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UNIT 22
Edit text

This unit is about making the author’s message clear to the reader, and ensuring that the materials conform to legal requirements and are appropriately prepared for production or electronic publication.

Element 22.1
Assess text

You must be able to: 

a. check that the material, its metadata, encoding, mark-up and/or structure complies with specifications and notify the appropriate individuals of any deviation

b. identify missing items or content elements and take appropriate action to obtain them

c. ensure that folios are numbered consecutively throughout the script

d. that files or content elements are named in accordance with the agreed naming conventions

e. ensure all assets (including files and content elements) are supplied and present and supply a list of files

f. establish overall extent accurately

g. check that material is in a format suitable for the production processes being used, and the hard copy matches the electronic version, if supplied

h. assess whether you can complete the editorial work to the required standard in the time allocated, and take appropriate action if the schedule is not feasible

You need to know: 

· the contractual specifications of extent, content and level

· the production processes being used, including electronic processes

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· the agreed guidelines on naming, formatting, structuring, encoding and marking up text and indexing files on disks, in electronic file repositories, in content management systems, management information systems or XML solutions

· the distinction between and implications of working on manuscripts and typescripts to be keyboarded for typesetting, working on hard copy produced from a disk or electronic file that is intended to be used for typesetting externally or page make-up internally, and working on screen, and take steps in the process to ensure high editorial quality regardless of the procedure or tools used

· the nature and requirements of the market(s) for which the work is intended

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· what templates and stylesheets should be applied to the text, as necessary, and/or generic coding or mark-up

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the schedule, the implications of slippage, and when and with whom to discuss schedule problems

UNIT 22
Edit text

This is the ability to use an application designed for planning, building and maintaining simple Websites 

Element 22.2
Website software
This unit has been imported from e-skills UK National Occupational Standards for Using IT

You must be able to: 

a. employ file handling procedures and techniques appropriate for the software in use

b. combine information of various types

c. plan and produce simple, multiple-page Websites and interactive and dynamic Websites

d. edit, format and lay out content (techniques will vary according to the software being used)

e. check text to make sure that it is accurate, consistent and well laid out

f. check images to make sure that they are effective and fit for purpose

g. upload and maintain content of Web pages

You need to know: 

· how to produce information that communicates effectively and accurately, taking into account time, content, meaning and organisation of the information and the needs of the user audience, and that is well-structured and fit for purpose

· different types of Websites: simple, interactive and dynamic

· what Website features there are and the benefits and drawbacks for the user and Website owner (e.g. content, multimedia, navigation, interactivity, dynamic features, security features, etc)

· what laws and guidelines affect people’s use of IT, and how to communicate with others about laws and guidelines

· what issues affect people using Websites (e.g. accessibility, download speeds, difficulties facing users with different needs)

· basic file handling and organisation procedures and techniques

· ways of inserting, sizing, positioning, linking, embedding, importing and exporting, and merging information of various types

· how to use appropriate Web tools and techniques to create appropriate multiple-page Websites with interactive or dynamic features, including planning the layout and content

· how to upload content using programs such as FTP or content management systems

UNIT 22
Edit text

Element 22.3
Copy-edit text

You must be able to: 

a. within the limits of your responsibility, ensure text is factually accurate

b. ensure text is structurally correct and internally consistent

c. rewrite and revise text, where necessary to clarify the author’s intention, in harmony with his/her style

d. ensure a consistent editorial style and tone throughout the text appropriate to the nature of the text and the intended readership

e. ensure spelling, punctuation and grammar are appropriate

f. ensure that the text complies with accepted guidelines on ethical issues and safety

g. apply house style, tags, templates and project style if relevant, correctly and consistently

h. ensure that text is specified extent

i. raise and resolve editorial queries with the author or other appropriate individuals

j. mark changes to text clearly and in the most efficient manner for the production process to be used

k. follow the brief

l. complete your work on schedule and within budget

You need to know: 

· how to rectify direct and implied discrepancies, errors, ambiguities, irrelevancies, etc., in content, structure and projected length of the finished work

