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UNIT 13
Formulate and present visual design proposals

This unit covers the preliminary stages of visual design of printed and electronic publications: how you interpret the requirements of a brief and translate them into an achievable form; and how you present your design proposals to your colleagues.

Element 13.1
Receive and interpret a design brief

You must be able to: 

a. collect sufficient information about the design requirements of the project

b. comprehend the part design will play in achieving the organisation’s market objectives for a particular title or electronic publication

c. advise on the practical feasibility of individual design requirements

d. identify areas of the brief where flexibility of interpretation is permissible

e. recognise practical, hardware, software or financial limitations attaching to individual projects

f. understand the cost implications of design solutions you may propose

g. identify opportunities for future spin-offs and add-ons

You need to know:

· how visual design techniques vary according to the format, technology and the type of information to be communicated

· 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 audience

· the nature of the book, journal or electronic publication to be produced and the market at which it is aimed

· manufacturing processes and their capabilities; standard book and journal sizes; appropriate paper types; and economic page extents

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

· ways of combining information and content of various types

· the equipment to be used for typesetting and reproduction and its capabilities and limitations.

· the hardware and software to be used for developing, transmitting, maintaining and storing the electronic publication and its capabilities and limitations

· the use of appropriate in-house equipment, hardware and software

· any limitations imposed by budget, series style, intended readership, contractual commitments, technology, etc.

· 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

· publication date and scheduling requirements

· the editorial, development and marketing implications of the work

UNIT 13
Formulate and present visual design proposals

Element 13.2
Formulate publishing design proposals

You must be able to: 

a. translate what you have learned from the brief into an achievable form

b. visualise how the final result required will be achieved

c. prepare your design concepts for presentation to colleagues in a form which conveys the impact of the finished product

d. evaluate the technical requirements of the design concept

e. evaluate the cost implications of design solutions you may propose

f. produce an action plan

You need to know:

· how visual design techniques vary according to the format, technology and the type of information to be communicated

· 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 audience

· the nature of the title or electronic publication to be produced and the market at which it is aimed

· suitability of the design solutions for the planned readership: relationship between text and images; type size and spacing; image formats and resolutions; colour; particular messages to be sent by the design style

· suitability of the design solutions for an electronic publication for the planned readership: relationship between content elements; font size and spacing; particular messages to be sent by the design style

· ways of combining information and content of various types

· how to transmit the sense, mood and message of a book, journal or electronic publication by means of design

· the probable way in which the book, journal or electronic publication will be used: for reference, for ‘surfing’ or browsing, for continuous reading — and how the design can reflect this

· manufacturing processes and their capabilities; standard book and journal sizes; appropriate paper types; and economic page extents

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

· the equipment to be used for typesetting and reproduction and its capabilities and limitations

· the hardware and software to be used for developing, transmitting, maintaining and storing the electronic publication and its capabilities and limitations

· the use of appropriate in-house equipment, hardware and software

· any limitations imposed by budget, series style, intended readership, contractual commitments, technology, etc.

· 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 cost of any bought-in services: picture research; freelance illustration; presentation materials, content etc.

· publication date and scheduling requirements

· the resource implications for this and other departments

· about any design constraints, e.g. corporate guidelines, logos

UNIT 13
Formulate and present visual design proposals

Element 13.3
Present design proposals

You must be able to: 

a. demonstrate that you have understood the brief and interpreted it correctly

b. present your design proposals to colleagues in a form that conveys the impact of the finished product

c. explain and justify any variations from the original brief

d. incorporate required modifications in the most effective way

e. justify the cost implications of any proposed changes to the design brief

f. transmit the sense, mood and message of a book, journal or electronic publication by means of design

You need to know:

· how visual design techniques vary according to the format, technology and the type of information to be communicated 

· 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 audience

· methods and cost of presenting visual materials or electronic publication designs and the appropriate media to convey the required effect

· ways of combining information and content of various types

· techniques of graphic presentation

· the use of appropriate in-house equipment, hardware and software

· how you propose to achieve the results you have presented through the manufacturing process: the capabilities and limitations of reproduction techniques

· how you propose to achieve the results you have presented through the electronic publication development process; the capabilities and limitations of development techniques

· suitability of the design solutions for the planned readership: relationship between text and images; type size and spacing; image formats and resolutions; colour; particular messages to be sent by the design style

· suitability of the design solutions for an electronic publication for the planned readership: accessibility; relationship between content elements; font size and spacing; particular messages to be sent by the design style

· similar competing titles or electronic publications in the marketplace and how your design solutions compare 

UNIT 14
Produce a visual design specification

This unit is about preparing the elements of visual design for the production process: and how you translate the design concept into practical reality, and how you work with your colleagues to achieve the required results.

