THE PUBLISHING TRAINING CENTRE

National Occupational Standards for Publishing

Commissioning and acquisitions

UNIT 1
Identify and evaluate markets, publishing priorities and resources

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

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

UNIT 2
Develop publishing proposals

Element 2.1
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
Establish and maintain the structure of a publishing plan

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

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

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

Element 4.2
Negotiate agreements

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

Element 4.4
Monitor progress and check finished submissions

Rights

UNIT 5
Establish potential for rights sales 

Element 5.1
Assess the factors necessary to maximise rights sales

Element 5.2 
Establish the ownership of rights, and plan a selling strategy for rights

UNIT 6
Sell primary rights prior to publication

Element 6.1
Identify potential partners

Element 6.2
Verify rights that are owned and licensed

Element 6.3
Present proposals to potential partners

Element 6.4
Select final co-edition licensee

UNIT 7
Sell secondary and subsidiary rights after publication

Element 7.1
Identify potential rights and customers

Element 7.2
Present titles to potential customers

Element 7.3
Select final licensee

UNIT 8
Negotiate rights agreements

Element 8.1
Establish the nature and duration of licence

Element 8.2
Negotiate contractual and financial terms

Element 8.3
Ensure legal compliance in rights contracts

UNIT 9
Administer and monitor rights agreements

Element 9.1
Administer existing rights agreements

Element 9.2
Monitor compliance with legal and financial terms

Element 9.3
Establish production schedules with customers and partners

Contracts

UNIT 10
Review and prepare contracts

Element 10.1
Review and prepare contracts for your organisation’s acquisition of rights

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

UNIT 11
Control internal administration of contracts

Element 11.1
Communicate and disseminate contractual information

Element 11.2
Maintain contracts archive and precedent information

UNIT 12
Advise on legal and contractual matters

Element 12.1
Advise on the terms and conditions of proposed contracts

Element 12.2 
Interpret existing contracts and advise on legal matters arising out of and related to them

Design (visual)

UNIT 13
Formulate and present visual design proposals

Element 13.1
Receive and interpret a design brief

Element 13.2
Formulate publishing design proposals

Element 13.3
Present design proposals

UNIT 14
Produce a visual design specification

Element 14.1
Produce a typesetting specification

Element 14.2
Produce a style specification for an electronic publication

Element 14.3
Produce an illustrated book or journal specification

Element 14.4
Contribute to paper, print and binding specifications 

Element 14.5
Contribute to an electronic publication technical specifications

Element 14.6
Cost publishing design work

UNIT 15
Implement visual design specifications

Element 15.1
Commission freelance services

Element 15.2
Manage publishing design

Element 15.3
Manage electronic publishing design

Element 15.4
Check quality and accuracy of proofs

Element 15.5
Check quality and accuracy of electronic prototypes

Editorial management of print and electronic publishing projects

UNIT 16
Manage editorial projects

Element 16.1
Receive and assess material and electronic resources

Element 16.2
Create and manage schedules

Element 16.3
Establish and prepare resources to fulfil editorial requirements

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

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)
Element 16.6
Evaluate completed editorial projects

Element 16.7
Assess on-going requirements for electronic publishing projects

UNIT 17
Manage editorial budgets

Element 17.1
Produce editorial budgets

Element 17.2
Monitor and control editorial budgets

UNIT 18
Control editorial quality

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

Element 18.2
Monitor the quality of editorial services

Element 18.3
Check editorial quality and functionality of electronic prototypes

Element 18.4
Ensure compliance with legal requirements

Design (structural)

UNIT 19
Formulate and present structural design proposals

Element 19.1
Receive and interpret a structural design brief

Element 19.2
Formulate structural design proposals

Element 19.3
Present structural design proposals

UNIT 20
Produce a structural design specification

Element 20.1
Produce a structural design specification

Element 20.2
Contribute to technical specifications

Element 20.3
Cost structural design work

UNIT 21
Implement structural design specifications

Element 21.1
Commission freelance or developer services

Element 21.2
Manage a structure

Element 21.3
Check structural quality and functionality of electronic prototypes

Editing

UNIT 22
Edit text

Element 22.1
Assess text

Element 22.2
Website software
This unit has been imported from e-skills UK National Occupational Standards for Using IT
Element 22.3
Copy-edit text

