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Dear Editor, 

• NORTH·wtST YNIVERstrY 
. YUNIBE•S.·IT·. t YA··· BOKON.LBOPHIRIMA 

NOOROWES-UNIVERSITEIT 
VAAL TRIANGLE CAMPUS 

School of languages 
PO Box 117 4, Vanderbijlpark 
South Africa, 1900 

Tel: (016) 910-3463 
Fax: (016) 910-3463 
Web: http://www.nwu.ac.za 

13 August 2009 

I am currently enrolled for an MA in Language Practice at the North-West University's Vaal Triangle Campus, under 
the supervision of Ms Haidee Kruger and Dr Ayesha Bevan-Dye. The topic for my dissertation is The development 
of professional standards for South African editors. 

The development of standards for the South African editing industry is becoming increasing important. Standards 
are a way to regulate an industry, its practices and the training of its practitioners, and are vital for the 
professionalisation of an industry. The aim of my study is to identify which skills are central to the work of all 
editors (regardless of industry sector) in South Africa, and then to rework these skills into a set of core standards 
for South African editors. 

The population for my study is defined as South African editors working within the various sectors of the industry. 
As an editor from this population, your participation in this study would be greatly appreciated . 

The questionnaire below should not take more than 20 m inutes to complete. In order to make it easier for you to 
answer questions, dropdown menus are provided. Instructions for using the dropdown menus can be found below. 

The information you provide will be held in the strictest confidence. The data gathered from the questionnaire will 
be reported in the form of statistical aggregates only, which means that no individual will be identified. 

Please return the completed questionnaire by e-mail to Aldine Oosthuyzen (the North-West University's statistician) 
at Aldin~_.Oosth uyzen@nwu.aJ:; .za on or before 24 August 2009, 09:00 . 

Should you have any questions please do not hesitate to contact me on 072 344 0054 or 
J_:.lQ.9..9.§_5.~@.;>J:.!JQ.\';\!')J;,JlW..\J. .,g.~_,;?.i;} . 

Thank you in advance for your cooperation in this regard. 

Yours faithfully 
Melanie Law 

Instructions for completing the questionnaire 

• Save the attachment onto your hard disk or flash disk. 

• Complete the questionnaire. Use the drop-down menus to select your option. (Click on "select" to see the 

drop-down menu, and then click on your choice.) 

Remember to save once you have completed the questionnaire. 

• Return the completed attachment to Aldine Oosthuyzen at 1.\J.ctin.~.,.QQ!?..tbJ!.'i.<;<:?fJ@JJ.~!..IJ.,.Qf;.,z.~t-
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SECTION A: BIOGRAPHICAL DETAILS 

Please complete the text box or select an option from the dropdown menu. 

A1 Industry sector in which you work most frequently (please select only one; see the box below for 
definitions) 

Select 

For the purposes of this study, four main industry sectors have been identified: editing for book 

publishing, editing for mass media, technical editing and academic editing. 

• Book publishing 

Editors working in the book-publishing sector work with manuscripts that will be published in book format. 

The South African book-publishing industry has three main market segments: academic, education and 

trade. The academic sector publishes books and learning materials for the post-school tertiary market and 

includes the publication of tertiary textbooks, learn ing guides, study guides and theory-based books. 

Educational book publishing is aimed at the school market (from pre-school to Grade 12) and publishes 

school textbooks, learn ing guides, teaching guides and support materials (such as posters) . Trade publishing 

refers to all other types of books that are available for the public to purchase such as trade fiction and non­

fiction books. 

• Mass media 

Editors working in the mass-media sector work with texts that are published frequently and to a mass 

audience (for example magazines or newspapers). Included in this sector are online editors who maintain 

and/or oversee a publication's website. 

• Technical editing 

The technical-editing sector is not defined based on the medium of the text (as is the case with editing for 

book publishing and mass media) but rather on the subject matter of the document. Technical editors work 

with documents that are technical in terms of their content, such as instruction manuals, proposals, reports, 

fact sheets, capacity statements, major policy documents, legal texts, financial documents and medical 

documents. 

• Academic editing 

Editors working in the academic-editing sector deal with texts that are produced from within the institutions 

of academe with the intention to further research and scholarship. Academic editors therefore work on 

dissertations and theses, academic and scientific articles, and papers and studies for publication. 

A2 Number of years editing experience in the industry sector specified above 
Select 

A3 Language in which you mostly do editing 
Select 

A4 Are you an accredited editor (with either SATI or some other institute)? 
Select 

AS Are you an in-house editor? 
Select 
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SECTION B: TEXTUAL SKILLS FOR EDITORS 

The textual dimension of editing involves the various types of editing that an editor may do, and the tasks that 
ed itors perform when working with texts. 

Copyediting 

Copyediting aims to bring a text into conformance with pre-set rules. These rules include generally recognised 

grammar and spelling rules, rules of good usage and house style. 

Using the dropdown menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the sectQr :i]~ecified ill SegiQn A. 

BAl Correcting spelling errors Select 

BA2 Correcting punctuation errors Select 

BA3 Correcting errors of grammar Select 

BA4 Correcting errors of syntax (sentence structure) Select 

BAS Ensuring correctness of terminology usage Select 

BA6 Querying correctness of terminology usage Select 

BA7 Ensuring correctness of numbers, units and measurements Select 

BAS Querying correctness of numbers, units and measurements Select 

BA9 Ensuring correct use of fore ign languages Select 

BAlD Ensuring correctness of headings (particularly in numbering, levels, positions, etc.) Select 

BAll Ensuring correctness in tab les and lists (for example, ensuring that tables and lists Select 

are correctly formatted, that the content is accurate and correctly punctuated) 

BA12 Querying correctness of tables and lists (for example, querying whether tables and Select 

lists are correctly formatted, whether the content is accurate, and whether the 

tables and lists are punctuated correctly) 

BA13 Ensuring correctness of illustrations (for example, ensuring correct factual Select 

representation such as in maps) 

BA14 Querying correctness of illustrations Select 

BA15 Ensuring correctness of preliminary pages (such as contents lists, preface, Select 

acknowledgements, t it le page) and end matter (such as indexes, appendices, 

glossaries) 

BA16 Ensu ring consistency of spell ing Select 

BA17 Ensuring consistency of punctuation Select 

BA18 Ensuring consistency of grammar Select 

BA19 Ensuring consistency of syntax (sentence structure) Select 

BA20 Ensuring consistency of terminology usage Select 

BA21 Ensuring consistency in the use of numbers, units and measurements Select 

BA22 Ensuring consistent use of fore ign languages (particularly in terms of typographical Select 

style) 

BA23 Ensuring consistency in headings (particularly in numbering, levels, positions, etc.). Select 

BA24 Ensuring consistency in tables and lists (for example, ensuring that tables and lists Select 

are consistently formatted and punctuated, and that information is presented 

consistently) 