Element 14.1
Produce a typographic specification

You must be able to: 

a. produce a typographic specification that is complete, accurate and comprehensible, and includes instructions for all design elements

b. demonstrate that the specification is appropriate to the overall purpose and planned market for the book or journal

c. ensure that the specification is technically feasible within manufacturing constraints

d. Make use of any in-house equipment or software that may be appropriate

You need to know:

· book and journal size and type area; treatment of images; paper to be used etc.

· how the book or journal is going to be typeset: whether using the author’s electronic files and in-house software or using an outside typesetter

· the systems and typeface availability of typeface libraries and typographic service providers

· the suitability of character sets (including special sorts) in the chosen typeface with respect to the content

· how to achieve optimum legibility and readability, in the context of the book’s or journal’s intended market and readership

· how to interpret specific editorial requirements: for headings, quotations, footnotes, headlines and folios, and indexes and other end matter

· any specific requirements regarding the required extent; and how these are to be met

· any limitations imposed by budget, series style, intended readership, contractual commitments etc.

· the capabilities of any appropriate in-house equipment or software

· the cultural implications of design in co-edition publishing

UNIT 14
Produce a visual design specification

Element 14.2
Produce a style specification for an electronic publication

You must be able to: 

a. produce a style specification that is complete, accurate and comprehensible, and includes instructions for all design elements

b. demonstrate that the specification is appropriate to the overall purpose and planned audience for the electronic publication

c. evaluate the quality of digitised content and advise colleagues of any concerns you may have about their suitability

d. ensure that the specification is technically feasible within technological, development, usability and accessibility constraints

e. Make use of any in-house hardware or software that may be appropriate

f. work closely with colleagues in editorial and production departments and developers to achieve the required results

You need to know:

· how visual design techniques vary according to the format, technology and the type of information to be communicated

· 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 audience

· ways of combining information and content of various types

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

· techniques of creation, manipulation and digitisation of graphics and images

· the appropriate image formats and resolutions for the publication: e.g., raster and vector images, vector graphics-based animation programs, etc

· screen design issues, treatment and manipulation of graphics and images, audio/visual possibilities, interactivity, accessibility, usability etc.

· limitations on reproduction: artwork size, photographing originals, etc.

· the systems and facilities available from outside agencies, developers etc

· how to achieve optimum relationship between content elements in the context of the electronic publication’s intended audience

· how the electronic publication is going to be developed and produced, whether content is being provided by outside agencies etc

· how to achieve optimum readability, accessibility and usability in the context of the electronic publication’s intended audience

· how to interpret specific editorial requirements: for headings, quotations, footnotes, indexes and sitemaps, hyperlinks, interactive elements, etc

· any specific requirements regarding the maintenance, updating and extension of the electronic publication; and how these are to be met

· any limitations imposed by budget, series style, intended readership, contractual commitments, technology, etc.

· 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 software and hardware to be used for developing, transmitting, maintaining and storing the electronic publication and its capabilities and limitations

· the capabilities of any appropriate in-house hardware or software

· the cultural implications of design in electronic publishing 

· how to work effectively with others

UNIT 14
Produce a visual design specification

Element 14.3
Produce an illustrated book or journal specification

You must be able to: 

a. produce a specification that is complete, accurate and comprehensible

b. demonstrate that the specification is appropriate to the overall purpose and planned readership of the book; and that the balance of text and images is reflected in your design

c. evaluate the quality of reproduction materials and advise colleagues of any concerns you may have about their suitability

d. ensure that the specification is technically feasible within manufacturing constraints

e. use any in-house equipment or software that may be appropriate

f. work closely with colleagues in editorial and production departments to achieve the required results

You need to know:

· book or journal size; paper to be used; general treatment of illustrations required

· techniques of reproduction of images: screens; monochrome, duotone and four-colour processes

· techniques for scaling and cropping images and how these should be marked up

· proofing techniques and their limitations

· limitations on reproduction: artwork size, photographing originals, etc.

