take to achieve and sustain an effective national nuclear security regime consistent with the Nuclear Security Fundamentals. The objective and essential elements set out in the Nuclear Security Fundamentals should only appear in Recommendations publications as direct verbatim quotations or citations, where necessary, with a paragraph reference to the original. 

Nuclear Security Recommendations are expressed as ‘should’ statements. A Recommendations publication should consist as far as possible of ‘should’ statements, accompanied by the minimum amount of explanation and/or comment necessary, to enable them to be used by States in establishing national laws and regulations. 

A ‘should’ statement should indicate who is responsible for fulfilling it, i.e. its subject should be explicit or clearly implied. In particular, passive ‘should’ statements without a subject — ‘X, Y and Z should be done’ — should be used with care.

Particular care is needed where a ‘should’ statement is qualified in any way, e.g. as in “should… as necessary” or “should… or…”, to make the meaning clear. 

Publications in the Nuclear Security Recommendations category should not present explanations of how to meet the recommendations. ‘May’ statements should be used only with care, as ‘may’ has one meaning expressing authority or permission, and another meaning expressing possibility. If there is any danger of ambiguity, an alternative way of expressing the point should be found. The term ‘may not’ is especially ambiguous and should not be used.

The term ‘requirement’, and any other derivative of the verb ‘to require’, should be used only when referring to legal requirements (as, for example, in “as required by national law”), including those of a competent authority where it has the legal authority to impose such requirements (for example, “a requirement of a regulatory authority”). Recommendations in a Nuclear Security Recommendations publication may include ‘recommended requirements’, if there is international consensus that State authorities should require certain measures to be taken within their respective national jurisdictions.
If a recommendation already established in a Nuclear Security Recommendations publication needs to be restated in another guidance publication, this may be done by quoting directly, using quotation marks, or by quoting indirectly in the form ‘it is recommended that…’ or ‘[subject] is recommended to…’, giving a reference and a paragraph number for the original recommendation.

 
Recommendations should be clear, concise and precise. Variety of expression may be a source of ambiguity. If the same meaning is intended, the same word or expression should be used. If similar words or terms are used to convey differences in meaning, then these differences should be clearly explained.

Implementing Guides
Nuclear Security Recommendations are supplemented by Implementing Guides, which can be used in developing national regulatory guides.

Implementing Guides present international consensus guidance on means by which States should implement the measures set out in the Nuclear Security Recommendations. The intention of the guidance is that it is necessary to take the measures stated, or equivalent alternative measures, to comply with the Recommendations. The guidance may recommend actions to be taken, conditions to be applied or procedures to be followed. 

The objective and essential elements from the Nuclear Security Fundamentals and recommendations from the Nuclear Security Recommendations should never be paraphrased in an Implementing Guide. If they need to be referred to in an Implementing Guide, then they should be included as direct verbatim quotations or citations referring to the original text.

To the extent possible, the main text of an Implementing Guide should consist of ‘should’ statements. Whereas the ‘should’ statements in Nuclear Security Recommendations typically describe the structures and measures that a State should have in place (the conditions that a State should seek to achieve), those in an Implementing Guide typically describe the steps the State should take to put those structures and measures into place, to make sure they are effective and to sustain them. There is no need to justify the ‘should’ statements.
The writing style of Implementing Guides may be less formal than that of Recommendations. Implementing Guides may contain explanatory and background information in annexes, if this is considered necessary for the interpretation of the guidance. 
TECHNICAL GUIDANCE

Technical Guidance publications provide information and suggest methods and techniques that States may use in following the guidance set out in Implementing Guides. As such, they focus on how States might carry out the necessary measures.

Technical Guidance publications typically address in more detail a specific technical topic relevant to a particular aspect of the consensus guidance given in Implementing Guides.

