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UNIT 16
Manage editorial projects

This unit is about ensuring that all editorial work on a project is completed on schedule, within budget and to the required quality. Unit 32, Control electronic publications, is also relevant to this unit.

Element 16.1
Receive and assess material and electronic resources

You must be able to:

a. manage projects using best project management principles and methods 

b. check that materials and electronic resources will be received on time

c. check that the materials and electronic resources comply with the contract and specifications

d. identify missing items and take appropriate action to obtain them

e. understand the product required at the end of the publishing process and the editorial role in producing it

f. identify inadequacies of structure, content, encoding, mark-up, level and quality relative to the contract and specifications, and take appropriate action to rectify them

g. check that the hard copy matches the disk(s), electronic version or content in software systems, electronic file repositories, content management systems, management information systems or XML solutions

h. check that the electronic publication tools match technological requirements

i. assess a brief from an acquisitions editor or electronic publishing colleague

j. assess whether the editorial work can be completed to the required quality in the time allocated, within the stated budget and by the processes planned, and take appropriate action if this is not feasible

You need to know:

· appropriate project management principles, tools and techniques

· the schedule, the implications of slippage, and how to handle scheduling problems

· the various relevant products of the editorial and electronic publishing processes

· the contractual specifications of extent, content, mark-up, structure and level

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

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

· the production and/or electronic publishing processes being used

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

· how to handle and manage content in software systems, electronic file repositories, 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, and working on screen, and what steps to take in the process to ensure high editorial quality regardless of the procedure or tools used

· 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

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

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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 budget within your control

UNIT 16
Manage editorial projects

Element 16.2
Create and manage schedules

You must be able to:

a. manage projects using best project management principles and methods 

b. identify factors influencing editorial and electronic publishing work on each project

c. establish an appropriate sequence of actions for editorial and electronic publishing work on each project to produce the required product(s)

d. create schedules for editorial and electronic publishing work that are realistic, accurate and compatible with the overall schedule and publication date for each project

e. organise editorial and electronic publishing schedules to take into account the requirements of the overall publishing programme

f. ensure that all individuals, developers and freelancers involved in each project are aware of and fulfil their schedule responsibilities

g. monitor the dispatch and receipt of all materials

h. identify potential and actual deviations from the schedule promptly, consult with the relevant people, and take action to prevent or minimise delays, without exceeding the budget or compromising the quality of the project

i. notify relevant people of revisions to the schedule

You need to know:

· appropriate project management principles, tools and techniques

· the principles of scheduling

· the overall publishing and/or electronic publishing programme

· the form and nature of the materials and electronic resources supplied for each project

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

· the budget

· the location and availability of the author(s) and other people working on the project

· the editorial tasks appropriate to each project and the amount of time needed to complete them

· how to determine critical path(s)

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

· the design and production and electronic publishing processes being used on each project, and the amount of time they require

· the implications of adopting different processes and technologies to prevent or minimise delays

· the implications of delay

· how to establish and maintain lines of communication with all the people working on each project

· how to establish and monitor progress-reporting procedures

UNIT 16
Manage editorial projects

Element 16.3
Establish and prepare resources to fulfil editorial requirements

You must be able to:

a. manage projects using best project management principles and methods 

b. determine what resources are needed to complete all editorial and electronic publishing work to the required quality, within the schedule and the budget

c. ensure that all resources are available when required

d. allocate resources between individual projects according to publishing priorities

e. prepare briefs for all delegated work to enable it to be done to required quality within schedule and budget

f. ensure that authors, content providers, developers and freelancers understand their rights and responsibilities in presenting material and processing the work

g. guide authors, content providers, developers and freelancers on how to use electronic tools effectively

h. ensure that authors, content providers, developers and freelancers are aware of any on-going requirements for the product in terms of revising material or providing updates 

You need to know:

· appropriate project management principles, tools and techniques

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

· the rights, responsibilities and availability of authors, content providers, developers and freelancers

· the contractual obligations of the company and the authors, content providers, developers and freelancers

· the design and production and development specifications of individual projects

· the design and production and development processes being used on individual projects

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

· how to prepare briefs

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

· how to locate and when to acquire appropriate resources

· how to manage software systems, electronic file repositories, content management systems, management information systems or XML solutions

· how to maintain good working relationships with suppliers, developers and freelancers

· the market rates for required resources

· what factors influence the budget and schedule, and how to control them

· how to establish and maintain lines of communication with all the people working on a project

UNIT 16
Manage editorial projects

Element 16.4
Establish and maintain information on suppliers of editorial services and developers of electronic publications