BA25 Ensuring consistency of illustrations ( in terms of the presentation of their content, Select 

formatting) 

BA26 Clarifying unexplained acronyms and abbreviations Select 

BA27 Ensuring completeness of preliminary pages (such as contents lists, preface, Select 

acknowledgements, title page) and end matter (such as indexes, appendices, 

glossaries) 
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BA28 Ensuring that the text is in line with design specifications (such as layout, Select 

formatting, paragraph indentation) 

BA29 Querying irregu larities with design specifications (such as the layout, formatt ing, Select 

paragraph indentation) 

BA30 Correlating parts of the text (such as checking cross-references, internal page Select 

references, footnote/endnote numbers and text, table of contents) 

BA31 Ensuring correctness of reference style of in-text references and reference lists Select 

BA32 Querying incorrect reference style for in-text references and reference lists Select 

BA33 Ensuring consistency of reference style for in-text references and reference lists Select 

BA34 Querying consistency of reference style for in-text references and reference lists Select 

BA35 Ensuring completeness of reference list (ensuring that all the references cited in the Select 

text appear in the reference list, and that all the items in the reference list appear in 

the text) 

BA36 Querying incomplete reference lists (q uerying instances where the references cited Select 

in the text do not appear in the reference list, or when references listed in the 

reference list do not appear in the text) 

BA37 Approving author's and proofreader's changes Select 

BA38 Col lating author's and proofreader's changes for the typesetter Select 

Stylistic editing 

Stylistic editing aims to tailor and improve the language of the text to suit the readership and to create a 

smooth-flowing text by addressing stylistic issues such as sentence connections and focus. 

Using the dropdown menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the sector SJZecified in Section A. 

BB39 Ensuring appropriate use of vocabulary for the readership Select 

BB40 Ensuring an appropriate register is used in the text, based on the type of text and Select 

the readership 

BB41 Querying instances of inappropriate register in the text, based on the type of text Select 

and the readership 

BB42 Tailo ring sentences for the readers of the text and the use they will make of it by Select 

ensuring that the sentences are well structured and concise (for example, by 

ensuring that the appropriate sentence structure is used (such as active/passive or 

complex/simple), appropr iate inter-sentence connections are used, and that the 

sentence is focused) 

BB43 Ensuring an appropriate level of readability in the text (for example, ensuring that Select 

the text is cohesive by ensuring that the text is well-structured, contains clearly 

related sentences and paragraphs, and that discourse markers are used 

appropriately) 

BB44 Ensuring an appropriate level of clarity with in the text (for example, ensuring that Select 

the text is coherent by ensuring that the message of the text does not contain any 

slips in logic, such as self-contrad ictory statements, wrong organisation of events) 

BB45 Removing or correcting instances of verbosity Select 

BB46 Removing or correcting ambiguities Select 

BB47 Removing or correcting repetit ion and redundancies Select 
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Structural editing 

Structural editing aims to improve the presentation of the content of the text by restructuring the physical and 

conceptual elements of the text. Structural editing also aims to assist readers in conceptually organising the 

information in the text by signalling the relationships between the parts of the message. 

Using the dropdown menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the segQr s~eCifi!i:!d in S!::9;iQn A. 

BC48 Ensuring optimal structure of the argument or discussion (for example, by Select 

rearranging sentences, paragraphs or sections of material) 

BC49 Querying the less than optimal structure of an argument or discussion Select 

BCSO Ensuring logic of headings (for example, that a heading accurately reflects the Select 

content that follows, and that headings are arranged in a logical order) 

BCSl Ensuring logical sequence divisions Select 

BC52 Ensuring logical order of sections Select 

BC53 Ensuring logic in the relationships between text, tables and graphics Select 

BC54 Ensuring logical use of verbal signposts (such as the positioning of standfirsts, page Select 

turns) 

BCSS Correcting missing markers (such as the incorrect or inconsistent use of firstly, Select 

secondly, thirdly) 

BC56 Correcting or removing unfulfilled announcements (for example, correcting or Select 

removing instances where a writer has indicated that something specific will be 

discussed in a later section, and then does not do so) 

BC57 Correcting problems with backward and forward references (for example, correcting Select 

or removing instances where reference is made to previous or subsequent 

information that does not appear) 

BC58 Checking and imposing the correct physical structure for a text (for example, Select 

ensuring that a report published in a newspaper follows the inverted pyramid 

structure, or that an academic article follows the introduction, discussion, conclusion 

structure) 

Content editing 

Content editing aims to improve the content of a text by correcting for accuracy and logic. 

Usin~ the dropdown menus, please indicate how often you are responsible for performing the 

follo~ing tasks in your everyday work as an editor in the segQr s~ecified in Section A. 

BD59 Correcting content for completeness Select 

BD60 Querying incomplete content Select 

BD61 Correcting content for appropriateness Select 

BD62 Querying inappropriate content Select 

BD63 Correcting content for accuracy Select 

BD64 Querying inaccurate content Select 

BD65 Correcting content for logic Select 

BD66 Querying illogical content Select 

BD67 Correcting content for any legal issues (such as bias, slander, libel, plagiarism, Select 

copyright infringement) 

BD68 Querying any legal issues associated with the content and artwork (such as bias, Select 

slander, libel, plagiarism, copyr ight infringement) 

BD69 Ensuring appropriateness of illustrations Select 

BD70 Querying appropriateness of illustrations Select 

BD71 Writing artwork briefs for the text Select 
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BD72 Selecting illustrations and graphics for the text Select 

BD73 Cropping illustrations and graphics for the text Select 

BD74 Editing illustrations and graphics for the text Select 

BD7S Copyfitting the text for the publication Select 

BD76 Suggesting rewrites for sections of the text Select 

BD77 Writing/rewriting sections of the text Select 

Proofreading 

For the purposes of this study, proofreading refers to the final phase of the editorial process, done either once 

the manuscript has been typeset, or before it is ready to go to print in another format. Proofreading aims to 

ensure that all the editor's and author's corrections have been incorporated into the final proof and that the 

proof does not contain any errors missed during the editing process. 

Using the dropdown menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the sector s12ecified in section A. 

BE78 Correcting spelling errors in proofs or print-ready pages Select 

BE79 Correcting inconsistent spell ing in proofs or print-ready pages Select 

BE80 Correcting grammatical errors in proofs or print-ready pages Select 

BE81 Correcting punctuation errors and inconsistent punctuation use (for example, in Select 

abbreviations) in proofs or print-ready pages 

BE82 Correcting inconsistent punctuation use in proofs and print-ready pages Select 

BE83 Correcting errors in word breaks in proofs or print-ready pages Select 

BE84 Correcting errors of fact in proofs or print-ready pages Select 

BESS Querying possible errors of fact in proofs or print-ready pages Select 

BE86 Correcting proofs or print-ready pages for correctness of type specifications Select 

BE87 Correcting incorrect format and layout in proofs or print-ready pages Select 

BE88 Checking that all the editor's and author's changes have been incorporated into the Select 

final/typeset document 

SECTION C: EXTRA-TEXTUAL SKILLS FOR EDIT ORS 

The extra-textual dimension of editing comprises those skills that editors require in order to fulfil the textual 
function. It is divided into four sections: technical skills, personal and interpersonal skills, procedural skills and 
specialised knowledge. 