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· sources of information and reference materials

· the purpose and nature of the work, and whether it is fit for purpose

· the level of language and knowledge of the intended audience

· grammar, punctuation and spelling of the language in which you are working

· how to represent numbers, units of measurement, abbreviations and contractions

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· how to sequence text logically and how to cross-reference

· conventions of textual presentation and ordering of key elements, including sections, chapters, prelims and end matter

· the limits of personal responsibility and authority for changes in relation to the author, developer, content provider, designer and the commissioning editor

· the production processes being used, including electronic processes

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the distinction between and implications of working on manuscripts and typescripts to be keyboarded for typesetting, working on hard copy produced from a disk or electronic file that is intended to be used for typesetting externally or page make-up internally, and working on screen, and take steps in the process to ensure high editorial quality regardless of the procedure or tools used

· how and when to use, and the benefits and limitations of, available software features, facilities and tools, e.g. macros, file compare, search and replace, spell and grammar checkers, and correct errors that they overlook or introduce 

· how and when to use software tracking and tracing features and facilities, e.g. Microsoft Word’s Track Changes facilities

· what traceable typographic conventions are to be used when correcting digital content, e.g. underlining insertions, striking-through deletions, etc

· how and when to amend or add metadata to digital content, and the metadata standard to be used, e.g. Dublin Core

· typographical conventions, and style conventions for digital content

· the brief and the schedule for the job

UNIT 22
Edit text

Element 22.4
Prepare preliminary pages

You must be able to: 

a. ensure that preliminary pages are complete and in the appropriate order

b. ensure that title page information is accurate and complete

c. ensure that copyright notice is complete and correctly identifies copyright owner(s) and gives correct date(s) in the required form

d. ensure that the moral right of authors to be identified is asserted when appropriate

e. ensure that information regarding the publisher and edition chronology is complete and accurate

f. ensure that cataloguing information is correct and in the appropriate form

g. ensure that the printer is identified

i. complete your work on schedule

You need to know: 

· what constitutes preliminary pages and what information is appropriate to each of them

· who is eligible for copyright protection and what authors’ moral rights are and how they are protected as set out in the Copyright, Designs and Patents Act 1988, and any subsequent and relevant legislation and/or directives affecting copyright in all media, all as amended and current at the time

· the means of protecting copyright under the Berne Convention and the Universal Copyright Convention

· the contractual agreement with author(s) relating to copyright and attribution

· what Public Lending Right is and the editor’s responsibilities in relation to it

· what Copyright Licensing Right is

· what Cataloguing in Publication data is, and the function, position and format of the ISBN (ISSN for journals)

· how to obtain ISBNs, ISSNs or other product identifiers from the appropriate registration or regulatory bodies, or request them from colleagues

· the conventions of publisher and printer attribution

· the implications of omitting information or making errors on the imprint page

· the house style of the organisation and the specific style of the project

· the schedule

UNIT 22
Edit text

Element 22.5
Prepare explanatory, navigational and descriptive content for electronic publications

You must be able to: 

a. ensure that explanatory, navigational, help and descriptive content is complete, accurate and in an appropriate format

b. ensure that introductory content is accurate and complete

c. ensure that ISBN, ISSN and other product identifier notices are complete, and correctly identifies the content in the required form

d. ensure that copyright notices are complete, and correctly identifies copyright owner(s) and gives correct date(s) in the required form

e. ensure that privacy notices are complete and accurate

f. ensure that all required metadata is present and in the correct form and style

g. ensure that any required help-type content is present and accurate

h. ensure that all navigational content and overviews are present

i. ensure that any other required explanatory and descriptive content is present and correct

j. ensure that all such explanatory content is in a format and style usable for the electronic publication

k. complete your work on schedule

You need to know: 

· what constitutes explanatory, navigational, descriptive and introductory content for the electronic publication, and what information is appropriate to each of 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, and how these apply to the content

