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Introduction
The case studies of CABI’s Tourism Cases database are contributed by tourism practitioners and academics
from all over the world.
These Guidelines answer two questions:
• Expectations. In this context, what is a ‘case’ or ‘case study’? Are there guidelines in terms of type of
content or structure?
• Practicalities. How can one contribute a case study and what are the steps toward its acceptance and
publication?
These case guidelines are accompanied by our Style and Formatting Guidelines, which cover questions
about footnotes, headings, spelling conventions and suchlike, which should be consulted before delivering
anything to CABI.

Expectations
The term ‘case study’ is used in different ways. In some cases, they may be descriptions of complex business
situations, for the purpose of detailed analysis. In others, short examples of practice, whose purpose is as much
to inspire as well as to instruct. Our case studies encompass all of these.

Characteristics of CABI’s Tourism Cases
• Tourism Cases are typically between 2000 and 4000 words long, rarely much less or much more, though
the potential does exist. The emphasis is on quality rather than length.
• They are written for serious readers, whether students, teachers, academics, public stakeholders or industry
practitioners, in a style that is accessible.
• They describe a situation or development relating to tourism, leisure, hospitality or events. They are often
written from the point of view of one of the stakeholders: for example, a DMO, an NGO or a local community
leader.
• The focus of the case study may not be business. It may, for example, concern planning issues, community relations or protection of the environment. Any issue relating to tourism, leisure, hospitality, or events
may be covered.
A Tourism Case can stand alone. It generally tells a story, providing enough information to appreciate why the
action took place the way it did. It may inspire, but above all it leads the reader to a better understanding of the
example and of the principles that it illustrates.

Examples
The best way to understand the expectations is by example. These guidelines are accompanied by three
examples of cases that will appear on the Tourism Cases database:
• Managing Tourism in the Arctic: a fairly detailed case study (6400 words), backed by extensive data.
• Blue Ridge Music Trails: a shorter case study (2400 words) based on an interview of key stakeholders,
covering their goals and intentions; and concerning leisure and events as much as tourism.
• Preserving the Ifugao Rice Terraces: a longer and more academic-oriented case study (5250 words)
relating to the conservation of cultural heritage in the Philippines.
In addition, we have upon request examples from a ‘Bridge’ project. These are case studies written by
postgraduate students, as described below.

The structure of the cases
CABI has very few guidelines regarding the structure of their case studies. The requirements are:
• All cases have a brief Overview – usually between 15 and 30 words, that accompanies the title of the case.
• All cases have a Summary of between 50 and 200 words, which is accessible to users before they read
the full case.
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• The Summary usually includes a short sub-section entitled ‘The value and interest of the case study,’ in
three or four lines.
• The case study itself typically begins with a ‘Background’ or ‘Context’ section. This is a recommendation,
not an obligation.
• Many case studies end with ‘Conclusions’. Again, this is not mandatory.
• At the end of the case study, a ‘References’ section lists both the main sources used and further documents that the reader might find useful. When the case contributor is an academic, the References section
can be lengthy. In other cases, it may be very short. The focus is on what is appropriate to the individual
case.

Exploring the Case
Many cases are accompanied by an ‘Exploring the Case’ appendix. In a classroom situation, these would be
the equivalent of ‘teaching notes.’ Its purpose is to inspire researchers and consultants, as much as students,
encouraging further study.
Exploring the Case sets the case study in context. It invites the reader to explore the background of the case and
to find examples for comparison.
Exploring the Case is in text format only (no images), with only one level of sub-heading. Writers are encouraged
to present the contents under three headings:
• Introduction
• Understanding the Case – which invites the reader to do related research.
• Avenues for Study – which suggests different ways to expand the themes of the case, for research or
teaching.
These specific heading titles are not mandatory, and some Exploring the Case documents are structured
differently.
Not all cases are accompanied by an Exploring the Case appendix: only if it is appropriate and useful.

The general style
A case study is an intelligent observation that helps the reader understand a situation. It is not a thesis.
As we have stated earlier, the style must be accessible. In particular, we discourage academic conventions that
render a text harder to read. References should be used where appropriate, but sparingly. They should only be
used to show where material in the case study has come from and to clearly help the reader’s understanding.

Practicalities
How cases are contributed
CABI uses a system called Scholar One to track and manage case studies that are submitted. All submissions
go through a review process to ensure the quality of the cases. There are two main options: direct or assisted
contribution.