Technical skills 

Editors require technical skills in order to work productively. Technical skills include management skills 

(knowledge of sound business principles and management), technological skills (knowledge of and skills in using 

software and technology) and sourcing skills (the ability to source information effectively). 

Using the dropdown menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in th~ 5ectgr 512ecifi~d in 5~ction A. 

CAl The ability to plan projects (conventional or online) effectively Select 

CA2 The ability to manage projects (conventional or online) efficiently within budgetary Select 

and time constraints 

CA3 Sound business and management skill s Select 

CA4 Expertise in the latest word -processing software Select 

CAS Expertise in the latest DtP-processing software Select 

CA6 Expertise in the correctly using track changes during electronic editing Select 

CA7 Expertise in correctly marking changes on hardcopy manuscript Select 

CAB Expertise in website design, management and maintenance Select 
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CA9 Expertise in the various methods of querying (for example, using the comments Select 

function in Microsoft Word) 

CA10 The ability to source information effectively (for example, reference guides, reliable Select 

information on specific topics, or previous articles/texts) 

Personal and interpersonal skills 

Personal and interpersonal skills refer to specific character traits and personal qualities that editors need in order 

to work efficiently in changing environments. 

Using the dropdown menus, please indicate how important the following skills are for your everyday 

work as an editor in t!J~ sector :tiZ!ilcified in ~!ilctign A. 

CB11 Highly developed reading skills Select 

CB12 Intuitive language skills Select 

CB13 Dedication Select 

CB14 A good general knowledge and an interest in world news and events Select 

CB15 A desire to constantly learn Select 

CB16 A strong personal code of ethics and good judgement skills Select 

CB17 The ability to work under pressure and for long hours Select 

CB18 The ability to develop and maintain good working relationships with and between the Select 

various industry role-players (for example, journalists, authors, typesetters, 

designers, proofreaders) 

CB19 The ability to sensitively and diplomatically bring any issues and problems to an Select 

author's or client's attention 

Procedural skills 

Procedural skills allow editors to work efficiently and productively in the various sectors of the industry and aid 

editors in understanding and making decisions during the publishing and editing process. 

Using the dropdown menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in the sector sgecified in Section A. 

CC20 Knowledge of the publishing process (for example, knowledge of the publishing Select 

process in its entirety, including planning, coordination, copy flow, marketing, 

design, printing) 

CC21 An awareness of the function of the various role-players in the publishing process Select 

CC22 Knowledge of the costs associated with the various stages of production Select 

CC23 General administration (such as following up queries, issuing invoices, managing Select 

finances, negotiating contracts, marketing) 

Specialised knowledge 

Specialised knowledge refers to the knowledge that editors require in order to complete an edit successfully. 

Specialised knowledge includes subject-specific knowledge (such as familiarity with the Revised National 

Curriculum Statement for schoolbook editors, or knowledge of financial matters for technical editors working 

with financial documents). 

Using the dropdown menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in the s~ggr ~gecifi!ild in ~!ilgign A. 

CD24 Knowledge of linguistic principles and linguistic sub-disciplines (such as text Select 

linguistics or normative linguistics) 

CD25 Knowledge of the various text types and structures and their purposes (for example Select 

knowing how an instruction manual will be read and used, and then understanding 

how the information needs to be presented for optimal understanding) 
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CD26 Knowledge of design (for example, the use of colour and contrast in texts) and Select 

layout principles (such as formatting, paragraph indentation, heading levels) 

CD27 Knowledge of specialised subject matter (for example, knowledge of the RNCS if Select 

editing educational textbooks, or knowledge of South African civil affairs if editing a 

governmental policy document) 

Thank you for your input and participation. 
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APPENDIX B 

Final questionnaire 
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Dear Editor, 

• NO•TH·WEST UNJVERSITY 
. YUNIBE.StTI YA BOKONE,BOPHIRiMA 

NOORI)WES-UNlVERS!TEIT 
VAAL TRIANGLE CAMPUS 

School of Languages 
PO Box 117 4, Vanderbijlpark 
South Africa, 1900 

Tel: (016) 910-3463 
Fax: (016) 910-3463 
Web: http://www.nwu.ac.za 

13 August 2009 

I am currently enrolled for an MA in Language Practice at the North-West University's Vaal Triangle Campus, under 
the supervision of Ms Haidee Kruger and Dr Ayesha Bevan-Dye. The topic for my dissertation is The development 
of professional standards for editing in South Africa. 

The development of standards for the South African editing industry is becoming increasing important. Standards 
are a way to regulate an industry, its practices and the training of its practitioners, and are vital for the 
professionalisation of an industry. The aim of my study is to identify which skills are central to the work of all 
ed itors (regardless of industry sector) in South Africa, and then to rework these skills into a set of core standards 
for South Afri~an ed itors. 

The population for my study is defined as South African editors working within the various sectors of the industry. 
As an editor from this population, your participation in this study would be greatly appreciated. 

The questionnaire below should not take more than 20 minutes to complete. In order to make it easier for you to 
answer questions, drop-down menus are provided. Instructions for using the drop-down menus can be found 
below. 

The int!,>rmation you provide will be held in the strictest confidence. The data gathered from the questionnaire will 
be reported in the form of statistical aggregates only, which means that no individual will be identified . 

Please return the completed questionnaire by e-mail to Aldine Oosthuyzen (the North-West University's statistician) 
at Aldine.Oosthuyzen@nwu.l,ls,.za on or before 24 August 2009, 09 :00. 

Should you have any questions please do not hesitate to contact me on 072 344 0054 or 
13090658@student.nwu.ac.za. 

Thank you in advance for your cooperation in this regard. 

Yours fa ithfully 
Melanie Law 

Instructions for completing the questionnaire 

Save the attachment onto your hard disk or f lash disk. 

• Complete the questionnaire. Use the drop-down menus to select your option. (Click on "select" to see the 

drop-down menu, and then click on your choice.) 

Remember to save once you have completed the questionnaire. 

Return the completed attachment to Aldine Oosthuyzen at Aldine.Oosthuyzen@nwu.ac.za . 
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SECTION A: BIOGRAPHICAL DETAILS 

Please complete the text-box or select an option from the drop-down menu. 

A1 Industry sector in which you work most frequently (please see the box below for definitions) 
Select 

For the purposes of this study, four main industry sectors have been identified: editing for book 

publishing, editing for mass media, technical editing and academic editing. 

• Book publishing 

Editors working in the book-publishing sector work with manuscripts that will be published in book format. 