· who is eligible for copyright protection and what authors’ moral rights are and how they are protected as set out in the Copyright, Designs and Patents Act 1988, and any subsequent and relevant legislation and/or directives affecting copyright in all media, all as amended and current at the time 

· the means of protecting copyright under the Berne Convention and the Universal Copyright Convention

· 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

· the contractual agreement with author(s) relating to copyright and attribution

· what Copyright Licensing Right is

· the purpose, format, function and use of digital object identifier (DOI) data 

· what are uniform resource identifiers (URIs) and internationalized resource identifiers (IRIs), and the function and format of the URI and IRI

· how to obtain ISBNs, ISSNs or other product identifiers from the appropriate registration or regulatory bodies

· what metadata sets and standards are to be used for the content and/or electronic publication, e.g. Dublin Core

· the implications of omitting information or making errors in the copyright or privacy content

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

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications 

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the limits of personal responsibility and authority for changes in relation to the author, developer, content provider, designer and the commissioning editor

· the schedule

UNIT 22
Edit text

Element 22.6
Ensure text conforms to legal requirements

You must be able to: 

a. identify content requiring legal opinion and bring it to the attention of appropriate individuals

b. ensure that all copyright requirements are observed

c. ensure that copyright acknowledgements are correctly worded and appear in the appropriate section of the work

d. ensure that permissions fees to be borne by the company are within the budget

e. ensure that permissions are cleared and acknowledgements compiled on schedule

You need to know: 

· 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 rules regarding fair dealing, and the length and nature of material from other works for which permission needs to be obtained, as set out in the Copyright, Designs and Patents Act 1988, the Duration of Copyright and Rights in Performances Regulations 1995, 1996, and any subsequent and relevant legislation and/or directives affecting copyright in all media, all as amended and current at the time

· the duration of copyright for literary works and what constitutes infringement of copyright as set out in the Copyright, Designs and Patents Act 1988, the Duration of Copyright and Rights in Performances Regulations 1995, 1996 and subsequent legislation affecting literary copyright in all media, all as amended and current at the time

· your company’s policy on, and internal procedures outlining end-user rights, and what use of personal or other information is permitted within the organisation, within the bounds of the Computer Misuse Act 1990 and Data Protection Act 1998, as amended and current at the time, and other relevant legislation

· 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

· the conventions and house policy on seeking permissions and providing acknowledgements, wording of permissions letters and procedures for obtaining permissions

· how to record permissions for electronic publications both within the content’s metadata and in a content, digital rights, electronic copyright or other asset management system

· the contractual agreement with the author(s) relating to responsibility for obtaining and paying for permissions

· the budget for permissions fees

· the schedule

· sources of legal advice and the procedures for obtaining guidance

· the limits of your personal responsibility on legal matters

UNIT 22
Edit text

Element 22.7
Mark up text for typesetting externally or page make-up internally

You must be able to: 

a. mark up text, including preliminary and end matter, correctly, consistently and legibly using the appropriate mark-up symbols, on paper or on screen

b. apply house and project styles correctly and consistently

c. complete your work on schedule

You need to know: 

· the current British Standard proofreading marks and other mark-up symbols and how to apply them

· how to apply marking-up when editing on screen and using portable document format (PDF) files

· how and when to use available software features, facilities and tools, e.g. macros, file compare, search and replace, spell and grammar checkers, and correct errors that they overlook or introduce 

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the system for marking up hierarchical and generic structures

· the production processes being used

· typographical conventions

· the distinction between and implications of working on manuscripts and typescripts to be keyboarded for typesetting, working on hard copy produced from a disk or electronic file that is intended to be used for typesetting externally or page make-up internally, and working on screen, and take steps in the process to ensure high editorial quality regardless of the procedure or tools used

· the brief and the schedule for the job 

UNIT 22
Edit text

Element 22.8
Encode and structure content for electronic publications

You must be able to: 

a. encode and structure all content correctly and consistently using the appropriate codes, identifiers and standards

b. verify all hypertext links are used correctly and consistently

c. apply house and project style correctly and consistently

You need to know: 

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· electronic data interchange requirements, if any

· the purpose, format, function and use of digital object identifier (DOI) data

· the system for marking up hierarchical and generic structures

· the electronic publishing processes being used

· the nature and requirements of the electronic publication(s) for which the work is intended

· the limits of personal responsibility and authority for structural changes in relation to the author, developer, content provider, designer and the commissioning editor

· the brief and the schedule for the job

UNIT 23
Edit tables, academic apparatus and indexes

This unit is about ensuring that tables, academic apparatus and indexes are accurate and 

consistent in content and style.

