THE PUBLISHING TRAINING CENTRE

National Occupational Standards for Publishing
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Identify and evaluate publishing ideas with commercial potential

Element 2.2
Develop, research and present publishing proposals

Element 2.3
Provide information about publishing projects for marketing and sales and other colleagues

Element 2.4
Review publishing projects

UNIT 3
Develop and maintain a plan of publishing

Element 3.1
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UNIT 1
Identify and evaluate markets, publishing priorities and resources

This unit is about the information you need to collect, understand and keep up-to-date with, in order that the work or material you propose for publication meets the needs of your markets; is in line with your organisation’s aims and publishing priorities; and is achievable with the resources available.

Element 1.1
Identify and evaluate the market(s) for which work is to be commissioned or material acquired

You must be able to:

a. identify the market(s) for which you are commissioning work or acquiring material

b. assess the size and financial value of these markets

c. identify and assess the technological expectations and requirements, and technical capabilities, of these markets

d. assess your publishing organisation’s share of these markets

e. identify and analyse your organisation’s competitors in these markets

f. research and identify the operation and the needs of your market(s)

g. identify and analyse market trends and areas of growth and decline

h. identify current market rates for purchase price

i. identify and evaluate methods of reaching your market(s)

j. discuss information about your market(s), as appropriate and when necessary, with your colleagues, authors, contributors, developers and other providers of material for publication

You need to know:

· where and how to obtain qualitative and quantitative market information — about your own organisation’s publications and those of others

· where and how to obtain information about the size, value, expectations and technical capabilities of markets and market rates for purchase price

· what influences markets’ purchasing power

· what influences audiences, and their general and on-going requirements

· how to identify what publications are already available for different markets, their scope, format, pricing and channels used

· methods for gathering information necessary for scoping the electronic publication

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· how to interpret quantitative and qualitative market information

· the general, on-going requirements of different markets (e.g. of electronic or foreign rights markets)

· where and how to seek information and advice about the general and the specific, changing needs of your markets, market trends and areas of growth and decline

· what are the various channels of supply from publisher to ‘end user’ (or audience); how these work; their effects on pricing; which channels are used by your organisation

· how different methods of marketing and selling work, and which methods are appropriate in different contexts

· electronic publishing development processes and capabilities; types of electronic publications; appropriate uses of electronic publishing; and economic content, development and interactivity extents

· what are the different methods and formats of electronic publishing, and which methods and formats are appropriate in different contexts

· your organisation’s publishing aims, and production, technical, marketing and sales resources

· how to present information to your colleagues, authors, contributors, developers etc.

UNIT 1
Identify and evaluate markets, publishing priorities and resources

Element 1.2
Identify and evaluate the publishing organisation’s priorities, aims and resources

You must be able to:

a. identify your organisation’s publishing achievements, priorities and aims

b. identify and evaluate your organisation’s market objectives and financial targets

c. identify your organisation’s production resources and systems

d. identify your organisation’s electronic publishing resources and systems

e. identify and evaluate your organisation’s marketing and sales resources and systems

f. evaluate the opportunities and limitations that your organisation’s priorities, aims and resources present for your commissioning or acquisitions

g. convey information about your organisation’s priorities, aims and resources, as appropriate and when necessary, to your authors, contributors, developers and other providers of material for publication 

h. express your organisation’s priorities and aims when representing the organisation in the marketplace

You need to know:

· where and how to obtain information about your organisation, including its overall financial position, publishing priorities, performance of past and existing publications, areas of planned growth, turnover, profit targets

· where and how to obtain qualitative and quantitative market information

· how production and technical resources affect what is published for particular formats; and what technical or production resources are available, and will be available, to your organisation

· how marketing and sales methods work; which methods your organisation uses and why; and how this affects what the organisation publishes

· how your organisation gauges the success of a publication

· how your organisation sets commissioning targets and reviews performance

· the lines of communication within your organisation, for seeking information and suggesting new possibilities

· how to provide information to authors, contributors, developers etc.

· how to represent your organisation in the marketplace 

· how to identify the effect of technological developments in electronic publishing

UNIT 2
Develop publishing proposals

This unit is about seeking and identifying publishing ideas and developing them into publishing proposals for approval by your organisation. It is also about providing information for colleagues about proposals that go ahead for publication, and about reviewing completed projects.