You must be able to:

a. ensure that you have and maintain an adequate number of competent suppliers, developers and freelancers to enable you to meet project schedules and quality demands

b. accurately assess the competence of individual suppliers, developers and freelancers of editorial services and electronic publication development and their value in relation to their cost

c. organise and maintain up-to-date records of individual suppliers, developers and freelancers

You need to know:

· the nature of skills and services required to execute specific tasks to the required quality

· how to screen and evaluate suppliers, developers and freelancers

· sources of supplies and electronic resources

· how to maintain good working relationships with suppliers, developers and freelancers

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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

UNIT 16
Manage editorial projects

Element 16.5
Identify and agree editing outcomes and process
This unit has been imported from Skillset’s National Occupational Standards for Editing (unit E1)
You must be able to:

a. obtain from appropriate sources information on the required format, content, style and duration of the publication

b. identify any unusual or innovative aspects of the publication and note them clearly and accurately

c. review publication information, both written and verbal, and accurately identify its implications for the editing process and the range of potentially suitable editing media and processes

d. clarify promptly with colleagues any uncertainties over what is required

e. give realistic and constructive advice to other decision makers, and make suggestions for editing approaches and styles

f. where it is felt that changes to publication processes would facilitate the editing process, put proposals to colleagues in time for changes to be made

g. where editing requirements are not achievable with the resources and time available, propose realistic and constructive alternatives

i. reach realistic agreements, both written and verbal, on editing outcomes, media and processes, and confirm them with colleagues

j. assess against production requirements and constraints the advantages, disadvantages and capabilities of different media and processes, and discuss them with colleagues

k. select and recommend the editing media and processes which have the greatest potential for meeting aesthetic, stylistic and technical needs within timescales and budget

l. where others require additional information provide it promptly and in a form suitable for their needs

m. identify and specify accurately requirements for transferring images, video and sound to different formats for editing

n. assess the impact of the selected editing media and processes on other aspects of the production, and identify accurately consequent changes required to other areas

You need to know:

· where editing fits into, and relates to the production process

· the types and sources of information relevant to the editing of a publication and how to assess these sources

· different editing approaches and styles — how they can be used and adapted, and their suitability for different types of publication

· the general resources required for editing and how to assess what can be achieved with available resources and within timescales

· how to assess production information for its impact on the editing function, including how to recognise unusual or innovative aspects

· what factors need to be included in agreements with others, including the contractual and environmental parameters to be considered and used; the technical standards to be applied; the duration and format of the end product

· the factors to take into account, and criteria to be used, in assessing which media or process would be most suitable for a publication, and how to evaluate those factors

· how to identify and correct material originated in different formats

· the circumstances in which materials may need to be transferred from one format to another, and the factors which affect the feasibility of such transfers

· how to present technical information and advice in a constructive way to those who do not have the relevant technical knowledge and understanding

UNIT 16
Manage editorial projects

Element 16.6
Evaluate completed editorial projects

You must be able to:

a. manage projects using best project management principles and methods 

b. review completed projects and identify problems encountered in completing work on schedule, within budget and to the required quality

c. provide accurate, timely and constructive feedback to suppliers, developers, freelancers and other people concerned

d. use information gained from evaluations in planning future projects

e. keep records to identify critical departures from plan

You need to know:

· appropriate project management principles, tools and techniques

· the criteria for evaluating projects and electronic publications

· the nature and requirements of the project and electronic publications and the market(s) for which it is intended

· the budget and the schedule

· publishing procedures and technical possibilities of process

· electronic publishing procedures and technological requirements, possibilities of process

· sources of information and advice on technical and technological matters

· 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 

· what feedback is relevant to whom

· 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

· what statutory and/or regulatory requirements must be discharged, e.g. sending legal deposit copies to the British Library or the Library of Congress, etc

· how to maintain lines of communication

UNIT 16
Manage editorial projects

Element 16.7
Assess on-going requirements for electronic publishing projects

You must be able to:

a. review completed electronic publications and assess on-going maintenance, updating, e-commerce and security requirements

b. ensure that the author, contributor, developer, editor, designer, freelancer, indexer and provider of material are aware of any on-going requirements for the product in terms of revising material or providing updates 

c. measure the qualitative and quantitative success of the electronic publication

d. assess the accessibility, usability and security of the electronic publication

e. develop and assess maintenance, updating, e-commerce and security plans

f. provide accurate, timely and constructive information to suppliers, developers and other people concerned

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 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 criteria for maintaining, updating and securing existing electronic publications

· how to measure the qualitative and quantitative success of the electronic publication

· how to assess the accessibility, usability and security of the electronic publication

· the nature and requirements for maintenance and updating of the electronic publications and its audience

· the budget and the schedule for maintenance or updating of the electronic publication

· electronic publishing procedures and security and technological requirements, possibilities of process

· sources of information and advice on maintenance, updating and security matters

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

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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

· what feedback is relevant to whom

· how to maintain lines of communication

UNIT 17
Manage editorial budgets

This unit is about producing and controlling the cost of editorial and electronic publishing work.