Direct (or standard) contribution
• If a person or organisation wants to contribute, they can fill in a short Case Proposal Form (CPF) which
briefly describes the case; which CABI will approve.
• The contributor can then upload their case to Scholar One.
• Alternatively, people can bypass the CPF stage and submit their case study directly.
• The Review Board operates under double-blind protocol. A member of the Board reads the case and
comments are fed back to authors.
• Once any necessary revisions are made, the author uploads the revised case study, accompanied by their
summary of the changes made.
• In all cases, the head of the Review Board will determine whether the case study should be accepted (or
not) for publication.

3

Assisted contribution (the Bridge)
In some cases, a person or organisation has good case material but not the resources or skills to turn it into a
finalised case study. CABI keeps a repository of such ‘raw material.’
Many schools, universities and consultancies are looking for good case material and are keen to make contact
with members of the tourism industry. They may have writers (post-graduate students or consultants) that can
turn this raw material into finalised case studies, formatted to CABI’s requirements. We call such a collaboration,
facilitated by CABI, the ‘Bridge’.
In summary:
• The writer (‘Tourism Case Editor’ or TCE) contacts the ‘owner’ of the raw material and agrees how best to
collaborate.
• The TCE then follows the procedure described above: filling in the CPF and then uploading the completed
case to Scholar One.
The TCE is usually considered to be the author of the completed case, while crediting the owner of the material
for their input.
For submissions Scholar One can be accessed via https://mc04.manuscriptcentral.com/tourismcases
where you need to create an account.
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Essential information for authors
This guide will take you through the necessary steps needed in order to ensure that your permissions
process is as easy as possible.
You need to apply for permission if…
• You wish to use material that has been published by, or owned by, other authors and rightsholders.
This includes parts of the following material: text from books/journal articles, poetry, websites
(including screenshots), pictures, maps, figures and tables.
• You wish to re-use your work but it has previously been published by another publisher. You may
need to apply for permission to publish this material with CABI because the previous publisher
may hold the copyright to your work.
You do not need to apply for permission if…
• The material has been created or written by you and it has not been used in any previous
publication.
• The material is owned by the US Government, because this material is in the public domain.
However, full acknowledgement must be given at the end of your figure caption.
• The material has been published in the public domain or has been published as open access,
preferably with a Creative Commons licence that allows it to be reused commercially and with
modification.
Please do not cut and paste figures from the internet.

When you start writing your Case Study
• Think at the beginning about the material for which you will need permissions as this will help with
your planning and writing.
• Apply for permissions as you go because outstanding permissions queries can delay your Case
Study going into production.
• Send requests as early as possible as it can take a couple of months to request and obtain
permissions.
• Keep a record of your permission requests. CABI can provide you with a template for this and you
may be asked to send a draft of this through to your CABI contact, so that we can see how you
are getting on with your permissions requests.
• Submit your proof of granted permissions documents to CABI when you submit the final
manuscript.

Where to apply for permission to use material
• Use https://plsclear.com/ PLSClear (Publishers’ Licensing Services), which offers a fast-track
service linking to publishers’ permission departments.

Top tips
• If you do not know if you need to apply for permission, always contact the relevant publisher to
check. It is much better to be safe!
• Even if the subject of a photograph is out of copyright (for example, a photograph of a painting
by an 18th century artist), the photograph itself will be under copyright control by the photographer
or their agent.
• Using tourist photographs: These are fine to use if people are in public places and tourist photos
are being taken. However, if photos are clearly staged/posed, you should ensure that you have
applied for and been given permission to use the photos.
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Adding the copyright information to the caption
• When you have got permission to use the material, add the source at the end of the figure
caption, for example:
– Figure used with permission from John Smith.
– Adapted with permission from Matthews, 2014.
• If the permission requires you to use specific wording, e.g. to acknowledge the publisher, please
be sure to do so.
• Keep a record of your granted permissions and send this through to CABI when you submit the
manuscript.
• Include the Creative Commons licence terms if applicable, e.g. CC BY 4.0
If you fail to gain permission:
• You will need to remove the material or replace it.

Finding images that you can freely re-use
• When finding usable images from Google, click Tools → Usage Rights → Labelled for Reuse.
Then click on the image you wish to use and search for the copyright information. If it is free to
use, just add the source and copyright information at the end of your caption.
• Always check the licence terms to ensure that the images are truly available as open access and
may be used commercially.
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Style Points
• A Case Study Word document template has been provided as part of the guidelines on how to
compile a Case Study. Please follow the formatting and styles that have already been applied to
the template.