Element 2.1
Identify and evaluate publishing ideas with commercial potential

You must be able to:

a. identify and use sources of publishing ideas

b. identify and use sources of information and advice about the commercial potential of publishing ideas

c. predict trends and spot appropriate publishing opportunities

d. identify and evaluate ideas that match the needs and tastes of your market(s)

e. identify and evaluate ideas in line with the publishing aims and resources of your organisation

f. discuss ideas with colleagues

g. reject ideas that would not be suitable for development, explaining your reasons

You need to know:

· what are sources of publishing ideas, and which are appropriate for you to use

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· how to identify and access appropriate and authoritative sources of information about market needs and trends and commercial potential

· how to make contact with and identify authoritative advisers

· how to establish and develop productive working relationships with authors, contributors, developers and providers of material for publication

· how to seek ideas and opinions from colleagues and others, and how to communicate and collaborate with them

· the size and purchasing power of market(s)

· the potential use of print-on-demand technologies

· what are the current needs and tastes of your market(s)

· what are your organisation’s publishing aims and priorities

· in what ways your organisation’s resources and systems limit and otherwise influence what goes ahead for publication

· in what ways your organisation’s electronic publishing resources and systems limit and otherwise influence what goes ahead for publication

UNIT 2
Develop publishing proposals

Element 2.2
Develop, research and present publishing proposals 

You must be able to:

a. develop viable publishing ideas into proposals, in a form that allows others to understand your intentions

b. identify and evaluate the potential markets for each proposal

c. select an appropriate format for each proposed publication

d. cost each proposal

e. propose publication date in line with both market needs and production time required

f. seek and act on advice from all necessary colleagues

g. market-research each proposal

h. identify selling points of each proposal, in relation to its competition in the marketplace

i. evaluate each proposal and assess potential profitability

j. make adaptations to proposals, in the light of advice received

k. show how each proposal is in line with your organisation’s publishing aims and with your publishing plan in your particular area

l. draw up and present final publishing proposals in the format and including all details required by your organisation in order for a decision to be made

m. inform all appropriate people of the decisions made about each proposal

n. at any stage in the process, recognise when further development of an idea would be inappropriate and inform all necessary people that it is not going further and why

You need to know:

· the form in which a proposal should be presented, for discussion within your organisation

· your organisation’s systems for considering and deciding on proposals

· how to seek ideas and opinions from colleagues and others, and how to communicate, collaborate and negotiate with them

· what information is needed by colleagues (e.g. in production, information systems, marketing and sales) so that they can contribute to the proposal

· what are the potential markets for your proposals (including rights potential)

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· the range of formats (e.g. sizes, shapes, lengths, finishes, imprints, electronic, etc.) in which material can be published; the significance in the marketplace of different formats; the effect of different formats on costs and price; the minimum hardware and software configuration

· the current costs of all aspects of creating and producing a publication or electronic publication

· factors that affect markets’ purchasing power — especially in connection with timing of publication

· what time is needed by all involved in creating and producing publications

· how to use a range of market-research techniques

· how to interpret the results of market research

· what charging models are relevant and suitable for an electronic publication: pay-per-view, user accounts; site licensing, etc

· the potential use of print-on-demand technologies

· how to work out unit cost

· how to decide on pricing

· the size of your market(s) and how to forecast sales

· how to work out sales revenue and profit margins

· market rates for purchase price of publications

· the relationship between unit cost and purchase price

· how to interpret usage, sales, distribution and other appropriate information for electronic publications

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· how to make presentations

UNIT 2
Develop publishing proposals

Element 2.3
Provide information about publishing projects for marketing and sales and other colleagues

You must be able to:

a. provide information about projects that have been agreed for publication, in a way that inspires confidence and enables others to understand your publishing area and feed back useful information to you

b. define the ways in which each individual project fits within your publishing plan and matches the aims and priorities of your publishing organisation

c. provide information about your publishing projects, in ample time and in a useful format, to allow your marketing colleagues to produce publicity material

d. provide information and material as required by your sales and rights colleagues

e. provide information and content as required by your electronic publishing colleagues

f. identify and convey clearly the selling points of each of your publishing projects

g. identify appropriate marketing and sales and rights ideas and pass these on to your colleagues in a helpful way

h. identify appropriate alternative uses for digital content and projects agreed for publication and pass these to colleagues

i. prepare and deliver presentations of your publishing projects, as necessary, in a way that provides information and inspires confidence and enthusiasm

j. provide information and raise questions, if necessary, on legal, technical and technological aspects of projects