Element 23.1
Copy-edit tables and academic apparatus

You must be able to: 

a. ensure tables, notes, appendices, references and bibliographies are factually accurate, structurally correct, internally consistent, and consistent with text

b. apply house style, templates and project style if relevant, correctly and consistently

c. raise and resolve editorial queries with the appropriate individuals

d. check that material is in a format suitable for the production or electronic publishing processes being used, and the hard copy matches the electronic version, if supplied

You need to know: 

· the nature and application of reference note systems, including style, positioning, numbering and sequencing conventions

· the nature and requirements of the market(s) for which the work is intended

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· how to represent numbers, units of measurement, abbreviations and contractions

· the conventions of presentation of tables

· the nature and presentation of notes, references and bibliographies

· sources of information and reference materials

· how to rectify direct and implied discrepancies, errors, ambiguities, irrelevancies, etc., in content and structure of apparatus

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· how and when to use available software features, facilities and tools, e.g. macros, file compare, search and replace, spell and grammar checkers, and correct errors that they overlook or introduce 

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the limits of personal responsibility and authority for changes in relation to the author, developer, content provider, designer and the commissioning editor

· the distinction between and implications of working on manuscripts and typescripts to be keyboarded for typesetting, working on hard copy produced from a disk or electronic file that is intended to be used for typesetting externally or page make-up internally, and working on screen, and take steps in the process to ensure high editorial quality regardless of the procedure or tools used

· typographical conventions, and style conventions for digital content

UNIT 23
Edit tables, academic apparatus and indexes

Element 23.2
Ensure materials conform to legal requirements

You must be able to: 

a. identify content requiring legal opinion and bring it to the attention of appropriate individuals

b. ensure that all copyright requirements are observed

c. ensure that copyright acknowledgements are correctly worded and appear in the appropriate section of the work

d. ensure that permissions fees to be borne by the company are within the budget

e. ensure that permissions are cleared and acknowledgements compiled on schedule

You need to know: 

· 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 rules regarding fair dealing, and the length and nature of material from other works for which permission needs to be obtained, as set out in the Copyright, Designs and Patents Act 1988, the Duration of Copyright and Rights in Performances Regulations 1995, 1996, and subsequent legislation affecting copyright in all media, all as amended and current at the time

· the duration of copyright for literary works and what constitutes infringement of copyright as set out in the Copyright, Designs and Patents Act 1988, the Duration of Copyright and Rights in Performances Regulations 1995, 1996 and subsequent legislation affecting literary copyright in all media, all as amended and current at the time

· your company’s policy on, and internal procedures outlining end-user rights, and what use of personal or other information is permitted within the organisation, within the bounds of the Computer Misuse Act 1990 and Data Protection Act 1998, as amended and current at the time, and other relevant legislation

· 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

· the conventions and house policy on seeking permissions and providing acknowledgements, wording of permissions letters and procedures for obtaining permissions

· how to record permissions for electronic publications both within the content’s metadata and in a content, digital rights, electronic copyright or other asset management system

· the contractual agreement with the author(s) relating to responsibility for obtaining and paying for permissions