Element 17.1
Produce editorial budgets

You must be able to:

a. accurately quantify the cost of each external editorial service, content provision and element development required by the brief

b. estimate internal costs where charged

c. check that budgets are sufficient to deliver required editorial services and resources, content and electronic components on schedule and to the quality required

d. ensure that editorial costings are optimised by effective project planning

e. agree editorial budgets with relevant authority

You need to know:

· the nature and requirements of the project or electronic publication and the market(s) for which it is intended

· the editorial tasks appropriate to each project or electronic publication

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

· the design and production and development specifications of individual projects

· the design and production and electronic publishing / development processes being used on individual projects

· the schedule for the individual tasks and for the project as a whole

· the market rates for editorial services and resources, content provision, electronic publication development work and the nature and extent of other expenses likely to be incurred in the provision of resources and services

· how to collect, interpret and present financial information

· how to collect, process, interpret and present technical information on electronic publications

· who has authority and responsibility for agreeing budgets

UNIT 17
Manage editorial budgets

Element 17.2
Monitor and control editorial budgets

You must be able to:

a. ensure that prices negotiated with suppliers, developers and freelancers are within the budget

b. ensure that terms and conditions negotiated with suppliers, developers and freelancers are favourable to the project

c. identify potential and actual deviations from the budget promptly, consult with the relevant people, and take action to prevent or minimise overspending, without causing delay or compromising the quality of the project

d. check that all invoices accurately reflect brief and agreed terms, and ensure they are correctly and promptly authorised for payment

e. query invoices that deviate from agreed terms and resolve differences with suppliers, developers and freelancers

f. present final actual costs in comparison with budget costs

You need to know:

· the agreed budget

· the financial implications of suppliers’, developers’ and freelancers’ rights, terms and conditions

· cost apportionment of proof and software corrections and alterations

· the contractual obligations of the company and the authors, content suppliers, developers and freelancers

· who has authority and responsibility for agreeing budgets

· how to maintain lines of communication

· how to maintain good working relationships with suppliers, developers and freelancers

· how to establish and monitor progress-reporting procedures

· how to collect, interpret and present financial information

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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 

· how to collect, process, interpret and present technical information on electronic publications

UNIT 18
Control editorial quality

This unit is about briefing suppliers of editorial services and electronic publication developers and controlling the quality of editorial work. Unit 32, Control electronic publications, is also relevant to this unit.

Element 18.1
Commission and brief suppliers of editorial services and developers of electronic publications

You must be able to:

a. select suppliers, developers and freelancers capable of fulfilling the brief

b. negotiate prices with suppliers, developers and freelancers that are within budget

c. negotiate terms and conditions with suppliers, developers and freelancers that are favourable to the project

d. provide accurate and thorough briefs and sufficient materials and electronic resources to elicit work of the required quality from authors, content providers, developers, freelancers and other suppliers

e. guide authors, content providers, developers, freelancers on how to use electronic tools effectively

f. brief authors, content providers, developers, freelancers and other suppliers in sufficient time to enable them to meet agreed schedules

g. ensure that authors, content providers, developers and freelancers are aware of any on-going requirements for the product in terms of revising material or providing updates 

You need to know:

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

· the budget

· the detailed editorial and/or electronic publishing tasks that need to be performed and the materials and electronic resources required to perform them 

· sources of suppliers, content providers, developers and freelancers

· the experience and capabilities of individual suppliers, developers and freelancers

· the implications of suppliers’, content providers’, developers’ and freelancers’ (including indexers’) copyright and moral rights

· the design and production and electronic publication specification

· the design and production and electronic publishing processes being used

· the schedule for the individual tasks and for the project as a whole

· the market rates for editorial and electronic publishing services and resources, and the nature and extent of other expenses likely to be incurred in the provision of resources and services

· how to manage software systems, electronic file repositories, content management systems, management information systems or XML solutions

· 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

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

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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