Information provided should be verified as accurate and relevant, and suggested methods and techniques should be reasonably well accepted within the relevant specialist community and, where possible, proven. However, Technical Guidance publications are not expected to present international consensus guidance on what States should do. Therefore, they may include examples of good practice from particular States or organizations, simply as examples or, if appropriate, as suggested ‘models’ that States could follow.

‘Should’ statements may be used in Technical Guidance publications:

· To recommend a specific method or technique if there is international consensus that it is a good practice for achieving a particular goal or performing a particular task; or

· To specify how a method or technique should be effectively applied if that method or technique is adopted.
2. INTERFACES BETWEEN SAFETY AND SECURITY

Background


Any number of situations may give rise to safety-security interface issues, such as changes in facility or activity conditions, procedural changes, process changes or installation of items. The most important aspect of addressing nuclear safety-security interfaces is to establish management systems or procedures that allow for identifying such interfaces and the development of solutions that satisfy the requirements or guidance for both safety and security. In establishing solutions, it should be kept in mind that nuclear safety and security are equally important and that the solutions will need to be acceptable within the requirements of both systems.

The Interface Group, which was established in June 2012, has as its function to review all DPPs for proposed Safety Standards Series and Nuclear Security Series publications — excluding those for Technical Guidance — and, after considering the recommendations of the Coordination Committee, to identify whether there would be a safety-security interface in the draft, to document the nature of the interface and to refer the DPP to the appropriate Committee(s) for review and approval or clearance, as appropriate. From the work of the Interface Group to date, almost 80% of the safety standards under development have an interface with nuclear security that needs to be reviewed by NSGC, and more than 80% of the Nuclear Security Series drafts under development have an interface with safety that needs to be reviewed by at least one Safety Standards Committee.


The guidance set out here is to assist Technical Officers in preparing new DPPs and developing drafts.

Preparation of the DPP (Step 1 of SPESS B)


An important task in preparation of a DPP is to identify the nature and extent of any interfaces between safety and security. To do this, the Technical Officer in safety should consult the NSNS coordinator to identify an expert in nuclear security (or vice versa the Technical Officer in nuclear security should consult the CSS coordinator to identify an expert in safety) and together the Technical Officer and the expert in safety or nuclear security should consider whether the proposed safety standard might have implications for nuclear security, or the proposed Nuclear Security Series publication might have implications for nuclear safety. When the extent of the interface is broad, consideration should be given to proposing two Technical Officers in the DPP.


Impacts might be expected in the following areas (this list is not exhaustive, nor might all elements be relevant for all areas): 

1. Goals and objectives

2. Target audience and shared responsibilities

3. Structures, facilities or equipment

4. Documents and procedures

5. Changes and change management

6. Resources

The Annex to this guidance provides sample questions that can be used to guide the analysis of the extent of the interfaces. If interfaces are identified, the Technical Officer should describe these in the appropriate section of the DPP and should also record the output of the initial discussion on the nature and extent of interfaces for possible later use in the draft.


The aim is to raise the user’s overall awareness that there are important safety-security interface issues that will have to be taken into consideration while implementing the requirements or guidance contained in the publication.  


When drafting the DPP, care should be taken to clearly identify all the relevant safety standards or Nuclear Security Series publications, already published or being drafted, to be later taken into account and referenced.
On approval of the DPP (Step 3 or 4 of SPESS B)

If more than one Technical Officer has been assigned to a draft, although one will de facto be a ‘lead’ Technical Officer, both should be involved in distributing responsibilities for development of the text and resolving comments at the approval stages.

At the drafting stage (Step 5 of SPESS B) 


Technical Officers should strictly follow the approved DPP, in particular on the extent to which material on interfaces is to be included. To the extent possible, efforts should be made to select consultants for drafting meetings who have knowledge and experience of safety issues and security issues and of management of interfaces in the relevant area in their State.


The following guidance should be taken into account in preparing the text on safety-security interfaces:

Addressing interfaces:
· The nature and extent of the possible interfaces should be described clearly.