· the budget for permissions fees

· the schedule

· sources of legal advice and the procedures for obtaining guidance

· the limits of your personal responsibility on legal matters

UNIT 23
Edit tables, academic apparatus and indexes

Element 23.3
Brief indexers and edit indexes and sitemaps

You must be able to: 

a. prepare a brief covering type of index, required length, intended reader, levels of entries, style issues, layout, format for presentation, and schedule

b. prepare a brief covering the type of sitemap, content, required features, intended user, style issues, layout, format for presentation and schedule

c. check that the index or sitemap conforms to the brief

d. ensure that the entries conform to house and project style for spelling, punctuation, use of numerals and abbreviations, and are consistent with the text

e. check that the entries at all levels are accurate, logical and correctly cross-referenced

f. check that all sitemap hypertext links are accurate, logical and correctly cross-referenced

g. identify queries and notify appropriate individuals to resolve them

h. complete your work on schedule and within budget

You need to know: 

· how and when to use, and the benefits and limitations of available specialist indexing software

· the type(s) of index or sitemap appropriate to the text and the intended market

· the appropriate layout and style for all levels of entry or hypertext links

· how to determine the extent of the index or sitemap

· the conventions for alphabetising and using chronological order

· how to, and the extent to which you should, check references

· the conventions for page or content references

· the conventions for cross-referencing

· the conventions for hypertext and navigation links

· the copyright implications

· the distinction between and implications of working on manuscripts and typescripts to be keyboarded for typesetting, working on hard copy produced from a disk or electronic file that is intended to be used for typesetting externally or page make-up internally, and working on screen, and take steps in the process to ensure high editorial quality regardless of the procedure or tools used

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to apply templates and stylesheets to the text, as necessary, and/or generic coding or mark-up

· the schedule and the budget

UNIT 24
Edit images

This unit is about ensuring that images are appropriate to the text, conform to legal requirements, are appropriately prepared for production, and are accurately reproduced.

Element 24.1
Organise images

You must be able to: 

a. check that the materials, graphics or images supplied comply with the specifications for images and notify the appropriate individuals of any deviation

b. identify missing items and take the appropriate action to obtain them

c. ensure that image briefs are clear, accurate, appropriate to the nature and level of the text, and indicate formats suitable for the production or electronic publishing processes being used

d. ensure that the graphics or images provided are appropriate to the nature and level of the text

e. check illustrator’s roughs against the brief to ensure they are complete and accurate in content, and verify them with the author(s) or other relevant individual(s)

f. check final artworks against the roughs and brief to ensure they are complete and accurate in content and verify them with the author(s) or other relevant individual(s)

g. check that all final artworks are consistent in style

h. check that the quality and format of all graphics or images allow the best reproduction within the technical and financial limitations

i. ensure that all graphics or images are available for the next stage of production on schedule

You need to know: 

· the contractual specifications for the number and type of graphics or images, and who is responsible for providing them

· how to prepare briefs for artwork, photo research and commissioned photography

· how to check and correct artwork

· how to care for artwork, half-tones and transparencies

· how to manage and process artwork in digital form and its associated metadata

· the significance of image resolution

· appropriate image formats, their advantages and limitations, and usefulness in publications of different formats and types

· the difference between image formats: e.g., raster and vector images, vector graphics-based animation programs, etc

· the significance of different colour schemes and models, especially RGB and CMYK, and their appropriate use

· the editorial ramifications of design and image specifications

· the nature and level of the text 

· the nature and requirements of the market(s) for which the work is intended

· the production processes being used

· in what system(s) digital artwork will be held

· the budget and the schedule

UNIT 24
Edit images

Element 24.2
Relate images to text

You must be able to: 

a. ensure all graphics or images are effective and fit for purpose

b. identify all graphics or images and key them in to the text for positioning in a clear and concise manner for design and production purposes

c. ensure that graphics or images are related to the text and positioned accurately

d. ensure that captions, metadata, descriptions and accessibility tags relate logically to the graphics or images, and are verified by the author(s) or other relevant individual(s)

e. maintain internal consistency in content and style within and between text, graphics or images and captions etc

f. check layout, cropping, masking and sizing for editorial and visual and/or structural design implications and cost-effectiveness

You need to know: 

· how to key in graphics or images and captions, descriptions and accessibility tags