You need to know:

· how to communicate, collaborate and negotiate with colleagues

· the aims and priorities of your publishing organisation

· the range of publicity material that could be produced, the purpose and merits of each type, the general, relative costs, the methods used to produce different types of publicity

· what marketing and sales methods are used to reach your market(s), and which are considered to be the most effective

· what marketing and sales methods are used by your competitors

· where to seek ideas and advice about marketing and sales in your publishing area

· how your organisation’s marketing and sales efforts are affected by its resources and systems

· when, and in what contexts, you will be required to make presentations of your projects

· how to make presentations

· when to seek advice about copyright, libel or other legal matters relating to a project

· when to seek advice about electronic publishing matters relating to a project

· the definitions of libel, plagiarism, blasphemy, passing off, negligence, causing offence to national or religious groups, data protection, disability discrimination, accessibility, usability and breach of contract

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

UNIT 2
Develop publishing proposals

Element 2.4
Review publishing projects 

You must be able to:

a. review the cost of developing and publishing each project

b. review the process by which each project was developed from idea to publication

c. monitor the sales of each publication, and/or the usage of electronic publications

d. monitor reviews and criticisms of each publication

e. monitor technical resources and technological limitations of electronic publications

f. take action to rectify or minimise the effect of unsuccessful publications

g. take action to maximise the effect of successful publications

h. evaluate the success of each publication and apply the lessons learned from points (a) to (d) 

i. in developing future publishing proposals

You need to know:

· what are the stages of creation, production and publication of a project, including the usability, development, testing and release of an electronic publication

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· how costs are recorded

· which expert opinions to seek

· how your organisation gauges the success of publications

· how your organisation evaluates the success of electronic publications

· the relation of cost to selling price

· how to work out profit margins

· how to monitor and judge sales figures

· how to monitor and judge usage figures for electronic publications

· where to find/obtain valuable reviews and criticisms

· how to build on the success of publications (e.g. reprints, new editions, reuse, etc)

· your company’s policy on reusing or repurposing content, both long-term and ongoing

· how to deal with and minimise effects of unsuccessful publications 

· how to revise current publishing decisions

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

UNIT 3
Develop and maintain a plan of publishing

This unit is about creating an achievable plan of future publishing, fulfilling that plan, and building an identity for the area of publishing for which you are responsible.

Element 3.1
Establish and maintain the structure of a publishing plan

You must be able to:

a. agree targets, such as the number of titles and planned profit margin

b. agree targets for successful electronic publications

c. agree technical resources required for achieving these targets

d. agree your budget for achieving these targets

e. make and maintain contact with sources of advice and publishing ideas

f. develop an outline schedule of forward publishing, in line with your targets and budget, market trends and needs and your organisation’s aims, priorities and resources

g. d. identify on-going requirements for electronic publications in terms of content development, revision or updating

h. ensure that you put forward sufficient publishing proposals, in sufficient time, in order to put your plan into practice

i. define and work within any limitations on your publishing

j. use knowledge gained about market trends and needs to contribute to your organisation’s publishing strategy

You need to know:

· how and with whom targets and budgets are agreed

· how to seek information from colleagues and others, and how to communicate, collaborate and negotiate with them

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· the costs of all aspects of creative work and production; and/or the costs of all aspects of acquiring material

· how to manage content, including who is responsible for the ongoing development of content, especially for content management systems, management information systems or XML solutions

· the costs of all aspects of electronic publishing work and production; and/or the costs of all aspects of acquiring or developing digital content

· how to forecast profit margins

· how to monitor and judge the success and/or usage of electronic publications

· the size of markets and how to forecast sales

· how to draft publishing schedules

· how to make contact with, identify and use authoritative advisers

· the needs and tastes of your markets (e.g. in terms of content, timing of publication, formats, pricing)

· your organisation’s aims, priorities, resources and systems for approving new publications

· the time needed for all aspects of creative work and production

· the time needed for all aspects of electronic publications work and development