The South African book-publishing industry has three main market segments : academic, education and 

trade. The academic sector publishes books and learning materials for the post-school tertiary market and 

includes the publication of tertiary textbooks, learning guides, study guides and theory-based books. 

Educational book publishing is aimed at the school market (from pre-school to Grade 12) and publishes 

school textbooks, learning guides, teaching guides and support materials (such as posters). Trade publishing 

refers to all other types of books that are available for the public to purchase such as trade fiction and non­

fiction books. 

• Mass media 

Editors working in the mass-media sector work with texts that are published frequently and to a mass 

audience (for example magazines or newspapers). Included in this sector are online editors who maintain 

and/or oversee a publication's website. 

• Technical editing 

The technical-editing sector is not defined based on the medium of the text (as is the case with editing for 

book publishing and mass media) but rather on the subject matter of the document. Technical editors work 

with documents that are technical in terms of their content, such as instruction manuals, proposals, reports, 

fact sheets, capacity statements, major policy documents, legal texts, financial documents and medical 

documents. 

• Academic editing 

Editors working in the academic-editing sector deal with texts that are produced from within the institutions 

of academe with the intention to further research and scholarship. Academic editors therefore work on 

dissertations and theses, academic and scientific articles, and papers and studies for publication. 

A2 Number of years editing experience in the industry sector specified above 
Select 

A3 Language in which you mostly do editing 
Select 

A6 Are you an accred ited editor (with either SATI or some other institute)? 
Select 

A7 Are you an in-house editor? (In other words, do you work as a full-time editor in a publishing house or at a 
publication?) 

Select 
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SECTION B: TEXTUAL SKILLS FOR EDITORS 

The textual dimension of editing involves the various types of editing that an editor may do, and the tasks that 
editors perform when working with texts. 

Copyediting 

Copyediting aims to bring a text into conformance with pre-set rules. These rules include generally recognised 

grammar and spelling rules, rules of good usage and house style. 

Using the drop-down menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor jn the :2~ctor :if2ecifi~d in ~ection A. 

BA39 Correcting spelling errors Select 

BA40 Correcting punctuation errors Select 

BA41 Correcting errors of grammar Select 

BA42 Correcting errors of syntax (sentence structure) Select 

BA43 Ensuring correctness of terminology usage Select 

BA44 Querying correctness of terminology usage Select 

BA4S Ensuring correctness of numbers, units and measurements Select 

BA46 Querying correctness of numbers, units and measurements Select 

BA47 Ensuring correct use of foreign languages Select 

BA48 Ensuring correctness of headings (particularly in numbering, levels, positions, etc.) Select 

BA49 Ensuring correctness in tables and lists (for example, ensuring that tables and lists Select 

are correctly formatted, that the content is accurate and correctly punctuated) 

BASO Querying correctness of tables and lists (for example, querying whether tables and Select 

lists are correctly formatted, whether the content is accurate, and whether the 

tables and lists are punctuated correctly) 

BASl Ensuring correctness of illustrations (for example, ensuring correct factual Select 

representation such as in maps) 

BAS2 Querying correctness of illustrations Select 

BAS3 Ensuring correctness of preliminary pages (such as contents lists, preface, Select 

acknowledgements, title page) and end matter (such as indexes, appendices, 

glossaries) 

BAS4 Ensuring consistency of spelling Select 

BASS Ensuring consistency of punctuation Select 

BAS6 Ensuring consistency of grammar Select 

BAS? Ensuring consistency of syntax (sentence structure) Select 

BASS Ensuring consistency of terminology usage Select 

BAS9 Ensuring consistency in the use of numbers, units and measurements Select 

BA60 Ensuring consistent use of foreign languages (particularly in terms of typographical Select 

style) 

BA61 Ensuring consistency in headings (particularly in numbering, levels, positions, etc.). Select 

BA62 Ensuring consistency in tables and lists (for example, ensuring that tables and lists Select 

are consistently formatted and punctuated, and that information is presented 

consistently) 

BA63 Ensuring consistency of illustrations (in terms of the presentation of their content, Select 

formatting) 

BA64 Clarifying unexplained acronyms and abbreviations Select 

BA6S Ensuring completeness of preliminary pages (such as contents lists, preface, Select 

acknowledgements, t itle page) and end matter (such as indexes, appendices, 

glossaries) 
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BA66 Ensuring that the text is in line with design specifications (such as layout, Select 

formatting, paragraph indentation) 

BA67 Querying irregularities with design specifications (such as the .layout, formatting, Select 

paragraph indentation) 

BA68 Correlating parts of the text (such as checking cross-references, internal page Select 

references, footnote/endnote numbers and text, table of contents) 

BA69 Ensuring correctness of reference style of in-text references and reference lists Select 

BA70 Querying incorrect reference style for in-text references and reference lists Select 

BA71 Ensuring consistency of reference style for in-text references and reference lists Select 

BA72 Querying consistency of reference style for in-text references and reference lists Select 

BA73 Ensuring completeness of reference list (ensuring that all the references cited in the Select 

text appear in the reference list, and t hat all the items in the reference list appear in 

the text) 

BA74 Querying incomplete reference lists (querying instances where the references cited Select 

in the text do not appear in the reference list, or when references listed in the 

reference list do not appear in the text) 

BA75 Approving author's and proofreader's changes Select 

BA76 Collating author's and proofreader's changes for the typesetter Select 

Stylistic editing 

Stylistic editing aims to tailor and improve the language of the text to suit the readership and to create a 

smooth-flowing text by addressing stylistic issues such as sentence connections and focus. 

Using the drop-down menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the sectQr SJ;!e~ified in Section A. 

BB48 Ensuring appropriate use of vocabulary for the readership Select 

BB49 Ensuring an appropriate register is used in the text, based on the type of text and Select 

the readership 

BBSO Querying instances of inappropriate register in the text, based on the type of text Select 

and the readership 

BBSl Tailoring sentences for the readers of the text and the use they will make of it by Select 

ensuring that the sentences are well structured and concise (for example, by 

ensuring that the appropriate sentence structure is used (such as active/passive or 

complex/simple), appropriate inter-sentence connections are used, and that the 

sentence is focused) 

BB52 Ensuring an appropriate level of readability in the text (for example, ensuring that Select 

the text is cohesive by ensuring that the text is well -structured, contains clearly 

related sentences and paragraphs, and that discourse markers are used 

appropriately) 

BB53 Ensuring an appropriate level of clarity within the text (for example, ensuring that Select 

the text is coherent by ensuring that the message of the text does not contain any 

slips in logic, such as self-contradictory statements, wrong organisation of events) 

8854 Removing or correcting instances of verbosity Select 

B855 Removing or correcting ambiguities Select 

B856 Removing or correcting repetition and redundancies Select 

250 



Structural editing 

Structural editing aims to improve the presentation of the content of the text by restructuring the physical and 

conceptual elements of the text. Structural editing also aims to assist readers in conceptually organising the 

information in the text by signalling the relationships between the parts of the message. 