· the conventions for positioning graphics or images

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· how to care for artwork, half-tones and transparencies

· how to manage artwork in digital form and its associated metadata

· the significance of image resolution

· appropriate image formats, their advantages and limitations, and usefulness in publications of different formats and types

· the difference between image formats: e.g., raster and vector images, vector graphics-based animation programs, etc

· the significance of different colour schemes and models, especially RGB and CMYK, and their appropriate use

· the nature and level of the text

· the nature and requirements of the market(s) for which the work is intended

· the cost implications of cropping, masking, and reproduction size

· the production processes being used

· in what system(s) digital artwork will be held

· the budget and the schedule

UNIT 24
Edit images

Element 24.3
Edit graphic or image annotation

You must be able to: 

a. ensure that graphics or images are annotated correctly, accurately and appropriately, and that annotations are verified by the author(s) or other appropriate individual(s)

b. mark up and present annotations in a suitable form for designers, illustrators and typesetters and for all intended markets

c. maintain internal consistency in content and style between text, graphics, images, captions and annotations

d. complete your work on schedule

You need to know: 

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· the nature and level of the text

· how to manage artwork in digital form and its associated metadata

· the significance of image resolution

· appropriate image formats, their advantages and limitations, and usefulness in publications of different formats and types

· the difference between image formats: e.g., raster and vector images, vector graphics-based animation programs, etc

· the significance of different colour schemes and models, especially RGB and CMYK, and their appropriate use

· the nature and requirements of the market(s) for which the work is intended

· the current British Standard proofreading marks and how to apply them

· the production processes being used

· file handling procedures and techniques appropriate for the software in use

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· in what system(s) digital artwork will be held

· the schedule

UNIT 24
Edit images

Element 24.4
Ensure images conform to legal requirements

You must be able to: 

a. ensure that all copyright and usage requirements are observed

b. ensure that acknowledgements are correctly worded and appear in the appropriate place in the work

c. ensure that permissions and reproduction fees to be borne by the company are within budget

d. ensure that permissions are cleared and acknowledgements compiled on schedule

You need to know: 

· 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 rules regarding fair dealing, and the nature of material for which permission needs to be obtained, as set out in the Copyright, Designs and Patents Act 1988, and any subsequent and relevant legislation and/or directives affecting copyright in all media, all as amended and current at the time

· the duration of copyright for artistic works and what constitutes infringement of copyright as set out in the Copyright, Designs and Patents Act 1988, the Duration of Copyright and Rights in Performance Regulations 1995, 1996, and subsequent legislation affecting copyright in all media, all as amended and current at the time

· what reproduction rights are

· the conventions and house policy on seeking permissions and providing acknowledgements, wording of permissions letters and procedures for obtaining permissions

· how to record permissions for electronic publications both within the content’s metadata and in a content, digital rights, electronic copyright or other asset management system

· the contractual agreement with the author(s) relating to responsibility for obtaining and paying for permissions

· the budget for permissions and reproduction fees

· the schedule

UNIT 24
Edit images

Element 24.5
Check and correct proofs

You must be able to: 

a. check that the proofs are complete and presented with all original materials, and take appropriate action to locate missing items

b. check that proofs are accurate representations of the images as marked up and briefed for size, cropping and masking

c. check that the quality of the proofs is acceptable and consistent

d. ensure that the level and nature of corrections are necessary and technically feasible within budget and schedule

e. make necessary alterations to text, captions and index as a result of changes to images, clearly, accurately, consistently and cost-effectively

f. correctly colour-code corrections

g. complete your work on schedule

You need to know: 

· how to care for artwork, half-tones and transparencies

· the nature and level of the work and the market(s) for which it is intended

· the production processes used to produce the proofs and to make alterations to them

· the significance of image resolution

· the significance of different colour schemes and models, especially RGB and CMYK, and their appropriate use

· the editorial and design implications of alterations, and how to control them

· the cost and time implications of alterations, and how to control them

· the house style of the organisation and the specific style of the project

· the current British Standard proofreading marks and other mark-up symbols and how to apply them