· Relevant requirements and/or guidance (i.e. ‘shall’ and ‘should’ statements) may be provided to explicitly address what is specific to these interface aspects. Such requirements, recommendations or guidance should address establishing management systems or procedures, and developing and implementing solutions for ensuring both safety and nuclear security.
· This may be complemented by examples of such issues, which could be identified from practical solutions that Member States have developed for dealing with such interfaces. However, it should be stated clearly that these are only examples and that this does not provide an exhaustive list of possible interface issues.

· In cases where the extent of the interface is limited, it may be appropriate to describe interfaces in a generic manner. 

Not addressing safety in nuclear security drafts or vice versa:
· A safety standard should not include guidance on how to manage a security issue and a Nuclear Security Series publication should not include guidance on safety related matters. It should be made clear that the purpose of the information given is to help identifying interfaces between safety and nuclear security and managing them and not to give guidance on each stand-alone domain.

Introducing cross-references:
· Cross-references to existing publications covering the subject should be provided and introduced by indicating what the objective and scope of the publication is, with the reference provided in the standard format for references. In the absence of existing detailed guidance publications on the subject, a cross-reference to a higher level publication should be included.

The draft should also be looked at as a whole from the point of view of safety–security interfaces:

· Drafters should bear in mind that the users
 will need to implement all requirements and recommendations for both safety measures and security measures simultaneously for their particular facility, activity or practice. Therefore, it needs to be ensured that none of the requirements and recommendations for safety measures in a draft safety standard would compromise security, and that none of the recommendations and guidance for security measures in a draft Nuclear Security Series publication would compromise safety.

· Where there may be a contradiction between the recommendations for safety and security, there should be a clear statement that this is to be managed by implementing appropriate measures such that the protection of people, property, society and the environment is ensured. Examples of such measures should be provided as far as possible, reflecting actual practice in the Member States.

· The draft should also identify situations where measures are possible that enhance both safety and security. This includes situations where an added benefit can be achieved with a better use of resources, or where one set of measures can benefit the other. 
Towards the end of the drafting stage (Step 5 of SPESS B) 


In many cases the challenge of dealing with interfaces is that the nuclear safety and nuclear security communities use different terminology, and sometimes different concepts, for dealing with similar topics. Therefore, as early as possible when a first draft is available, the Technical Officers should send the draft to other colleagues in the Department for their review, to ensure that the text is understandable to both the nuclear safety and nuclear security communities and that terminology is used consistently in both Series. Every effort should be made to resolve any disagreements as early as possible, before submission of the first draft to the Coordination Committee for initial approval.
3. MANUSCRIPT PREPARATION 

Basic rules for drafting
· Aim for clarity and conciseness;

· Pay careful attention to the logical sequence of the text;

· Ensure consistency of terminology and expression throughout the text, and with other related publications;
· Use the Safety Glossary or the Nuclear Security Series Glossary;
· Always observe the restrictions on “must”, “shall”, “requirement” and “should”;
· Quote directly from other safety standards and nuclear security guidance, rather than paraphrasing;

· Avoid copying text from non-IAEA publications (plagiarism);

· Avoid jargon and abbreviations;
· Avoid English idioms and other phrases that might be difficult to translate;
· Avoid duplication;

· Use clear sentences and short paragraphs;
·  Do not use:

· “etc.”. Lists in standards and guidance should not be open-ended. Lists of examples should be clearly identified as such, and do not need “etc.”,

·  “/” in text, except in “and/or”. For genuine alternatives, use “or”. In other cases, decide which is correct (or which is used in the publication),

· “may not”;
· Where lists are repeated (including lists in text, e.g. “vendors, contractors and suppliers”), list the items in the same order each time;

· Double check that references are correct.

Structure

The title should be explicit, accurate and consistent with the category and scope of the publication and with related publication in the same application area.

Each publication in a given series includes the same generic Foreword.