Using the drop-down menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the S!\:Q;Or sge!;;ified in ~!l:g;ion A. 

BCS9 Ensuring optimal structure of the argument or discussion (for example, by Select 

rearranging sentences, paragraphs or sections of material) 

BC60 Querying the less than optimal structure of an argument or discussion Select 

BC61 Ensuring logic of headings (for example, that a heading accurately reflects the Select 

content that follows, and that headings are arranged in a logical order) 

BC62 Ensuring logica l sequence divisions Select 

BC63 Ensuring logical order of sections Select 

BC64 Ensuring logic in the relationships between text, tables and graphics Select 

BC65 Ensuring logical use of verbal signposts (such as the positioning of standfirsts, page Select 

turns) 

BC66 Correcting missing markers (such as the incorrect or inconsistent use of firstly, Select 

secondly, thirdly) 

BC67 Correcting or removing unfulfilled announcements (for example, correcting or Select 

removing instances where a writer has indicated that something specific will be 

discussed in a later section, and then does not do so) 

BC68 Correcting problems with backward and forward references (for example, correcting Select 

or removing instances where reference is made to previous or subsequent 

information that does not appear) 

BC69 Checking and imposing the correct physical structure for a text (for example, Select 

ensuring that a report published in a newspaper follows the inverted pyramid 

structure, or that an academic article fol lows the introduction, discussion, conclusion 

structure) 

Content editing 

Content editing aims to improve the content of a text by correcting for accuracy and logic. 

Using the drop-down menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the l!~Ctor sgecified in Section A. 

BD78 Correcting content for completeness Select 

BD79 Querying incomplete content Select 

BD80 Correcting content for appropriateness Select 

BD81 Querying inappropriate content Select 

BD82 Correcting content for accuracy Select 

BD83 Querying inaccurate content Select 

BD84 Correcting content for logic Select 

BD85 Querying illogical content Select 

BD86 Correcting content for any legal issues (such as bias, slander, libel, plagiarism, Select 

copyright infringement) 

BD87 Querying any legal issues associated with the content and artwork (such as bias, Select 

slander, libel, plagiarism, copyright infringement) 

BD88 Ensuring appropriateness of illustrations Select 

BD89 Querying appropriateness of illustrations Select 

BD90 Writing artwork briefs for the text Select 
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BD91 Selecting illustrations and graphics for the text Select 

BD92 Cropping illustrations and graphics for t he text Select 

BD93 Editing illustrations and graphics for the text Select 

BD94 Copyfitting the text for the publication Select 

BD95 Suggesting rewrites for sections of the text Select 

BD96 Writing/rewriting sections of the text Select 

Proofreading 

For the purposes of this study, proofreading refers to the final phase of the editorial process, done either once 

the manuscript has been typeset, or before it is ready to go to print in another format. Proofreading aims to 

ensure that all the editor's and author's corrections have been incorporated into the final proof and that the 

proof does not contain any errors missed during the editing process. 

Using the drop-down menus, please indicate how often you are responsible for performing the 

following tasks in your everyday work as an editor in the sector S(lecified in s~ction A. 

BE89 Correcting spelling errors in proofs or print-ready pages Select 

BE90 Correcting inconsistent spelling in proofs or print-ready pages Select 

BE91 Correcting grammatical errors in proofs or print-ready pages Select 

BE92 Correcting punctuation errors and inconsistent punctuation use (for example, in Select 

abbreviations) in proofs or print-ready pages 

BE93 Correcting inconsistent punctuation use in proofs and print-ready pages Select 

BE94 Correcting errors in word breaks in proofs or print-ready pages Select 

BE95 Correcting errors of fact in proofs or print-ready pages Select 

BE96 Querying possible errors of fact in proofs or print-ready pages Select 

BE97 Correcting proofs or print-ready pages for correctness of type specifications Select 

BE98 Correcting incorrect format and layout in proofs or print-ready pages Select 

BE99 Checking that all the editor's and author's changes have been incorporated into the Select 

final/typeset document 

SECTION C: EXTRA-TEXTUAL SKILLS FOR EDITORS 

The extra-textual dimension of editing comprises those skills that editors require in order to fulfil the textual 
function. It is divided into four sections: technical skills, personal and interpersonal skills, procedural skills and 
specialised knowledge. 

Technical skills 

Editors require technical skills in order to work product ively. Technical skills include management skills 

(knowledge of sound business principles and management), technological skills (knowledge of and skills in using 

software and technology) and sourcing skills ( the ability to source information effectively). 

Using the drop-down menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in th~ sectgr :t(lecifi~d in Section A. 

CAll The ability to plan projects (conventional or online) effectively Select 

CA12 The ability to manage projects (convent ional or online) efficiently within budgetary Select 

and time constraints 

CA13 Sound business and management skills Select 

CA14 Expertise in the latest word-processing software Select 

CA15 Expertise in the latest Desktop Publish ing software (such as InDesign, PageMaker) Select 

CA16 Expertise in the correctly using track changes during electronic editing Select 

CA17 Expertise in correctly marking changes on hardcopy manuscript Select 

CA18 Expertise in website design, management and maintenance Select 
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CA19 Expertise in the various methods of querying (for example, using the comments Select 

function in Microsoft Word) 

CA20 The ability to source information effectively (for example, reference guides, reliable Select 

information on specific topics, or previous articles/texts) 

Personal and interpersonal skills 

Personal and interpersonal skills refer to specific character traits and personal qualities that editors need in order 

to work efficiently in changing environments. 

Using the drop-down menus, please indicate how important the following skills are for your everyday 

work as an editor in the §~ctor :i112~!0ified in 5egion A. 

CB20 Highly developed reading skills Select 

CB21 Intuitive language skills Select 

CB22 Dedication Select 

CB23 A good general knowledge and an interest in world news and events Select 

CB24 A desire to constantly learn Select 

CB25 A strong personal code of ethics and good judgement skills Select 

CB26 The ability to work under pressure and for long hours Select 

CB27 The ability to develop and maintain good working relationships with and between the Select 

various industry role-players (for example, journalists, authors, typesetters, 

designers, proofreaders) 

CB28 The ability to sensitively and diplomatically bring any issues and problems to an Select 

author's or cl ient's attention 

Procedural skills 

Procedural sJ:ills allow editors to work efficiently and productively in the various sectors of the industry and aid 

editors in understanding and making decisions during the publishing and editing process. 

Using the drop-down menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in the sector s12ecified in Segion A. 

CC24 Knowledge of the publishing process (for example, knowledge of the publishing Select 

process in its entirety, including planning, coordination, copy flow, marketing, 

design, printing) 

CC2S : An awareness of the function of the various role-players in the publishing process Select 

CC26 Knowledge of the costs associated with the various stages of production Select 

CC27 General administration (such as following up queries, issuing invoices, managing Select 

f inances, negotiating contracts, marketing) 

Specialised knowledge 

Specialised knowledge refers to the knowledge that editors require in order to complete an edit successfully. 