Element 22.4
Prepare preliminary pages

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

Element 22.6
Ensure text conforms to legal requirements

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

Element 22.8
Encode and structure content for electronic publications

UNIT 23
Edit tables, academic apparatus and indexes

Element 23.1
Copy-edit tables and academic apparatus

Element 23.2
Ensure materials conform to legal requirements

Element 23.3
Brief indexers and edit indexes and sitemaps

UNIT 24
Edit images

Element 24.1
Organise images

Element 24.2
Relate images to text

Element 24.3
Edit graphic or image annotation

Element 24.4
Ensure images conform to legal requirements

Element 24.5
Check and correct proofs

Element 24.6
Check and correct digital artwork

UNIT 25
Proofread text and collate corrections

Element 25.1
Read and correct text for print and electronic products

Element 25.2
Collate corrections electronically or on text proofs

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
Production

UNIT 26
Estimate and control production costs

Element 26.1
Prepare production specifications

Element 26.2
Produce production estimates

Element 26.3
Check and record production costs

UNIT 27
Estimate and control electronic publication costs

Element 27.1
Prepare and produce publication specifications

Element 27.2
Investigating and defining requirements
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 27.3
Check and record publication costs

UNIT 28
Create and control production and publication schedules

Element 28.1
Create production and publication schedules

Element 28.2
Control the production and publication schedule

UNIT 29
Control new title production

Element 29.1
Place orders

Element 29.2
Control quality

Element 29.3
Control dispatch and delivery

Element 29.4
Maintain plant and plant records

UNIT 30
Control reprints

Element 30.1
Place reprint orders

Element 30.2
Control quality

Element 30.3
Control dispatch and delivery

Element 30.4
Maintain plant and plant records

UNIT 31
Purchase print and materials

Element 31.1
Select suppliers

Element 31.2
Identify technical opportunities

Element 31.3
Purchase print

Element 31.4
Specify and purchase materials

Element 31.5
Open a new supplier account

UNIT 32
Control electronic publications

Element 32.1
Managing software development
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 32.2
Software development — component creation
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 32.3
Software development — design
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 32.4
System management
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 32.5
System operation
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Marketing and direct sales

UNIT 33
Investigate opportunities for publishing

Element 33.1
Identify and evaluate existing and potential markets for publishing products

Element 33.2
Contribute to the development of publishing products

Element 33.3
Involve authors, contributors and providers of material in the marketing of publishing products

UNIT 34
Plan marketing for publishing products

Element 34.1
Prepare marketing and communications plans and strategies

Element 34.2
Plan and monitor marketing budget 

Element 34.3
Prepare and pass on new and renewal sales targets 

Element 34.4
Monitor and evaluate marketing activities

UNIT 35
Create appropriate marketing tools for publishing products

Element 35.1
Prepare preliminary marketing tools

Element 35.2
Prepare marketing tools for individual products

Element 35.3
Provide on-going marketing support for the organisation 

Element 35.4
Plan and execute e-commerce operations

UNIT 36
Organise publicity and public relations for publishing

Element 36.1
Planning publicity and public relations 

Element 36.2
Create and maintain effective media contacts

Element 36.3
Contribute to effective corporate public relations 

Element 36.4
Monitor and evaluate publicity and PR activities

UNIT 37
Organise and run a direct marketing campaign for publishing products

Element 37.1
Plan a direct marketing campaign

Element 37.2
Organise a direct marketing campaign 

Element 37.3
Plan and organise an online marketing campaign or promotion

Element 37.4
Develop, manage and maintain contact lists

Element 37.5
Evaluate the success of direct marketing 

UNIT 38
Organise a marketing events and demonstrations to promote publishing products

Element 38.1
Promote the organisation at exhibitions, fairs and conferences

Element 38.2
Contribute to a sales conference or other promotional event

UNIT 39
Direct sales and customer care and support

Element 39.1
Customer care
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 39.2
Direct selling and customer acquisition in Contact Centres
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
Element 39.3
Remote support for products or services
This unit has been imported from e-skills UK National Occupational Standards for Information and Communication Technologies and Contact Centres