Publications jointly sponsored with other international organizations additionally include a specific Preface prepared by the technical officer to explain the circumstances of the joint sponsorship and to set it in the context of the Agency’s programme and related publications (with reference to, e.g. decisions of the IAEA Board of Governors or the General Conference). Acknowledgements may be made in a final paragraph to any bodies that provided financial or organizational assistance, for example. No acknowledgements should be made to the chairpersons of meetings, consultants or Agency officers.

Section 1, Introduction, of each publication sets it in context within the relevant series and explains its purpose under the headings Background, Objective, Scope and Structure - which should normally be consistent with statements made in the DPP. Section 1 is an introduction to the publication and not the subject area. It must be consistent with the rest of the main text, but should not contain requirements, recommendations or guidance. It should be brief; however, it may expand on the justification for and purpose of the safety standard or nuclear security guidance publication and may set out in greater detail in the context of the Agency’s programme, the relevant publications series and other publications. It should also indicate (at the end of ‘Background’) any publication(s) that the present publication supersedes. The Objective subsection should state what the publication is intended to achieve and the target audience.  The Scope subsection should indicate which facilities, activities and/or materials (and, where appropriate, which stage(s) of their lifetime) are within the scope of the publication and — where necessary for purposes of clarity — what is outside the scope.
The ‘main text’ comprises Section 1 and the other numbered sections starting with Section 2, which present the primary technical content of the safety standard or nuclear security guidance publication. Material for which there is no appropriate place in the main text (e.g. more detailed material that is subsidiary to or separate from the main text, is included in support of statements in the main text, or describes methods of calculation, experimental procedures or limits and conditions) may be presented in appendices or annexes.

An appendix is considered to form an integral part of the standard or guidance. Therefore, material in an appendix has the same status as the main text and the IAEA assumes authorship of it. 

Annexes and footnotes to the main text are used to provide practical examples or additional information or explanation. Annexes and footnotes are not an integral part of safety standards or nuclear security guidance publications, and should not contain requirements, recommendations or guidance. Annex material published by the IAEA is not necessarily issued under its authorship; material that is under other authorship may be generalized as necessary and presented in annexes. 

In case of doubt as to structure and layout, technical officers and external drafters should consult a recently issued publication of the same category (Safety Requirements, Safety Guide, Nuclear Security Recommendations, Implementing Guide or Technical Guidance) during the development of any new safety standard or nuclear security guidance publication.
Layout and Word processing

· Use the standard front cover page for the category of publication, with status box.
· Keep formatting as simple as possible as all such publications are typeset:
· Set the paper size to A4 (21 cm × 29.7 cm);

· Set the font to Times New Roman 11 pt;

· Number pages at the bottom alternating, left for even pages, right for odd ones; 

· Use margins 2.5 cm left, right and bottom, 1.8 cm top;

· Line spacing should be 1.5;

· Paragraph formatting should include 6 points below each paragraph.
· Use Word’s features for automatic generation of the table of contents, footnotes and reference lists.
· Use automatic paragraph numbering (see ‘Headings and Paragraph Numbering’ below). 
· Use (a), (b),… for subparagraphs (and then (i), (ii)…).  Bullets can be used (i.e. instead of letters and numerals) for lists of single line text.
· Set the language to English (United Kingdom) and run the spellchecker.
Typographic rules
· Spell “-ize” endings in standard British English: -ization, -ize, -izing (but analyse, analysing).
· Use ‘smart quotes’: single quotes for special uses of words, double quotes for actual quotations.
· Do not use:

· A comma after “e.g.” or “i.e.”;
·  “and” before the last line in a list (but do use “or” if the list indicates alternatives). 
· If abbreviations have to be included (e.g. for terms used several tens of times), the terms should be written out in full on first use. A list of abbreviations may be supplied at the end of the manuscript if this would facilitate the user’s understanding of the text;