Specialised knowledge includes subject-specific knowledge (such as familiarity with the Revised National 

Curriculum Statement for schoolbook editors, or knowledge of financial matters for technical editors working 

with financial documents). 

Using the drop-down menus, please indicate how important the following skills and knowledge are 

for your everyday work as an editor in the §~ctor :i!IU:!;;ifi~d in S~s;;tiQn A. 

CD28 Knowledge of linguistic principles and linguistic sub-disciplines (such as text Select 

linguistics or normative linguistics) 

CD29 Knowledge of the various text types and structures and their purposes (for example Select 

knowing how an instruction manual will be read and used, and then understanding 

how the information needs to be presented for optimal understanding) 

253 



CD30 Knowledge of design (for example, the use of colour and contrast in texts) and Select 

layout princip les (such as formatting, paragraph indentation, heading levels) 

CD31 Knowledge of specialised subject matter (for example, knowledge of the Revised Select 

National Curriculum Statement if editing educational textbooks, or knowledge of 

South African civi l affairs if ed it ing a governmental policy document) 

Thank you for your input and participation. 
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APPENDIX C 

Sampling frame for the book-publishing sector 

PASA's Directory of Members (2009) 
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~· ··ArtitaciPublicatiol'ls . al'ld frainir19··cc ··· 

!··.A.VIJ~reness Publishi~9.sA.(Pty) . Lta···· 

~ · ···saieleursaaks (Pty)Lid 
: ·· ·sat~leur s~~l<~ell~rs (Pty)Lt<i·.·.·.·.·.· ··· 
: BB Books 

r · ···s~r:Jufsa~ks··ccis~r:belle··s~aks ·cc·· · · · ·· · 

: sestsaoks 
• 1s. ; sitas}lte l'ulllist1in9 (PtyfLtd ·· 

. - - - . . ' ' -. . . - - . . . . ' ' ' ' ' ' . - - - - . ' . ' ' ' ' . . . . - - ' ' ' . . . . . . . . ' ' . . . . . - - - - - -. ' . ' ' ' . . . . . . . . . ' . ' ' . . . . - - . - -. . . . ' ' . ' - - - - - - - - -. . . . . . . - -. - - - - - . . . 

19. ··· ·· ·· 1 slueWeaver rViarketil'l9 and oistrii:>uiian 
. 20 . 

• 21 . 

i 25. Briza Publications 

• 30. 
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i 4£L 

i 49. 

I 50. 

: 51. 

· 52. ······ Guideiiiles Educational Publishers 

157. 

[ 58. 

I 59. 
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-·------,.----------------------- ··- -------------------------- -- ----~---...;.:...:..... _________ ,;.;.-.: -----------------·-·········--·····------------- -- ------------~--------·---------~ ---·-----------···------------------------------- . • www.iuniorstudent.co.za • 70. \ Junior Student Publishers 
. ..... .. .... ... .... ..... ... ..... .. ... • 

• tt.tfi.://w\,\~ .l!Aa:co:zau H 
r· http:i/WW:W:iutaacactemic.co.z.a···· 

.. • .. .... ...... ,, ,,,,, , .. . .. ,,,, ,, , . , .. .. ..... ................. .. .. .. ... .. . ... .. ........ .... .. 

. 71. ··· 1 Jlita & company l.imiiea· ··· 
········· ·· ·· ··· ··· ····· ············ · 

--~················ ······· · ··· · ············ · ····· ······ ····--- ········ ····· ··· ······ ··· ········· ········· ··· ···· ··· ·· · . . . Hilitii:i/vvvvvv.doublesiorey.com -

Unavaiiable 
'"75:·~---- r··~-ut~ --~-ealt_h ___________ _ ----~----~-~~-------- _. -----~--·············----------··· ---·-- ----~··--···--··---- ~ --~-------···---·--·-~- ------ ----~-----·------- . • http://www.jutahealth.co.za 

• 76. -···· i' Juta Law 
. ~HU ' 

HH Hiliiii:i/~:iutaia_w:co:Z.au --
.. ··::::: .. .. .... ::: ... :::::::::::::::::.-.; 

I 

IJuta Learning . Ettr:iJvvvvvv:Tutiiacademic.co.za···· 

·-·-········ :···kate.Mccallum .. (Plibiist1in9 .. cai1suliant)···· ·.· ·-··················-· •· · ---u~~~~ii~ble ·· 
i • 79. -----i- Re-ilHwor1t1-·soo'k5~--------- ---------~------------ --- - -·onavailable·----------------------------------------------------
1.... .. .. . .. .............. . .. ao: ··· ··· .. ~_--i<iciZ.a-saoi<s ·- · HU UH H • htte:/twwvv.kidzabool<s:co-za-. .... .. ............ - -.. ----' ....... .. 

' • 81 . ···· ·· ·1 knowledge tt1irstMedia 

L ... 

• 83. ···1· Liin9Lia9e inc 
! 

··- ··· ·· ··· w.~.k.1owted9ethirstmedia.co . z.a·- ·· 
-· -- Hbit[,:iiwww:r16.co.z.a·-

.. .......................... ... ... ..... ....... .. ......... ............. .... ..... ..... ...... . ·····u·u- http://ww;.V::vHabrevis:co.zauor···· 
• http://www.language-inc.arq 

• 84. 

85: 

~----------------···---·--·--------------~-----------------------------· ............... ,,, __ ................ ____ '---------------------~---·----··-------·--·-- ......................... ..... ····------------- . 

• http://'\I'Nm.!apa.co.za 

• 86. · ··· ; Leetio Publishers 
. i .... --··· . . .. ... u ••• • •• • • • • •••• u •• ••• . ••• at: ··· r Leprechaun F>radi.idions · 
! 

· 88. ··r LeisLaakTRaptar Publishers ·· 
• 89. I litera Publications 

........................ ............ 

