Guidelines for the Social Security Department’s
official publications recorded in the gess platform 
(updated: March 2012)

The objective of this document is to give some guidelines to people responsible for adding secsoc official publications (working papers, high-profile documents, articles, etc.) in the gess database. This is in order to ensure accuracy, coherence and, at the end, make users’ searches easier.
1.
Field “title”

i. The title is the same than the one in the printed document (title page).
ii. However, some printed documents tend to use capital letters generously. For the gess database, some adjustments are needed: as a general rule just the first letter of the title / subtitle, acronyms and proper nouns will be written in capital letters (there may be other situations).

iii. Titles and subtitles are entered in the field “title” separated by a full stop (not colon, semi-colon, dash or coma).  
· A global social trust network. Investing in the world’s social future
· Sécurité sociale pour la majorité exclue. Etudes de cas dans les pays en développement
· Pensiones no contributivas y asistenciales. Argentina, Brasil, Chile, Costa Rica y Uruguay
2.
Field “Official publication SECSOC”

This field is ONLY to indicate if a resource is intended to be displayed in GESS and in the official Social Security Department website.
3.
Field “author”

i. The author is secsoc (or any other ilo department, branch or field office). In this case, the author is a corporate author.
 If there is any doubt concerning this point, please contact Vicky. The field author is filled in as follows (please pay attention to punctuation and capital letters). Language is the one of the document:

ILO, Social Security Department (or the name of the relevant ILO Dept or field office)
BIT, Département de la sécurité sociale
OIT, Departamento de Seguridad Social

ii. The author is an external collaborator mandated by secsoc or a secsoc official.  In this case the field is filled in with a personal author and the corporate author (please pay attention to punctuation and capital letters). According with the gess administration guide, please remember that personal author is referenced this way: first name capital letter & full stop then family name in full:

Cichon, M.; ILO, Social Security Department
Cichon, M.; BIT, Département de la sécurité sociale
Cichon, M.; OIT, Departamento de Seguridad Social


iii. The author is secsoc and a secsoc official has edited the document (this is mentioned in the title page). The field author is filled in as follows:

van Ginneken, W. (ed.); ILO, Social Security Department
van Ginneken, W. (éd.); BIT, Département de la Sécurité Sociale
van Ginneken, W. (ed.); OIT, Departamento de Seguridad Social


iv. The author is a secsoc official and the document has been published by another institution, for example the issa. This is the case for articles. See point 5.ii below.

4.
Field “subtitle”

The name of the secsoc series (which is also a resource type in gess library) and the paper number will appear in the subtitle field in the language of the document (this information appears in the cover or the title page).
Extension of Social Security Series, ESS Paper 5

Issues in Social Protection Series, Discussion Paper 16

Quantitative Methods and Series

Social Security Policy Briefings, Document 2
Technical Cooperation Series

5.
Field “publisher”

i. For all the publications where the ilo is mentioned as author, the field “publisher” should read:

International Labour Office
Bureau international du Travail
Oficina International del Trabajo


ii. For articles written by a SECSOC official but published by another institution, the name of the publisher should appear. 

Author:

Cichon, M.; Hagemejer, K.
Publisher:
Wiley InterScience http://www.blackwell-synergy.com/toc/issr/60/2-3
6.
Field “summary”
Important: Please do not enter any internal link to GESS. Use instead the fields ‘Note’ or ‘Related info’ for this.
7.
Field “Note”

Other information completing previous fields appears in the field “note”, such as the name of the review, magazine, etc.


Author:

Cichon, M.; Hagemejer, K.

Publisher:
Wiley InterScience http://www.blackwell-synergy.com/toc/issr/60/2-3

Note:

International Social Security Review, Vol. 60, 2-3, 2007. 


International Social Security Association
8. Other: internal links

When adding an internal link to GESS, please use relative (vs absolute) links, i.e. copy and paste the last part of the URL address:

e.g. instead of adding 

www.social-protection.org/gimi/gess/RessShowRessource.do?ressourceId=29186
add just: RessShowRessource.do?ressourceId=29186
and choose Protocol “other” instead of “http://” as shown below:
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***
� Important: The Social Security Department was created in June 2005. The corporate author for the documents published before June 2005 is the one indicated in the document and could be either the :


Social Security Policy and Development Branch and/or the Financial and Actuarial Service and/or the Financial,  Actuarial and Statistical Services Branch and/or the Social Security Department  