· Radionuclides should be represented in text by their standard scientific symbols, e.g. 240Pu; the alternative form of abbreviation (e.g. Pu-240) should be used in tables or footnotes, where superscripts would be too small to read. The names of elements in text should be written in full (e.g. “plutonium”);

Headings and paragraph numbering†
Headings and subheadings should be generated using the Style facility in Word, should accurately describe the contents of the individual sections and subsections and should show the logical development of the text. Successive sections and paragraphs should be logically related. The hierarchy of headings is shown below:
1. FIRST ORDER HEADING, BOLD UPPER CASE, CENTRED, NUMBERED

SECOND ORDER HEADING, UPPER CASE, FLUSH LEFT

Third order heading, bold sentence case, flush left

Fourth order heading, italic sentence case, flush left

The table of contents should list the first, second and third order headings. (See IAEA Style Manual, pp. 21, 22.) Each paragraph in the text is to be numbered. Paragraphs are normally numbered consecutively with Arabic numerals according to the section in which they fall. For example, the paragraphs in Section 2 are numbered ‘2.1.’, ‘2.2.’, ‘2.3.’... If the manuscript includes a single appendix, the paragraphs of the appendix are numbered ‘A.1.’, ‘A.2.’, ‘A.3.’... If the manuscript includes several annexes, the paragraphs in Annex III are numbered ‘III–1.’, ‘III–2.’, ‘III–3.’... (See IAEA Style Manual, pp. 26, 27.) 
New pages should be started for the following: 
· Contents
· Section 1 
· Appendices 
· References 
· Annexes
· Definitions
· Contributors to drafting and review. 

Tables 
(See IAEA Style Manual, pp. 69–73.) 
· Ensure that each table is needed, i.e. that it adds value for readers of the publication.
· Ensure that each table is suitably referred to in the text.  The text can summarize or draw conclusions from the contents of tables, but should not repeat the data in the table.
· Ensure that the table is consistent with the text.
· Ensure written permission has been obtained from the respective copyright holders to reproduce tables from other publications.
· Table headings should be accurate and adequate, and should be set flush left above the table in upper case, e.g. TABLE 3. FOUNDATIONS OF THE....
· Number tables in sequence through the main text including the appendices using Arabic numerals; number tables in annexes as I–1, I–2.
· Ensure that the table is no larger than 16 cm ( 25 cm (including title): tables may be continued from page to page.
· Tables should be set up using the table function in Word.
· Footnotes to tables are separate from footnotes to the main text and should be indicated by lower case letters and listed immediately below the table. 

· Use horizontal lines between the title and the beginning of the table, between the column headings and the column contents, and at the end of the table (see the example below).

TABLE 1. (18O VALUES (‰) OF GROUNDWATER FROM DIFFERENT PERIODS AND LOCALITIES

	Locality
	Elevation
(m)
	Groundwater recharge period

	
	
	Holocene period
	Minchin phase
	Difference

	Chaco Boreal
	500
	–5.2 ± 0.1
	–7.1 ± 0.2
	1.9

	Foothills of the Andes
	1500
	–7.5 ± 0.2
	–9.2 ± 0.3
	1.7

	Pilcomayo River
	1900
	–8.2 ± 0.2
	–10.2 ± 0.2
	2.0


Figures

(See IAEA Style Manual, pp. 77–82.) 
· Ensure that each figure is needed, i.e. that it adds value for readers of the publication.
· Ensure that each figure is suitably referred to in the text — but do not repeat in text what is already shown in the figure.
· Ensure that the figure is consistent with the text.
· Ensure written permission has been obtained from the respective copyright holders to reproduce figures from other publications.
· Figure captions should be accurate and adequate and should be set beneath the figure (centred if one line, justified if multiple lines) in italics, e.g. FIG. 1. Former population....
· Number figures in sequence through the main text including the appendices using Arabic numerals; number figures in annexes as I-1, I-2…
· Figures should be no larger than 16 ( 25 cm (including caption).
· Consideration should be given to the legibility of figures when reduced to the size of the published page (generally 12 cm × 19 cm). Detail that will not reproduce clearly (e.g. plotted symbols and fine shading) should be omitted.
· For labelling on figures, use sans serif font (e.g. Arial, Helvetica) 8 point; capitalize the first letter of labels. 