· the colour-coding conventions for alterations and their purposes

· the schedule and the budget for the job

UNIT 24
Edit images

Element 24.6
Check and correct digital artwork

You must be able to: 

a. check that graphics and images in digital form are complete and presented, and take appropriate action to locate missing files

b. ensure all graphics or images are effective and fit for purpose

c. check that graphics and images are accurate representations of the original files as marked up and briefed for manipulation, resizing, cropping and masking

d. check that the quality of the graphics and images is acceptable and consistent

e. ensure that the level and nature of corrections are necessary and technically feasible within budget and schedule

f. make necessary alterations to content, captions, metadata, descriptions and accessibility tags and index as a result of changes to graphics or images, clearly, accurately, consistently and cost-effectively

g. complete your work on schedule

You need to know: 

· file handling procedures and techniques appropriate for the software in use

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· how and when to use, and the benefits and limitations of available specialist image manipulation software

· the significance of image resolution

· appropriate image formats, their advantages and limitations, and usefulness in publications of different formats and types

· the difference between image formats: e.g., raster and vector images, vector graphics-based animation programs, etc

· the nature and level of the work and the market(s) for which it is intended

· the production processes used to produce the proofs and to make alterations to them

· the editorial and design implications of alterations, and how to control them

· the cost and time implications of alterations, and how to control them

· the house style of the organisation and the specific style of the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· the current British Standard proofreading marks and other mark-up symbols and how to apply them

· the colour-coding conventions for alterations and their purposes

· the schedule and the budget for the job

UNIT 25
Proofread text and collate corrections

This unit is about ensuring that all typesetting, page make-up and digital content is accurate and consistent.

Element 25.1
Read and correct text for print and electronic products

You must be able to: 

a. read proofs or content against previous stage or content version to ensure accuracy of setting

b. read proofs or content to ensure that spelling, grammar and punctuation are correct where required to be so

c. read proofs or content to ensure internal consistency of text, structure, typography and layout

d. review content to ensure that all required metadata, navigation and hypertext links are present

e. read proofs or content to ensure that word-breaks are appropriate

f. ensure that the house and project styles have been applied correctly and consistently

g. mark alterations to text and layout clearly and accurately, using current British Standard proofreading marks in the approved manner and colours

h. make alterations to content, recording clearly any alterations using software tracking features or traceable typographic conventions

i. ensure that alterations are practicable in terms of production processes, the budget and the schedule

j. notify appropriate individuals of implications of alterations to text, structure, navigation, typography or layout

k. resolve problems affecting text, structure, navigation, typography or layout, and bring unresolved problems to the attention of the appropriate individuals clearly and concisely

l. complete your work on schedule and within the budget

m. follow the brief

You need to know: 

· spelling, grammar, punctuation and word-breaks for the language in which you are proofreading

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· the house style of the organisation and the specific editorial style of stylesheets or templates used for the project, including accessibility, usability, interactivity and metadata guidelines for electronic publications

· the design specification of the project and how to interpret it

· typographic and page make-up conventions, and generic coding, mark-up and/or style conventions for digital content

· the nature and requirements of the market(s) for which the work is intended 

· the current British Standard proofreading marks and how to apply them

· the colour-coding conventions for alterations and their purposes

· the benefits and limitations of available software tools (e.g. macros, file comparisons, search and replace, spell and grammar checkers); how and when to use them; and how to correct errors that they overlook or introduce

· how and when to use software tagging, tracking and tracing features and facilities, e.g. Microsoft Word’s Track Changes facilities

· what traceable typographic, generic coding and/or tagging conventions are to be used when correcting digital content, e.g. underlining insertions, striking-through deletions, etc

· the production processes used to produce the proofs and to make alterations to them

· the electronic publishing processes used to generate and maintain content, and when and how to make alterations or updates to this content

· how and when to amend or add metadata to digital content, and the metadata standard to be used, e.g. Dublin Core

