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These two courses were written by Barbara Horn. Barbara has worked in publishing for more than forty years, in-house and freelance, as a copy-
editor, project manager, consultant and trainer. She was a regular tutor on short courses at The Publishing Training Centre and at other organisations
and publishers around the world. She is the author of Editorial Project Management by Distance Learning, the book Copy-Editing with exercises
and model answers, and Editorial Project Management with exercises and model answers.

What is copy-editing?

Copy-editing is the process of preparing

a document for publication. The role of

the copy-editor is to make the author’s
message clear and accessible to readers
and to mark up the manuscript for the
typesetter. It's a complex job, which requires
an understanding of not just language and
grammar but also production processes,
typography and design conventions. It covers
the structure, organisation and writing style
of the text, as well as legal issues, such as
copyright and libel.

What experience do | need?

Ideally, you should either have proofreading
experience or have completed Basic
Proofreading by Distance Learning. These
courses may also be useful to you if you
have specialist knowledge (e.g. in law or
medicine) and wish to apply it to publishing in
your field.

What will | learn?

The two courses are thorough, up to date and
cover the entire copy-editing process. Editors
face huge variations in the kind of work they
are expected to undertake, depending on the
type of publication they are dealing with, and
this is reflected in the course materials. You'll
work on examples from fiction and general
non-fiction, academic texts, reference books
and even instruction manuals. On completion
of both courses, you will know how to
approach anything from a novel to an article
for a scientific journal.

Each unit contains a number of self-check
exercises plus a longer assignment that
you send to your tutor, who will mark it and
provide you with the feedback you need to
progress to the next unit.

Each assignment tests the knowledge you
have gained and skills you have developed
in the unit that you have just completed, and
reinforces what you learned in preceding
units. The final assignment for each course
is thus also a consolidation exercise, testing
the skills you have acquired throughout

the course. Only the assignments will

count towards your final grade, but, where
appropriate, your tutor will also give you
feedback on the self check exercises,
ensuring that you have fully understood the
learning points from each unit and can apply
what you've learned.

Learn to edit on screen

Basic Editing and Intermediate Editing are
intended as computer based courses. After
completing the enrolment process you will

be sent an email with directions to the online
learning platform and an activation a key, giving
you access to all the course materials online,
including the exercises and assignments you
need to complete for each unit. This means
that you don’t have to wait for your course
materials to arrive; you will be able to access the
information as soon as you have enrolled. The
course unit text can be read on-screen, or can
be downloaded, saved or printed out. Whatever
is more convenient for you.

Your exercises and assignments will be
completed on-screen in Microsoft Word and
uploaded to the learning platform. Marked
assignments and tutor feedback will be emailed
back to you.

In addition to a computer with internet access,
a copy of MS Word 2007 (or later) or MS Word
2008 for Mac (or later) is required for the online
version of these courses.

If you prefer to receive a printed version, and
work on paper, this option is still available at a
slightly higher cost.

Will | be able to find work as a copy-editor
after completing the course?

Basic Editing will equip you with the
fundamental skills and theoretical knowledge
you need. The particular skills required to work
in non-fiction editing are taught in Intermediate
Editing.

The reputation of The Publishing Training Centre
should also help when it comes to finding work;
we are well-known in the publishing industry and
many publishers routinely send their staff on our
short courses.

How long will the course take?

Your enrolment fee gives access to the
course for 12 months. Both Basic Editing
and Intermediate Editing are designed to
be flexible, but you should aim to complete
them within this time, as the assignments are
progressive in nature, and this will help to
consolidate your learning.

We advise students to aim to work through each
unit within two months of receiving feedback for
their previous assignment.

If you do not finish the course within 12 months,
you can extend your study period for a further 12
months on payment of a re-registration fee.

Summary of course contents
Basic Editing

Introduction - The role of the copy-editor,
the purpose and composition of house style
and the stages of producing a publication.

Unit 1 — Queries, comments and marking up:
How to present queries and comments on
the text to authors, and the role of designers
and typesetters. Analysis of the elements in,
and the structure of, a publication and how to
mark them up — on hard copy and using tags
on screen — for design and typesetting.

Unit 2 — Preparation, grammar and
punctuation: How to assess a text for the
work that needs to be done plus practical
experience of editing to make the text not
simply grammatically correct, but also
appropriate for its purpose.

Unit 3 — Cover to cover: An overview of the
components of a book or journal. Discussion
of copyright and the basic rules about using
copyright material. How to create or check
contents pages and running heads.

Unit 4 — Style and level: Correct use of
capitals and italics, and the representation
of numbers as words or numerals. How to
adjust the language and content level of
text so that it is appropriate for its intended
audience.

Intermediate Editing

Unit 1 - Specialist texts: Editing specialist
texts is the focus of Unit 1. You will learn the
principles of editing and marking up poetry,
plays, transcripts, the kind of instructional text
that appears in manuals (from cookery to car
repair), reports and cover or jacket copy.

Unit 2 - Tables, technical figures and copy-
fitting: Editing and marking up tables and
draw illustrations, and how to create them
when necessary, are dealt with in Unit 2. You
will also learn the principles of copy-fitting:
cutting and expanding text to fit the space
available without changing the author’s
meaning.