· how to negotiate effectively with others

UNIT 18
Control editorial quality

Element 18.2
Monitor the quality of editorial services

You must be able to:

a. check completed tasks to ensure that they fulfil the brief and that material or electronic resource is presented in a form ready for final use or further processing

b. check edited material and indexes to ensure that they are factually accurate, structurally correct, internally consistent and conform to legal and technical requirements

c. ensure editorial changes and queries on manuscripts are raised with authors and other relevant people, and resultant alterations are correctly and accurately implemented

d. ensure editorial changes and queries on electronic publications are raised with authors, content providers, developers, freelancers and other relevant people, and resultant alterations are correctly and accurately implemented

e. check completed tasks to ensure that house style has been correctly and consistently applied

f. check and manage content in software systems, electronic file repositories, content management systems, management information systems or XML solutions

g. check proofs to ensure that they have been read accurately against previous stage, that internal consistency has been maintained and that corrections are marked clearly using British Standard proofreading marks in the approved manner and colours

h. ensure editorial queries on proofs are raised with authors and other relevant people, and resultant agreed alterations are correctly and accurately implemented

i. check editorial queries on content in content management systems, management information systems or XML solutions are raised with authors and other relevant people, and resultant agreed alterations are correctly and accurately implemented

j. assess budgetary and schedule implications of alterations to proofs, content provision or software, and act to avoid or minimise excess expenditure or delay

k. identify and rectify sub-standard work, avoiding or minimising excess expenditure and delay

l. provide feedback on the quality of their work to all individuals concerned

You need to know:

· the briefs, appropriate editorial tasks and quality criteria for individual projects

· the schedule and the implications of delays

· the form and nature of the materials and electronic resources supplied

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

· the budget

· copy-editing, editing on screen and electronic publishing methods and conventions

· indexing conventions

· current British Standard proofreading marks and how to apply them, and colour-coding conventions

· how to manage content in software systems, electronic file repositories, content management systems, management information systems or XML solutions

· house style, spelling, grammar and punctuation

· the editorial, design, electronic publishing, budgetary and scheduling implications of alterations to proofs, content or software, and how to control them

· 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, and working on screen, and what steps to take in the process to ensure high editorial quality regardless of the procedure or tools used

· 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 design and production and electronic publishing processes being used

· how to establish and maintain lines of communication with all the people working on the project

· how to provide constructive feedback

UNIT 18
Control editorial quality

Element 18.3
Check editorial quality and functionality of electronic prototypes

You must be able to: 

a. check that editorial design instructions have been correctly carried out; that content, navigation and structural elements are correct and functional

b. conduct quality assurance and functionality testing of the electronic prototype

c. assess the accessibility and usability of the electronic prototype

d. prioritise and organise fixing of ‘bugs’

e. work within the cost and time consequences of all editorial changes

f. work within the technical limitations of navigational techniques and technology restrictions

You need to know:

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

· 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

· how to assess the accessibility and usability of the electronic publication

· the electronic publication style, structure and technical specifications

· the method of tracking, prioritising, fixing and monitoring bugs or errors in the prototype

· what are the technical and technological limits of the overall design and prototype; and to what extent changes you wish to make are achievable

· the timetable for quality assurance and functionality testing and the availability of time within the overall electronic publication schedule for remapping, redeveloping etc.

· budgetary constraints

· the cost and time implications of making changes to the prototype

· your company’s quality and functionality requirements for the particular electronic publication in question

UNIT 18
Control editorial quality

Element 18.4
Ensure compliance with legal requirements

You must be able to:

a. monitor primary legal and other relevant standards checks on the contents of projects and identify all questionable materials

b. accurately assess the level and nature of legal advice required and notify appropriate individuals of action taken or needed

c. ensure that changes are made to materials and electronic resources within editorial responsibility to obviate the need for further legal evaluation

d. check that copyright and permissions requirements are complied with

e. check that disability discrimination, e-commerce, accessibility and usability requirements, regulations and/or legislation are complied with

f. check to ensure that all relevant documentation is maintained

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

· about and refer to any profession or other non-statutory standards applicable to a particular project

· 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 Performance 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 and 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

· 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

· the contractual agreement with the author(s), content providers, developers and freelancers relating to responsibility for obtaining and paying for permissions, and for indemnifying the company against libel, plagiarism, and passing off

· sources of legal advice and the procedures for obtaining guidance

· the limits of your personal responsibility and authority on legal matters and for making alterations to materials

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

· your company’s policy on, and internal procedures outlining end-user rights, and what use of content 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

· how to establish and monitor procedures for checking legal issues

· how to work effectively with others
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