· how to record alterations to digital content on paper, in content management systems, management information systems or XML solutions

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the editorial and design implications of alterations, and how to control them

· the cost and time implications of alterations, and how to control them

· the schedule and the budget for the job

UNIT 25
Proofread text and collate corrections

Element 25.2
Collate corrections electronically or on text proofs

You must be able to: 

a. identify outstanding queries and take appropriate action to resolve them

b. collate alterations to text and layout to produce a single set of proofs or electronic project that is marked clearly and accurately using current British Standard proofreading marks in the approved manner and colours, using software tracking features or traceable typographic conventions

c. ensure that collated alterations to text, typography, layout, images, hypertext links and navigation maintain internal consistency

d. ensure that alterations are practicable in terms of production processes, the budget and the schedule

e. notify appropriate individuals of implications of alterations to text, typography, layout, images, hypertext links and navigation

f. complete your work on schedule and within budget

g. follow the brief

You need to know: 

· spelling, grammar, punctuation and word-breaks for the language in which you are working

· common editorial problem errors encountered when editing on screen, e.g. character and font substitution, character sets, special sorts, special or non-printing characters, non-text items, etc 

· the house style of the organisation and the specific editorial style of, or stylesheets or templates used for, the project

· the design specification of the project and how to interpret it

· typographic and page make-up conventions; generic coding, mark-up and/or style conventions for digital content

· the nature and requirements of the market(s) for which the work is intended

· the current British Standard proofreading marks and how to apply them

· the colour-coding conventions for alterations and their purpose

· the benefits and limitations of available software tools (e.g. macros, file comparisons, search and replace, spell and grammar checkers); how and when to use them; and how to correct errors that they overlook or introduce

· how and when to use software tagging, tracking and tracing features and facilities, e.g. Microsoft Word’s Track Changes facilities

· what traceable typographic, generic coding and/or tagging conventions are to be used when correcting digital content, e.g. underlining insertions, striking-through deletions, etc

· the production processes used to produce the proofs and to make alterations to them

· the electronic publishing processes used to generate and maintain content, and when and how to make alterations or updates to this content

· how and when to amend or add metadata to digital content, and the metadata standard to be used, e.g. Dublin Core

· how to record alterations to digital content on paper, in content management systems, management information systems or XML solutions

· what file management procedures and techniques are appropriate, including working with current files, making and keeping back-up copies, and when to delete obsolete files

· the editorial and design implications of alterations, and how to control them

· the cost and time implications of alterations, and how to control them

· the schedule and the budget for the job

· how to communicate effectively with others

UNIT 25
Proofread text and collate corrections

This unit has been imported from the Information and Communication Technologies (ICT) national occupational standards in recognition of the need for checking, validating and verifying electronic publications, such as Websites, content management systems etc.

Element 25.3
Testing ICT systems
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres

You must be able to: 

a. carry out relevant or specified preparation and conclusion activities

b. select, adapt and use appropriate or specified testing tools

c. gather, record and respond to test information and test results

d. provide technical advice to support testing

You need to know: 

· the purposes of testing (e.g. checking functionality, obtaining performance information, comparing actual and expected performance, performance analysis)

· the testing process to be followed (e.g. types and significance of testing methods, selecting testing tools to be used, ways to configure tests, work procedures to be followed, procedures for recording information) 

· what test preparation and conclusion activities are necessary for specific tests (e.g. system or equipment integrity, data integrity, resource availability)

· testing strategies of the organisation

· technical information on a specified range of products

· how to interpret error codes or messages, and identify wider implications of test results such as product design, performance or business impact

· how to compare results with specifications

· how to identify inconsistent data

· how to use diagnostic software, on-line monitoring software or software debuggers

� This imported unit has been condensed and reformatted to meet the needs of and audience for the Publishing National Occupational Standards. For the original unit, please refer to the e-skills UK National Occupational Standards for Using IT.


� This imported unit has been condensed and reformatted to meet the needs of and audience for the Publishing National Occupational Standards. For the original unit, please refer to the e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres.
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