
Frequently asked questions 
How do I deposit my research outputs in ResearchSPAce? 

Login here to self-deposit items. A step-by-step online guide is available that shows 
you how to self-deposit outputs, or alternatively please email 
researchspace@bathspa.ac.uk for assistance. 

 

Help! I’m confused about the relationship between the University Open Access 
Policy and the HEFCE Open Access Policy! 

The University Policy is broader than the HEFCE Policy. HEFCE require the deposit 
of journal articles and conference proceedings, whereas the University also requires 
the deposit of 'metadata' and - where possible - other research outputs such as book 
chapters, images, and reports:- 

  

 

 
Can you explain, in the simplest possible terms, what I need to do? 

1. Retain the pre-publication drafts of any written research:- scholarly books, 
book chapters, journal articles, conference papers, reports, etc. 

2. Retain your pre-publication drafts in a searchable form, such as a Word 
document. 



3. Note the acceptance date for any written research, and email to 
researchspace@bathspa.ac.uk any correspondence with publishers relating 
to the acceptance of your work. 

4. Log in to ResearchSPAce and upload the basic details (title, publication date, 
etc) for all research outputs. A step-by-step online guide is available. 

5. Log in to ResearchSPAce and upload all scholarly journal articles or 
conference proceedings (with ISSNs) . Unless allowed by your publisher, this 
will normally be the 'post-print' draft. 

6. Where possible (see OA Policy exceptions), log in to ResearchSPAce and 
upload any other form of scholarly research output (including book chapters, 
images of exhibited or performed work). 

7. All forms of deposit should be made ASAP. At the latest this should be no 
later than three months after the date of acceptance (for publications), or the 
date of first public performance/exhibition (for non-textual outputs).  

 

 

Which draft of a work should I retain in order to be compliant with the HEFCE 
Policy? 

HEFCE require the "author’s accepted and final peer-reviewed text (which may 
otherwise be known as the ‘accepted author manuscript’ or ‘final author version’ or 
‘post-print’), though this may be replaced or augmented with an updated peer-
reviewed manuscript or the final published version of record at a later date ... The 
output must be presented in a form that allows anyone with internet access to search 
electronically within the text, read it and download it without charge." Drafts should 
therefore be retained in their original word-processed form, which will allow the 
Repository Manager to convert them to a searchable 'pdf' format. 

 

What types of outputs are eligible for upload to ResearchSPAce? 
 
The University Open Access Policy only applies to outputs that "have been 
published, disseminated, or made publicly available" and to the types of material that 
are defined by the ResearchSPAce Content and Submission Policies:- 

• Items may only be deposited by employees, or accredited members of Bath 
Spa University. 

• ResearchSPAce may include the following types of research outputs 
produced by academic staff: 

o Full text research outputs such as journal articles, books, conference 
papers and commissioned reports. 



o Non textual research outputs such as a digital representation of an 
image, artefact or composition, or recordings of performances. 

o Selected PhD theses with the author’s agreement. 
• The repository is not intended to provide access to non-scholarly outputs, 

teaching materials, datasets, software or patents. 

Where research impact is demonstrated through ‘non-scholarly’ media such as 
newspaper articles or television appearances, staff are encouraged to record this 
information outside of ResearchSPAce in their 'Our People' staff profile (eg in 
the 'Personal Statement' field). 

 

Is there a timescale for depositing my outputs in ResearchSPAce? 

The HEFCE Open Access Policy requires that outputs are deposited "as soon after 
the point of acceptance as possible, and no later than three months after this date 
(as given in the acceptance letter or e-mail from the publication to the author)." If this 
condition is not met, then your journal article or conference paper will be 
inadmissible to the next REF. In order to harmonize the University's Open Access 
Policy with HEFCE, HEFCE’s required timescale has been universally applied, ie to 
metadata and all full text (or equivalent) deposits. Similarly, other outputs (including 
performances, broadcasts, and images of art or design work), should be deposited 
as soon after the first public performance or exhibition as possible, and no later than 
three months after this date. 

***UPDATE JULY 2015*** HEFCE have delayed the introduction of the deposit-on-
acceptance requirement until 1 April 2017. From 1 April 2016 onwards, outputs can 
be deposited in a repository at any point between acceptance and up to three 
months after the date of publication. For peace of mind, it would be safer to stick to 
HEFCE's delayed deposit-on-acceptance requirement. 