· what are your organisation’s resources 

· what other factors (e.g. market factors, such as foreign rights requirements, or technological developments) might limit your publishing

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· how to feed back information that might be useful to the development of your organisation’s strategy

UNIT 3
Develop and maintain a plan of publishing

Element 3.2
Draw up and keep to a complete, on-going forward publishing plan

You must be able to:

a. identify optimum date for publication of each project to be included in your plan

b. identify the time needed for each stage of the creation, production and publication of each 

c. project

d. acquire material and/or commission authors and/or all contributors and/or developers in ample time to achieve agreed publication dates

e. identify on-going requirements for electronic publications in terms of content development, revision or updating

f. schedule each stage of the creation, production, development and publication of each project on your plan

g. ensure there are no conflicts between the schedules for individual projects

h. monitor progress of each individual project schedule, and of your overall publishing plan

i. identify problems in time to take remedial action to avoid scheduled publication dates 

j. being missed

k. identify instances when the plan must be adjusted

l. keep all relevant people informed of any adjustments made to individual project 

m. schedules or to your whole plan

You need to know:

· the needs and buying patterns of your markets

· the market needs for, and usage patterns of, electronic publications

· how to manage content, including who is responsible for the ongoing development of content, especially for content management systems, management information systems or XML solutions

· what are the stages of creating, producing and publishing material

· how these stages of work interact and are interdependent

· the time and personnel needed for each stage of work

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· the hardware and software resources needed for each stage of work for an electronic publication

· what actions can be taken to resolve problems and avoid missing scheduled publication dates

· the significance of missing scheduled publication dates

· who needs to be informed of changes to schedules, and what are the lines of communication

· appropriate procedures and techniques for drafting, communicating and revising project schedules

· how to make presentations

· how to facilitate meetings

· the definitions of libel, plagiarism, blasphemy, passing off, negligence, causing offence to national or religious groups, data protection, disability discrimination, accessibility, usability and breach of contract, and how these apply to the content

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

UNIT 4
Collaborate with authors, contributors, developers and providers of material for publication

This unit is about your dealings with the authors, developers and other contributors you commission, or your dealings with the sources from which you acquire material for publication.

Element 4.1
Choose suitable authors, contributors, developers and providers of material

You must be able to:

a. identify authors/contributors/developers/providers of material who will enable you to achieve your publishing plan

b. consistently convey the nature and aims of your organisation, and of your particular part of it, to potential and existing authors/contributors/developers/providers of material, whatever their location

c. maintain relationships with sufficient numbers of authors/contributors/developers/providers to enable you to achieve your publishing plan

d. match authors/contributors/developers/providers to publishing ideas

e. confirm their suitability and make appropriate selections

You need to know:

· who are the potential authors/contributors/developers/providers of material 

· the aims and priorities of your publishing organisation

· how to confirm suitability (e.g. sample material, references)

· how to develop and maintain productive working relationships with authors/contributors/ developers/providers, whatever their location

UNIT 4
Collaborate with authors, contributors, developers and providers of material for publication

Element 4.2
Negotiate agreements

See also Element 10.2, Review and prepare contracts for your organisation’s sub-licensing of rights

You must be able to:

a. ensure that, for all projects in your publishing plan, satisfactory, binding agreements are made between your publishing organisation and (as appropriate) authors, other contributors, developers and publishers or other originators of acquired material

b. for each agreement, negotiate terms within your own budget and within your organisation’s systems and resources

c. ensure that each agreement includes viable deadlines, which allow for publication at required time

d. ensure that each agreement specifies accurately all the information needed to enable the author/contributor/developer/provider of material to supply the required material in the required format

e. ensure that the agreement guards against copyright and other legal problems with the material you are commissioning or acquiring for publication by your organisation

f. ensure that authors/contributors/developers/providers of material understand all aspects of their agreement

g. review agreements to take account of changing laws and scenarios

You need to know:

· what is your organisation’s standard agreement, and how to use it

· the meaning and purpose of all clauses of the standard agreement

· how the agreement compares with others 

· in what ways your organisation’s systems and resources limit the terms that can be offered to an author/contributor/developer/other provider 

· how payments to an author/contributor/developer/provider of material are calculated, and how they are made

· the ‘going rates’ for all work

· the time needed by authors/contributors/developers to provide work

· the hardware and software resources needed by authors/contributors/developers to provide content in digital form