Headings
• Use a logical sequence of main sections, preceded by a heading, with further subsections if
required.
• Do not use more than three levels of headings.
• Ensure that headings are styled in Word, using ‘Heading 1’ for the first heading, ‘Heading 2’ for
the second heading etc.
• Headings that are styled using ‘Heading 1’ should have all main words capitalised (e.g. This is a
Level One Heading). Headings that are styled using ‘Heading 2’ should only have the first word
and any proper nouns capitalised (e.g. This is a level two heading).

Spelling
• Please ensure that spelling is consistent throughout.

Numbers
• In the chapter text, spell numbers up to ten, but use figures for 11 upwards.
• Always use figures if a unit is given (e.g. 7 ml; 97%; three samples).

Tables
•
•
•
•

All tables should be drawn in Word and made using the table tool.
Do not import tables as graphics.
Do not use tabs or spaces.
Tables and boxes should be numbered separately in the text (e.g. Box 1, Box 2, Table 1, Table 2).
If there is only one table or box included in the Case Study it does not need to be numbered.

Figures
• Each figure should be submitted as a separate, clearly labelled file (e.g. Fig1.jpg, Fig2.jpg, Fig3.
ppt etc.)
• Do not embed any figures in the text, other than figures created in Word. Instead, insert the figure
caption between paragraphs so the typesetter knows where to place the image.
• Please supply line drawings in the original format they were created in (e.g. if a figure was created
in PowerPoint, send the .pptx file).
• All photographs must be high resolution jpg files (minimum resolution of 150 DPI).
• When referring to a figure at the beginning of a sentence it should be spelled out in full (e.g.
Figure 1). When referring to a figure within a sentence or in a caption it should be abbreviated
(e.g. Fig. 1).
• There is a field underneath the caption called alt text. In addition to the caption, please insert a
descriptive sentence detailing what can be seen in the image. This is required for each image to
ensure they are accessible to those with a visual impairment via a detailed description. Please
note that graphs and line drawings will be sent to a specialist to provide the alt text.
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• If the figure does not belong to you, you will need to get permission to use it. Please read the CABI
Permissions Guidelines to find out how to do this.
• If you cannot get permission, you will have to remove or replace the figure.
• If you need high resolution, free-to-use images, search https://search.creativecommons.org. Just
make sure you add the image attribution at the end of your caption.

Equations
• Please use Microsoft Word Equation Editor or MathType when keying all equation text in the Word
document (both one line, e.g. A+B = C and display).
• If equations are numbered, please follow the same numbering style used for figures/tables (e.g.
Equation 1, Equation 2 etc).

References
• Please do not use footnotes.
• Do not use automatic endnotes.
• If endnotes are to be included, please insert them in a section labelled Endnotes that is styled as
‘Heading 1’ and provide the endnotes as a typed-up list.
• Please use the Harvard (Author, Date) style of referencing, ensuring that any sources cited in the
text are included in the reference list and vice versa.
• Personal communications, interviews and unpublished work should be cited in the text and not
listed in the references (e.g. B.N. Ames, 1990, unpublished data; B.N. Ames, Washington, DC,
1990, personal communication).
• Sample references:
Book: Evans, J. (ed.) (2009) Planted Forests – Uses, Impacts and Sustainability. Food and
Agriculture Organization of the United Nations, Rome and CAB International, Wallingford, UK.
Web page without a named author: Anon. (2014) Turisme cultural a la Vall del Colca. Available
at: http://colcatcultural.wordpress.com (accessed 20 April 2014).
Report: Päivinen, R., Lehikoinen, M., Schuck, A., Häme, T., Väätäinen, S. et al. (2001) Combining
Earth Observation Data and Forest Statistics. EFI Research Report 14, European Forest Institute,
Joint Research Centre – European Commission, Brussels, 101 pp.

Copyright and Permissions
• Please read our Permission Guidelines document before you start to write, so that you are familiar
with the permissions process, because you will need to apply for permissions as you write and
not at the end of the writing process. This is essential because applying for permissions can be
a lengthy process and is the biggest cause of delay to production.
• Please ensure that you cite the source of any figure or table taken from another publication, along
with any required wording stipulated in the terms of permission.
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