· publishing procedures to be adopted: whether using author’s electronic files and in-house software or using an outside typesetter and repro house

· the systems and facilities available from outside typesetters and repro houses

· how to achieve optimum relationship between text and image in the context of the title’s intended market and readership

· any specific requirements regarding the required extent; and how these are to be met

· any limitations imposed by budget, series style, intended readership, contractual commitments etc.

· the capabilities of any appropriate in-house equipment or software

· how to work effectively with others 

UNIT 14
Produce a visual design specification

Element 14.4
Contribute to paper, print and binding specifications

You must be able to: 

a. select appropriate and compatible materials for each part of the book’s or journal’s specification

b. envisage how your design specification will appear in the finished book or journal and recommend appropriate colours, finishes and material types

c. ensure that the specification is technically feasible within manufacturing constraints

d. ensure that the specification is feasible within budgetary constraints

e. present artwork for binders’ brasses in the most cost-effective way

You need to know:

· range and availability of materials you wish to specify

· the cost impact of the choices you make on the overall budget for the title in question

· the manufacturing specification of the title

· any limitations imposed by budget, series style, intended readership, climatic conditions, contractual commitments etc.

· stock paper sizes and grain direction

· suitability of materials, substance and grain direction for use in intended printing and binding processes

· techniques for the manufacture and use of production materials and processes

· whether to include cover details, ISBN/ISSN, bar code, etc.

UNIT 14
Produce a visual design specification

Element 14.5
Contribute to an electronic publication technical specifications

You must be able to: 

a. select appropriate and compatible elements for each part of the electronic publication’s specification

b. envisage how your design specification will appear in the finished electronic publication and recommend appropriate ‘Web-safe’ colours and elements

c. ensure that the specification is technically feasible within development constraints

d. ensure that the specification is feasible within budgetary constraints

e. present layout grids, graphics and images, animation programs, templates and other design elements in the most cost-effective way

You need to know:

· how visual design techniques vary according to the format, technology and the type of information to be communicated 

· 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 audience

· ways of combining information and content of various types

· range, availability and suitability of design elements you wish to specify

· the cost impact of the choices you make on the overall budget for the electronic publication in question

· the technical specification of the electronic publication

· any limitations imposed by budget, series style, intended readership, contractual commitments, technology, etc.

· 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 range of display resolutions, ranges and sizes

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

· the appropriate image formats and resolutions for the publication: e.g., raster and vector images, vector graphics-based animation programs, etc

· techniques for presenting layout grids and templates

· techniques for the development and incorporation of content or other elements into an electronic publication

· whether to include metadata, accessibility or usability facilities, etc.

UNIT 14
Produce a visual design specification

Element 14.6
Cost publishing design work

You must be able to: 

a. evaluate accurately and finalise the cost of design work in terms of time and fees

b. produce and maintain accurate and comprehensive records of design costs

c. assess the need for bought-in services

d. oversee schedules and cost of freelance work

e. ensure that required specification is achieved within budgetary constraints

f. keep colleagues informed on direct and indirect costs incurred in the design process; and advise cost overruns if necessary

You need to know:

· your organisation’s policy relating to recovery and reporting of design costs

· current rates for freelance design services and picture research

· how to control freelance suppliers or developers and the terms on which they have been employed

· design budgets for individual titles or electronic publications

· production or electronic publication schedules in relation to the availability of freelance resources

· your organisation’s procedures for processing invoices

UNIT 15
Implement visual design specifications

This unit addresses the practical issues arising from the visual design specification: how you progress your specification and how you handle design materials and activities after the title is in production or development; how you work with editorial and production colleagues and developers to implement the design brief.

Element 15.1
Commission freelance services

You must be able to: 

a. select appropriate freelancers for the required work

b. brief freelancers in adequate detail on the exact requirements of the project

c. handle any contractual issues regarding ownership, rights acquired etc., which may arise from the freelance work you commission

d. establish and keep to an agreed schedule for freelance work consistent with the publishing requirements of the title or electronic publication in question

e. ensure that fees paid to freelancers are agreed in advance, are within the budget for the title or electronic publication in question, and are not allowed to overrun

f. check freelance work for suitability and conformance with the agreed specification, and take any necessary action

You need to know:

· the availability and suitability of a range of freelancers and their particular specialisms, strengths and weaknesses

· the production or development schedule

· budgetary constraints

· the terms on which freelance work is commissioned within your organisation

· any particular restrictions on the use of commissioned material or content which may raise difficulties at a later stage