· Label axes with name of quantity, a comma and the quantity symbol if any, and the units in parentheses: e.g. Activity, A (TBq).

Information on the use of computer generated graphics (including the necessary resolution) should be obtained directly from MTCD Publishing Section. If it is not possible to provide pictures in electronic form, high quality originals should be provided.

Numbers and units of measurement

· Use conventional SI units, multiples and symbols. SI units are summarized in Appendix A of the IAEA Style Manual;
· Simple compound units should be written with “/” (e.g. Bq/kg). Negative powers should be used only where the numerator is dimensionless (e.g. mol-1) or in complex compound units (e.g. (mSv/a) (Bq·s/m3)-1).
· Use scientific notation for large and small numbers — e.g. 6.023 ( 1023 mol-1 — with a multiplication sign (the Word symbol () between the numeral and the power of 10. A raised dot, the letter “x”, or the exponential “E” format (e.g. 6.023E+23) should not be used; 

· In numbers of five digits of more, use spaces (not commas) between groups of three digits, counting left from decimal point: 10 000 years, 115 000 kBq/m2.
References

References should be listed (headed REFERENCES) after any appendices but before any annexes, for all the main text including the appendices, and should be keyed to the text by numbers in square brackets in the order in which they are first mentioned. References to annexes are listed separately at the end of each annex. References are Arabic numbered (1, 2, 3,...) in the order of their first mention. Reference numbers should be in square brackets, e.g. [1]. (See IAEA Style Manual, pp. 51–62.) When referencing safety standards, these should be given their full title when first introduced in the text (e.g.  “IAEA Safety Standards Series No. GSR Part 1 (Rev. 1), Governmental, Legal and Regulatory Framework for Safety [1]”).  Thereafter, only the series number is needed (e.g. “GSR Part 1 (Rev. 1) [1]”).  For other publications, use “Ref.” (e.g. “Ref. [2]”, “Refs [3–6]”).  
List of contributors to drafting and review


For safety standards, a single alphabetical list should be provided of the main contributors to drafting and review, together with their organizational affiliation and country. The list should be kept to a necessary minimum by restricting it to significant contributors only. The names of IAEA technical officers who contributed significantly should be included as for all other contributors. Care should be taken with the names and initials of participants and their affiliations and countries. Information on technical meetings and consultants’ meetings held should not be included.
4. NUCLEAR SAFETY AND SECURITY ONLINE USER INTERFACE (NSS-OUI)

The draft can be prepared using NSS-OUI as an editor. Alternatively, each issued publication can be inserted in NSS-OUI so as to reflect the final published content.

NSS-OUI involves additional features such as metadata for search purposes. As a result, some of the above-mentioned style and formatting characteristics become metadata in NSS-OUI, for example, headings. To facilitate the use of NSS-OUI and enhance its user-friendliness, some other characteristics need also to be considered, for example for footnotes.


Below is a list of issues for consideration during drafting to achieve proper importing of the draft into NSS-OUI and to enhance the efficiency of the search capabilities, in order to ensure a high quality product for NSS-OUI users.

· Headings should be suitable for search purposes, i.e. they should indicate the content of the subsequent text. For example, headings like “Other considerations” should be avoided.

· Headings should not include footnotes. Superscript and subscript characters should also be avoided.
· Footnotes should not be placed in Overarching Requirements: instead the footnote should be placed in the following text, i.e. in the first appropriate location.