····biili,;/.!.wwwi~.?rn_,ca:za····· 

·· ··· ··· ·· ···Unavailable 
. - - - .......................... .. ···· ······· L.Jnavailabie 

·· ······ t1ttp:ii\W~V;.v;ail cat1rts.biz · 
······ ·· ····· Unavailable 

. . . . . . . . ! . ' . . . 90 . ....... \ LoveiJaie Press ... Unavailable ............ · ... · .. · .... · ... ·.·.·.· ... ·.·.·.· ... ·.·.·.·.· ... ·.·.·.·.·.· .. ·.·.· .. ·.·.·.·.·.·.·.·.·.·.·.·. • 
' ' 91. -- r·LsM Lo9-i5tfcs(Ptyf l.tCi ---~-·-----·-------·-----·····-·---·· · • ·unav·a-ilabie--- -~--------------------------- --------------···---·----~-··-·------------·-

• 92. ·······i Macmiiiansai.ithA:irica(PiyfLtd 
• 93. ·· ·· ·· 1. Macrai Publishing cc ······ 

i { 94 . ... .. ·.·.· r Niai~t:e> P~iilisll~rs ···.···· 
j 

• 95. ··· ···r ritlandala Publishers 
i 

... i 

• 97. ···· I iliiaskew iVIiiierl...on9man 

! Missing Link Education CC 

1oo. ····: Madiine~ieamin9 (F>iy)Ud 

··· ···· .............. --httti:/J~_w..i~...rri~~mili~~~~a :z~. --

······ .- -·httri:i/~~v;.v.macrai.co.z.a · · 
. . . --------- ··········· . .. .. . .. ··········· ·· ·· L.Jnavailabie 

····· ······ ······ ---··unavailable···· 

--· --t1tt[,:Jiwww:marlimo.co.za --· 
. -- ................... .. . .... . .............. ................ . ···-------- -iliiri :ilW\~v: mml.co.za--

• http:/iwwvv.editandtrain.com 
········· ·· htt!iiJ.J..\,\;ww :fD.I~-ca:z.ii --· 

• u mm m• u http:iiwww.info@modlin.org m 

... .......... - -------- ·· · . ... ... . . . .... .......... . ... ,, . , . . . ... . . . . - _ ,,,,,,,, ,, ,.,,,,,,, '' ''' ' ' '''''' ' . .. ... ....... . .. . .... -· - -·· ~ ------- ---···· ··············· ······ 

1 o1. , iliionica see6edPuiiii5hin9 consuitanif ················ \~w~Lm.9n icaseeber.cQm 

102. • Mthombothi Studios (Pty) Ltd · ··· ······ ···· t1ttr:JJiNWW.tilemba:r1ei · ·· ··· 

103. · Mumba Book Distributors --- r--t1ttQ:iiw0v,;:mumbat>ooks:co.za -
. - ....... ········ ·····- ------- ·······················-·-·· 

104. N F Saliwa Publishing cc ···· •... httri:iA~~v::ntsaiiwa.ca:-z.a-- · 
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New Africa Books (Pty) Ltd 

New Africa Education (An imprint of New Africa 
Books) 

1 11 o. ··· · New. Generation Publishers 

, 111. NewHolianCi Publishing SA 

112. 

! 113. 

114. 

' 115. 

116. 

117. ·· osE:Fiublishers cc 

' 118. ··· on the boi Distribution 

124. • Pharos Dictionaries 
125. ··· Platinum 
126. Preioria0r1h/ersity Law Press (PULP) 

127. ··· Prince 1\Jdahuka Publishers 

Printing and Publishing Company Botswana 

131 . 

. 132. 

• (Pty) Ltd 

QuarteiSales and Marketing (Pty) Ltd 

R.I.C. Publications 
·····Randar:n··Hause .. struik (Pty)··ua··· 
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f3s. · ·--~--Ros~bank' fiutiiishin9serv~ices~-c-c"'-'·-·-~"'-_ ·-·· ~- ~,-~,u~avai_lat>'l'e , _____ _ 
·1·4a.--·····r sAA.6A. (s~~th. Atric~~-·AsET o~~~~~P~~~t · · •... · .. titi!l:hll/~'Vv~saada~r.co.za···· 

I Agency) 
I . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

141 . -- ~- -sappi - --- -ilttri:ii~vww :saricii~cPm 

142 .••• ~ ~~s~~an~ ~~~~i~~~r~ ~ ~~~ks~~~~rs · ···· 
·· ······--- ---- ---······ ------- -··········· -- --- -- ······ · · ···· --- -- ··· ··· ·- -····· ······· 

143. ···1 sci1olasticlnc - · · ···· 

' 144~ -1-Schools -Dewe--lopment Unit --
: ········· . ······· 1.. .. ··· ·········· ··········· .. ... .......... . 

145: 1·· ·seiKk> F>uiliishers 
I 

146. ···1 Seyfferdt Publishers Trust 
l .... ..... . . .. . . . ........ . . ... .... . 

m u htt6:!/www~scholastie:com"" 

·· ··· --· .. . ... .. . .. ... . . .. .. . .... • ... . . . ... ........ ,, , , , , , , ,,, ,,,,,, , , , ,,,,, , , , ..... . . . .. . · ·· · · •·· ·· · ·· · · · ····· ---·-········ -----··········· :· futi:i:i/W\WI:seii<io~co :za 

··· ···· ·· ···· ·········· httr?:l/www.ectuobe.ca.za -

14 7 . .. ~ - Shofar-Pubfishing - ----- . ------ -- ------ ------------- -- ------ --fittQ:ffwWW ~ShOfaronilne.org---

i 
148. · 1· siluter·&-silooter-F>uillist1ers-(Pty)LtC1-- - -· · -- : i1itri:ii~~vi.v.shuiers .com 

L 
149: 1 SMILE (StMary's Interactive Learning ············ · : Unavaiiaille 

! Experience) 
.!.. 

150. r Solo Collectives cc 
' 

151 . ] ~~~~~161~ ~Ci~~~ .. ..... ......... ......... ........ ... . 
152. ··· r south African Ubraryfarthe siin·a 

I 

Unavailable 

Unavailable 
•• •·········· . ~--···· ···· ..•.. ............ ....... ...... ....... ---- ··· -···· ·· 

.... mwww.biindiib:org:za·· 

~153_-- ·-!souti-iern-Atrican-oirectorycompany(Pty) • http://www.sadc.info 

l ~ . u u u 
154. ···l· ··speart1eaCI .. (A.n .. imprir1t.Cit.New.A.trica:··saoks) .·.·.·.·.·.·.·.·.·.·.·.·. · httQ://.;;,;;w ~~~~~filb~b~~k~.c~.~a · ··· 

! 
155. ·r stE Publishers 

'·· · ·· --- ----······ ------······· ··· ---- ······· ···· ·· -· -· · ·· · ······ .. ' · ···· ·· ··· · · ··· ·· · · ------- · ········ ·········· · 

156 . ... f stimela Puiliist1eli ·······················: Uriavailailie 
L 

157 . ... f 5treel8ook Publishers ···················· ···· r Onavailabie 
i .. . . . .. ' ' - .. 

158. ···1 stl.ldy opportun-ities ·· ····w;..vw:studyopportunit!es.c6 :z:a ··· 
\. . .... ... . .. . .......... ... ..... ... ..... ...... -············ '---- -- ----········· ---- --- ··· ······· ········ ·· . ···-- -- --- -- ....... . 