 

What is the "date of acceptance"?  

HEFCE's FAQs provide detailed clarification about "date of acceptance". In relation 
to journal articles and conference proceedings, it is the point at which the journal or 
conference accepts a final, peer-reviewed draft, normally with confirmation via an 
acceptance letter or email. "All academically necessary changes have been made in 
response to that [peer] review" and "the article is ready to be taken through the final 
steps toward publication (normally copy-editing and typesetting)". 



 

The HEFCE Policy further clarifies that "outputs that have been provisionally 
accepted for publication, under the condition that the author makes revisions to the 
manuscript that result from peer review, are not considered as the final text." 

Many of the major academic publishers (eg Wiley and Elsevier) now have clear 
processes by which their authors will be informed of the "date of acceptance". With 
smaller publishers it may be it may be advisable to ask them to confirm final 
acceptance for publication in writing, and emphasize the urgency (your work will 
otherwise be excluded from the REF...). 

 
 
 
What is the "date of acceptance" when a scholarly journal does not use a peer-
review process? 

The HEFCE Policy states that "outputs that are published by a journal or conference 
that does not require peer review are within the scope of this policy". HEFCE's 
FAQs outline how to treat "date of acceptance" in relation to a number of different 



publishing models. Amongst these different scenarios, "where papers are not peer 
reviewed but are still copy-edited and typeset, the point of acceptance is the point 
that the journal or conference confirms receipt of the article and its readiness for 
taking through the publication process." 

 

What evidence of the "date of acceptance" will HEFCE require? 
 
Academic staff should retain emails confirming acceptance and send them to 
researchspace@bathspa.ac.uk. (See HEFCE's Information and Audit 
Requirements). 

 

Will non-open access journal publications be admissible to the next REF? 

All scholarly journal articles must be uploaded to ResearchSPAce, but the HEFCE 
Policy contains "access exceptions" that allow articles to be stored under "closed 
access" in some circumstances:- 

• "The output depends on the reproduction of third party content for which open 
access rights could not be granted (either within the specified timescales, or 
at all)" 

• "The publication concerned requires an embargo period that exceeds the 
stated maxima, and was the most appropriate publication for the output." 

• "The publication concerned actively disallows open-access deposit in a 
repository, and was the most appropriate publication for the output." 

Before selecting a non-compliant journal for publication, authors should carefully 
consider alternative options that might allow open access publication. Resources are 
available to help you find a suitable open access journal:- 

• Directory of Open Access Journals (DOAJ) 
• Open Access Directory 
• Email the Research Publications Librarian. 

 

What should I do if my 'post-print' journal article contains third-party images 
which I do not own or have not cleared for open access publication? 

Such articles should be uploaded to ResearchSPAce where they will be retained 
with "closed access" under HEFCE's exception for "the reproduction of third party 
content for which open access rights could not be granted." This problem is less 
likely to arise where a publisher permits the open access deposit of the final, 



published version - any image rights should have already been cleared by the 
publisher. 

 

Are creative works in journals within the scope of the HEFCE Policy on Open 
Access? 

HEFCE have advised the University that their definition of 'journal' applies to 
scholarly publishing only. Creative works published in academic journals are 
therefore within the scope of the HEFCE Policy, but works published in newspapers 
and magazines are not within scope. Note that HEFCE's definition of a scholarly 
journal does not necessarily mean that a journal has to be governed by a peer-
review process. The HEFCE Policy states that "outputs that are published by a 
journal or conference that does not require peer review are within the scope of this 
policy". 

 

The University Open Access Policy covers "images of exhibited art or design 
work" - how many images do I need to upload of an exhibition or artefact? 

It's up to you! Ten images would be nice, but one image is OK too. 

 

What is the intention of clause 2.3.3c in the University Open Access 
Policy? ("3rd party realizations of a creative work") 

With provisos, the ResearchSPAce Data Policy allows single copies of items to 
be "reproduced for personal research or study, educational, or not-for-profit 
purposes without prior permission or charge". Clause 2.3.3c was added as an 
additional assurance against, for example, an amateur performance of a musical 
work that might damage the reputation of the original composer. 

 