· Table notes are normally displayed directly below the table. This approach is supported by NSS-OUI provided they are created as table notes, not footnotes. The same applies to equation notes. Footnotes should not be inserted into table notes or equation notes.
· Captions for figures and tables should not include footnotes.
· Repeated use of the same footnote with the same footnote number needs to be avoided. When a reference to a previous footnote is needed, this should be indicated in the text (e.g. “see footnote x”).

· For numbered and bullet lists, the Agency’s Style Manual should be followed: NSS-OUI will apply this style automatically. 
· The numbering of tables, figures and footnotes in appendices should continue on from the main text (i.e. do not restart the numbering sequence).
· Several publications use italics for terms that are defined. NSS-OUI can automatically link each such terms to the Glossary definition; therefore, no special formatting is needed.
5. TYPICAL TASKS OF THE TECHNICAL OFFICER

[image: image1]
FIG. 1. Typical tasks of the Technical Officer in preparing the first draft of a safety standard or nuclear security guidance publication.
Figure 1 shows the typical tasks of the Technical Officer in preparing a first draft. However, the Technical Officer’s responsibility for the quality of a draft persists throughout the process. The Agency (the Secretariat and the Member States), not the Technical Officer, consultants or review committees, is the author of IAEA safety standards and nuclear security guidance. The Technical Officer is obliged to represent the Agency at every stage and is the officer responsible for the content of the draft. 
The following actions should be taken by the Technical Officer before a draft is submitted to the Coordination Committee at Step 11:

1. The Technical Officer should critically read the entire text of the draft, line by line, and from beginning to end, and ensure that it has been prepared as well as possible. The necessary time (several days, not just a few hours) for this critical reading needs to be planned for and allocated, and the following should be addressed:
· Check that the draft is correct, clear and complete and that the text flows logically.

· Check that the guidance on drafting in SPESS C has been applied.

· Check that the DPP has been followed and be prepared to justify any deviations.

2. If a Technical Officer does not have the capability to review the draft in this way, the responsible Section Head should assign another staff member or outsource the task.

3. In addition to reading the draft, the Technical Officer should identify all related publications in his or her technical area (both published and in draft) and critically compare the draft with these. The following checks should be undertaken:
· Check that the technical content of the draft is consistent with other relevant drafts and publications.

· Check that the terminology used is consistent.

· Check that the structure is consistent.

· Check that repetition of material from other publications has been kept to a minimum, or at least can be justified.

4. The Technical Officer should consult widely and actively outside the technical area to ensure that the text is consistent with other relevant publications (for safety standards, in particular the Safety Requirements), in terms of both content and terminology. Section Heads should allow their staff the necessary time to review drafts from other areas.

5. The Standards and Guidance Specialists in NSOC and NSNS can provide guidance, as necessary, to Technical Officers and support staff. 
ANNEX
Checklist to assist in determining the nature and extent of the interfaces between nuclear safety and nuclear security for a particular facility, activity or practice

It is recommended that Technical Officers use this checklist in preparing the DPP for a Safety Standard or a Nuclear Security Series publication. In order to reach a good overview of the nature and extent of the interface, a two-person team consisting of an expert in nuclear safety and an expert in nuclear security should sit together and discuss each question in turn.

This checklist may also be used by the Coordination Committee and by the Safety Standards Committees and the Nuclear Security Guidance Committee in their review and clearance or approval of drafts.

Not all questions might be relevant for all areas.

1. Describe the interface in the area of goals and objectives. For example,

(a) Could there be an impact from the high-level (State level) organizational infrastructure for nuclear safety and nuclear security?

(b) Could there be competing objectives between nuclear safety and nuclear security and an associated need for coordination in general or in a particular situation?

(c) Are there similar, or supporting, objectives in both nuclear safety and nuclear security?

2. Describe the interface in the area of target audience and shared responsibilities. For example,

(a) Might the same operating organization have responsibilities for both safety and nuclear security? For example, might an operating organization have responsibilities both for reporting of suspicious events and for monitoring for safety purposes?