· the time needed from submission of work to publication

· what information needs to be specified in agreements and why

· the rules of copyright

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· when and how permissions must be sought

· what legal issues might arise and how to deal with them

· the definitions of libel, plagiarism, blasphemy, passing off, negligence, causing offence to national or religious groups, data protection, disability discrimination, accessibility, usability and breach of contract

· how to communicate and negotiate effectively with others

UNIT 4
Collaborate with authors, contributors, developers and providers of material for publication

Element 4.3
Brief authors, contributors, developers and providers of material

You must be able to:

a. ensure that you and the author/contributor/developer/provider of material share an understanding of the nature, style, format and thrust of the material that is to be provided for publication

b. ensure that the author/contributor/developer/provider of material is aware of the process involved in the creation of the product and of their responsibilities in this process

c. ensure that the author/contributor/developer/provider of material is aware of any on-going requirements for the product in terms of revising material or providing updates 

d. ensure that the author/contributor/developer/provider of material is aware from the outset of any particular requirements of your publishing organisation

e. ensure that the author/contributor/developer/provider of material is aware from the outset of any particular requirements of the market(s) for which the material is to be published

f. supply the author/contributor/developer/provider of material with accurate guidance and support on the length/volume/size/hardware/software elements etc. of the material that is to be provided for publication

g. supply the author/contributor/developer/provider of material and freelancers with accurate guidance and support on the way in which to develop, mark-up, encode and/or present material, so that it will be most suitable for production

h. guide the author/contributor/developer/provider of material on how to use electronic tools effectively

i. supply the author/contributor/developer/provider of material with clear guidance on how to apply for permission to use copyright material

j. provide advice and answer queries clearly and efficiently during the preparation of the material

k. set a reasonable deadline by which material must be completed and delivered and ensure that the author/contributor/developer/provider of material understands the importance of this deadline

You need to know:

· what are the requirements of your publishing organisation — such as editorial house style, needs of co-edition publishers, technical needs of design, electronic publishing and production departments

· how to manage content, including who is responsible for the ongoing development of content, especially for content management systems, management information systems or XML solutions

· the difference between a publication that is solely electronic and one that is an electronic version of a printed publication

· what are the requirements of your market(s)

· how the length/volume/size/hardware/software elements etc. of material provided relates to the length etc. of the published item

· how to work out the length/scope required

· what production methods will be used, how they work, and how material can be presented to best work within these methods

· what electronic publication methods will be used, how they work, and how content can be presented to best work within these methods

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· how to apply for copyright permissions

· the costs of obtaining permissions

· how to communicate and negotiate effectively with others

UNIT 4
Collaborate with authors, contributors, developers and providers of material for publication

Element 4.4
Monitor progress and check finished submissions

You must be able to:

a. during the writing/preparation time, check with the author/contributor/developer/provider of material that all is going well and is on time

b. guide the author/contributor/developer/provider of material on how to use electronic tools effectively

c. take remedial action to resolve any problems

d. check finished delivered material within reasonable time

e. provide constructive feedback to the author/contributor/developer/provider of material and ensure that final adjustments are made

f. record acceptance of the material for production and publication and ensure that the 

g. author/contributor/developer/provider of material knows what will happen next

h. ensure that the author/contributor/developer/provider of material is aware of any on-going requirements for the product in terms of revising material or providing updates 

i. use experience of each project to inform briefing instructions you give in future

You need to know:

· appropriate times or stages to check progress

· what kind of problems may occur and how they can be resolved

· how to arrange factual, technical and legal checks 

· what to do if delivered material does not match up to expectations

· what will happen to material once you have accepted it

· how to manage content, including who is responsible for the ongoing development of content, especially for content management systems, management information systems or XML solutions

· how to evaluate completed projects and apply the lessons learned to future projects

· the current guidelines, directives and legislation affecting electronic publishing and e-commerce, such as the Disability Discrimination Act 1995, the Data Protection Act 1998, the Special Educational Needs and Disability Act 2001, the EU Distance Selling Directive and the W3C’s Web Accessibility Initiative, and any subsequent, amended and/or relevant legislative, regulatory or accessibility requirements

· how to evaluate completed electronic publications and apply the lessons learned to future projects
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