Unit 3 - End matter: This final unit is,
appropriately, devoted to the major items that
are at the end of many publications, including
notes, references and bibliographies. You will
also learn how to brief an indexer and edit an
index.




Why choose The Publishing Training Centre?
Quality

The Publishing Qualifications Board (PQB) is a charitable organisation,
established more than 20 years ago. One of its key aims is to provide
assessed, vocational training for anyone pursuing a publishing career.

It is a subsidiary of The Publishing Training Centre (PTC), which was
established more than 30 years ago as part of the Publishers Association.
Independent since 1979.

The PTC promotes excellence in publishing through training, and is well
known for its high-quality editorial-skills courses. It is the first port of call
for publishers all over the UK who want their staff trained to the highest
standards. As an educational charity, any surplus the PTC might make
goes towards developing and improving our services.

The online training and support we now offer is one example of this kind
of investment. Other projects we've been involved in include establishing
the National Occupational Standards in Publishing and the development
of training for publishers in Russia. No other learning provider in this
field can offer you the reassurance of long-term ties with the publishing
industry.

Money-back guarantee

If, within 30 days of registering for a distance learning course (and before
any assignments have been marked), you decide that the course is not
for you, simply contact us to discuss cancelling the course and to receive
a full refund.

Freelance Finder

In order to provide continued assistance, we offer graduates of our
courses the opportunity to creat a detailed listing in the Freelance Finder
on The Publishing Training Centre’s website (www.train4publishing.co.uk).

Training that publishers value

Upon successful completion of each course you will receive a Certificate

of Achievement showing the level of pass you have achieved: pass, merit
or distinction. Please note that standards are rigorously adhered to and a
pass grade is not guaranteed.

There are no national qualifications in proofreading and editing (although
the Society for Editors and Proofreaders does run an accreditation
scheme for proofreaders). This makes it difficult to objectively compare
the value of the different courses available on the market. It is important
that you independently research the reputation of the courses and course
providers. The Publishing Training Centre’s courses are widely recognised
and respected throughout the industry and the value of the course in the
eyes of your potential clients or employers is what really counts.

Don’t take our word for it

We believe that the experience and dedication of our tutors, the quality
of the materials and the reputation of The Publishing Training Centre
combine to make these courses by far the most likely to help you in your
career.

For unbiased advice on freelance careers in publishing it is worth
getting in touch with organisations such as the Society for Editors and
Proofreaders (www.sfep.org.uk). You could also contact some of the
larger publishers.

| have some more questions
If you have any further questions we’'d be delighted to help.
Call us: 020 8874 2718
Email us:  publishing.training@publishingtrainingcentre.co.uk
Write to us: The Publishing Training Centre

Crowne House

56-58 Southwark Street

London

SE1 1UN

Visit us: www.traindpublishing.co.uk

Enrolment Fees

Basic Editing by Distance Learning costs £445 for the online version
and £490 for the printed version (plus £35 for postage if you are outside
the UK).

Intermediate Editing by Distance Learning costs £345 for the online
version and £380 for the printed version (postage outside the UK as
above).

The enrolment fee covers all course materials, marking of your
assignments, and professional tutor support. It does not cover your
postage costs or the cost of telephone calls to your tutor.

Payments can be made in instalments. This option is only available on
credit/debit card purchases and the instalments are:

Basic Editing

Online version: £215 immediately, followed by one instalment of £115
between the tenth and fifteenth of the next month and another instalment
of £115 between the tenth and fifteenth of the following month.

Printed version: £260 (or £295 if you are based outside the UK)
immediately, followed by one instalment of £115 between the tenth and
fifteenth of the next month and another instalment of £115 between the
tenth and fifteenth of the following month.

Intermediate Editing

Online version: £145 immediately, followed by one instalment of £100
between the tenth and fifteenth of the next month and another instalment
of £100 between the tenth and fifteenth of the following month.

Printed version: £180 (or £215 if you are based outside the UK)
immediately, followed by one instalment of £100 between the tenth and
fifteenth of the next month and another instalment of £100 between the
tenth and fifteenth of the following month.

Payment Methods

We accept payment by cheque, credit or debit card. We do not accept
American Express payments.

Grammar at Work

We strongly recommend that you also work through Grammar at Work,
our online grammar course, which normally costs £60, but if purchased
with either of these courses is yours for only £30.

Other courses from The Publishing Training Centre

The Publishing Training Centre offers a range of classroom based short
courses, online learning and distance learning programmes. In addition
to Basic and Intermediate Editing we also offer the following distance
learning and online courses:

Basic Proofreading — Proofreading is the process of checking a
document or manuscript for errors and marking up all necessary
amendments. This is a comprehensive course that covers all aspects of
proofreading, including proofing on paper and on-screen.

Successful Editorial Freelancing — This course will help you to set
up an editorial freelancing business. Your tutor will give you individual
feedback on your business plan.

Understanding Book Publishing — This online course is based on Inside
Book Publishing, which is the definitive text for all who need to learn about
the publishing industry.