(b) Might an operator or user with responsibilities in nuclear safety need additional training to build their competences in nuclear security, or vice versa?

(c) Should joint inspections of the facility or activity be carried out by the regulator for nuclear safety and the regulator for nuclear security?

(d) Might the same regulatory body have responsibilities for both nuclear safety and nuclear security? If not, what implications would this have in regulating a particular facility or activity (e.g. for the licensing process, regulatory coordination, allocation of resources, emergency preparedness and response), noting that providing specific recommendations for specific facilities or activities might be sensitive?

(e) Does awareness of protection and safety need to be built among the many additional (non-nuclear-security specific) parties who might be involved in a nuclear security event (e.g. armed forces, police, security guards at the facility)?

(f) Might there be an effect on the security culture or the safety culture in the organization?

3. Describe the interface in the area of structures, facilities and equipment. For example,

(a) Might the use of equipment and structures for purposes of nuclear safety and for nuclear security cause conflicts?

(b) Are the same equipment and structures used for purposes of both nuclear safety and nuclear security?

(c) Could specification and classification of areas, equipment or structures for safety purpose have an influence on nuclear security, or vice versa (e.g. seismic design of guard buildings, safety classification of areas)? Or, can the scope of the safety standards provide an input for nuclear security (e.g. safety classification of structures, systems and components (SSCs) and vital areas)?

4. Describe the interaction in the area of documents and procedures. For example,

(a) Might procedures for nuclear safety and for nuclear security impact positively or negatively on each other?

(b) Are the same set of procedures used for both nuclear safety and nuclear security (e.g. maintenance procedures or record keeping)?

(c) Does the development of new security procedures need inputs from safety procedures (for normal operation or emergency procedures) or vice versa?

(d) Is the documentation setting out nuclear safety procedures and nuclear security procedures consistent?

(e) Is it important to sequence nuclear safety activities properly so as not to adversely affect nuclear security, and vice versa (e.g. fuel may not be introduced into a plant before physical protection measures are in place)?

(f) Is there a potential for benefits to both nuclear safety and nuclear security with minor adjustments in current nuclear safety and nuclear security procedures?

(g) Can an approach be taken through procedural arrangements to optimize the situation with regard to both nuclear safety and nuclear security?

(h) Is there a need for a licensing process (for safety or for security, or for both at the same time)?

(i) Does the implementation of the safety standards involve sensitive information? Or does the implementation of the nuclear security guidance involve radiation protection issues, emergency preparedness and response aspects, radioactive waste management aspects, transport of radioactive material or engineering aspects of nuclear safety?

5. Describe the interface in the area of changes and change management. For example,

(a) Are rapid changes expected in technology for nuclear security and does it have an impact on nuclear safety, or vice versa?

(b) Are rapid changes expected in threat and hazards relevant for nuclear security likely to have an impact on safety, or vice versa?

(c) Are the scope and the frequency of assessments in nuclear safety different from that in nuclear security and how can the results be managed in an integrated or coordinated manner? 

(d) Are nuclear security systems likely to be fitted to a nuclear safety system already in place, or vice versa?

(e) Is there likely to be an impact on nuclear safety of design changes resulting from nuclear security considerations, or vice versa?

6. Describe the interface in the area of resources. For example,

(a) Is there likely to be competition between safety and security for resources within or between organizations?

(see Step 4 of step-by-step manual and SPESS Section 3 Part I for more detail)
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(see Step 6 of step-by-step manual �for more detail)





Organize further drafting meetings, if necessary





Prepare summary/outline of draft, including objective and scope








� In some cases, there may be very few users for one particular activity.


� Most of this part is applicable only to drafts being prepared in Word. If a draft is prepared in the NSS-OUI IT platform, the correct formatting is applied automatically. A separate manual in SPESS E addresses the preparation of a draft through the NS-OUI IT platform.





� Only for safety standards.
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