· the reproduction and printing techniques and paper type to be used for the title for which you are commissioning freelance materials and content

· the electronic publication development process and target system(s) for the electronic publication for which you are commissioning freelance resources

· electronic publication visual layout grids, style, animation programs and template techniques and technologies to be used for the electronic publication for which you are commissioning freelance resources

· any specific requirements relating to racial or sexual stereotyping or cultural bias

· how to control the timing and cost of freelance work

· how to check work received for accuracy, suitability, reliability and conformance with the brief

UNIT 15
Implement visual design specifications

Element 15.2
Manage publishing design

You must be able to: 

a. produce a publication that meets the appropriate criteria for aesthetics and utility

b. develop a consistent and logical page design which correctly relates images to the text

c. work with editorial colleagues to ensure that all textual and visual elements are accommodated within the design grid

d. accommodate textual changes without disrupting the overall book or journal design

e. mark up clearly and accurately the sizing and cropping of images for reproduction by a third party

f. achieve an agreed balance between content, required extent, technical constraints and aesthetic appeal

g. meet design schedules and design budget

You need to know:

· the book or journal specification: trimmed size, number of pages, use and availability of colour, bleeds

· the required relationship between text and illustrations (e.g. images, tables, indexes)

· procedures for scaling and cropping images

· the printing and binding processes which will be used

· the market and readership for which the book or journal is intended

· any contractual or other constraints on the design of the book or journal

· the use of appropriate in-house equipment and software

· techniques of reproduction and the use of tints

· how to work effectively with others

UNIT 15
Implement visual design specifications

Element 15.3
Manage electronic publishing design

You must be able to: 

a. produce an electronic publication prototype that meets the appropriate criteria for aesthetics and utility, interactivity and accessibility and usability

b. develop a consistent and logical design which correctly relates images and other elements to the text throughout the entire electronic publication

c. work with editorial colleagues and developers to ensure that all textual, visual and interactive elements are accommodated within the layout grid

d. accommodate textual or other changes without disrupting the overall design

e. achieve an agreed balance between content, interactivity, technical constraints and aesthetic appeal

f. meet design schedules and design budget

You need to know:

· the electronic publication style and technical specification 

· the required relationship between text and other elements (e.g. graphics, images, tables, multimedia, indexes) 

· ways of combining information and content of various types

· the audience for which the electronic publication is intended

· any contractual, legal, regulatory or other constraints on the design of the electronic publication

· the use of appropriate in-house hardware and software

· techniques of digitisation and manipulation of legacy content

· techniques of digitisation and manipulation of graphics and images

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

· the appropriate image formats and resolutions for the publication: e.g., raster and vector images, vector graphics-based animation programs, etc

· procedures for altering multimedia elements

· 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 work effectively with others

UNIT 15
Implement visual design specifications

Element 15.4
Check quality and accuracy of proofs

You must be able to: 

a. check that design instructions have been correctly carried out; that sizes and cropping of images are correct; and that text specifications have been adhered to

b. mark up colour and monochrome image proofs clearly and accurately

c. work within the cost and time consequences of all proof changes

d. work within the technical limitations of reproduction techniques and printing machinery

You need to know:

· the full book or journal specification: trimmed size, margins, colour availability, bleeds, materials to be used etc.

· the proof correction symbols for text and colour correction

· what are the technical limits of reproduction; and to what extent changes you wish to make are achievable

· the timetable for proof checking and the availability of time within the overall book or journal schedule for reproofing, revises etc.

· budgetary constraints

· the cost and time implications of making changes at proof

· the procedures for passing sheets on press: the capability and limitations of printing machinery; tracking

· your organisation’s quality requirements for the particular title in question

UNIT 15
Implement visual design specifications

Element 15.5
Check quality and accuracy of electronic prototypes

You must be able to: 

a. check that design instructions have been correctly carried out; that graphic, image and video content are correct, encoded properly; and that text specifications have been adhered to

b. conduct quality assurance testing of the visual design prototype

c. prioritise and alter or fix content ‘bugs’

d. work within the cost and time consequences of all content changes

e. work within the technical limitations of imaging techniques and technology restrictions

You need to know:

· the electronic publication style and technical specification for online and offline electronic products

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

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

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

· budgetary constraints

· 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 cost and time implications of making changes to the prototype

· your organisation’s quality requirements for the particular electronic publication in question
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