159. ··· 1· tateiiler9 UUUU mum UU Ummmmmmmmu u uuhttp:iiwwvv: nb ~co:zaUU 

I --~------------------------- ·----------------------·--···-··~---·--·-·---~-------------------
160: - ~TESS Publis-hirigcc --- • unavailable 
• i . . . . ... ... .... .... .. .... ········ · ··· ···· ···· ······· ···· ·· ·········· ·· ····· ···· ········· .... .. .... . 161.····· i iile African Moon Press ······································ ·································· ·· Onavailab.ie · 

i 
162 . ... 1 .. The Answer ······· ··· .. ---- ·· .. mmO uhttp://~~~v.theanswel;ser!es . co .za 

. 163 .. · . · .·~-- the Matll~ ce~t~~ ¥~~ fi~~t~~~i~~~~ +~~~h~r~ - .·.·.·.·. -- i1ttp:/irl1bpt.~[Q: 
: ................ l ... . 

164 . ... i iroupaniPu6iishers (Ptyfi...td 
! --· r· ······· ············ ··· ·········· ························· ····· --·· 

165. 1Trurnpet~r Publishers 
166. ··· l··two··oa95 .. (a:n·imprini.ai.schreit>erF=orCi··· ..... ·.·.·.·.·.·.·.·.·.·.· .. ·.·.· .. · ... ·. iltip:/A~Vl.v.i~~dog~:e:o:ia··a,: .... ·.·.·.·.·.·.·.· .. ... H ........ ·.·.·...... ····· 

I Publications) • http ://wwvv .~fQublications.com 
! 167. ··· 1 llmtuneti Eciucati-oilai"Boo-k:s_____________ __ ------- ---- -- • ·-htip:/J_WV\fV\1 ____ umtundiboo-ks-.-co- :z.a·------------------------~- . 

• I 
:_ . ....... .... ... ! ······- --- -- -- ···-······ -- --- --······ ··· ·- ------ -········-- ----- ----·······------ ······· ···· -- -- -- ......................... ··· ---- -----······---- ------·· ··· ··---- - - -- · ··· 168. / Umsini Press ··········· ·· ············· ····· ··········································· ·············· ·················· fufuj/www,umsini~corri. 

l 
169 .... , Umtapo F>u6iist1ers and saokseilers · 

I . . . . . . . . . . . . . . . . . . . . . . . . . . 170.-H /" Umuzi uummmu mmuummmHuuuu m umuuuu muuuu m HHO . u HO HHHOHO H http:i/WW:W:un1uzi~randomhouse:co .za" 

i . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ... .... .............. ......... ..... ... ....... ..... ......... ......... .. ..... ....... ... ..... . 

171 ___ iHDnisa-PreSS __ _____ __ __ ___ H ______ ____ H______ __ __ ______ __ __ ______ ___ __ __ _____ -- hltp)fWWW.unisa:ac:zafpreSS--
........... L ...... . 

261 



172. • University of Cape Town Press 
.......... ,,,, ...... . .. . ...... ... ... ... .. ..... .... ....... .... ...... .. .... .... . , , , ,, _ , ____ ____ _ 

173 . .... University .. ofK:wazi.Jiu~Naial Press (UKZN Umm .. .. .. m .. http://www.ukznpress.cozq_ 
• Press) 

. 174. University of Pretoria: Department of ........ .......... h't ..... .. ;/ .. ; ...... .. ....... ................ .. 
• a. p:1 1s.up.ac.za 

• Information Science (Publishing Studies 

• Programmes) 

. Van Schaik Publishers ...... mu ... UUUU mmuu muuu ........ .. ...... http://www.varlschaiknefcom 

• ViVa Books Unavailable 

, 111. ···· Vivliafiublishersands<>oksellers (Pty) Ltd 

178. ···· Voices in Atrica 

179. ···· Western cape School Suppliers Unavailable 
. . . .. . ... ,, ,, ........ , . - -- ---- · · · -· · -···· · ··········· ··· · ····· ·· ··· ·· ------ --· ·· ---·· · · · ··· · ······ · ··· · · ···· · ··· · ·------ · · 18o. ··· vliikiba9 Press ················································· ··················· ············· ···· ·· ············ Unavailable 

181 . . Wits University Press 

182. • Wordsmiths Publishing Services .. .. u ...... u ........ .. ...... ........ u ... .. mhttp://www:wordsrr1iihs.co.za 
1 183. · · Wadd saol<:s (Fity)itd Unavailable 

184. Zactien fiutiiistiers (Pty) Ltd Unavailable 
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APPENDIX D 

Sampling frame for the mass-media sector 

SAARF AMPS 20088 Average Issue Readership (2008) 
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Saturday Star 
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i 67. : Kickoff 

! 68. •. TV Plus 

r 69. ······ , Africa Geographic · 

10. Amakt1osf 
' 71 . ' Animal talk 

1 12. ······· ; saha&kieliter .. 
i 73. · -sik.esA:iilla9aiine ­
r i4······ ... ...• Bona . 
i . 

75. •• Car 

···· ·········:::::::::::.·:::::::::::.! 

······· ·-· --·········· ···· ·-· . .. ..... ........ -- ·· ·········· ······· 

1 76 . ········ · caravan and Outdoor Life 
I ii~ : Cleo 
1 78. ···· complete Goiter Magazine 
1 iff ········ compuieraGtive 
: 8o. · ~ conde NasiHouse & Garden 
' 
i 81. • Cosmopolitan 
--------: ------------~------.---. ...... ------------~--------~: 

i 82. • Drive 2.0 

183. . Elle 

• a4. ··· • • Enterprise 
i a5. ······· Entrepreneur 

1 87. ···· ··· • Fairiady 
1 88. F'emina 
1 89. I=Hiill 

· --- --· -- ·· .... ..... ... ................ . . 

1 9o . Finesse 
191: ·······r F'ood&Home Ent. 

92. ii Getaway 

I 93. : Glamour 
94. Go! 

1 95. <3o!Twe9! 
1' 96:---- - ·- ·GO!foigest~----------------

! 97. ·• GQSA 

1 98. ··· ···· Home 
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-------·--·------------------~----------- ----------------- ---------------------- : 
102. : Leef met Hart & Siel 

• 103. :Leisurewt1eels 
104. •: Lig 8esinstydskriT 

; 1o5~ ····: Livin9 and Loving 
: 1 o6. ···• Longevity · ·· 

---- ------ -------------....... --------------------------~ I 
107. •: Man Magnum 

: 108 . . : Manwees 

r109. Marie ciaire··········· 
110. · ·: Max F>ower · 

' : :: i ~:::: ::::: BOSiliiO ..•.••......... ...•.•..•.•..•..• ' 

: 113. TNAG . 

115. • 0' The Oprah Mag SA 

: H6. ·•• Fic Format 
. ' ····· ' . ' ' . 

: 111. ···· PopuTariillechanics ··· 
118. • ; Property: The Property Magazine 

, 119. ····; Rea<:ier;sbi9est 
· 120. TReal 

•! 12i ···.· Realsimples.6. 
• 122. ···· RooiRose 

123. • • Runner;sWorid 
124. . sA 4X:4 i\11a9az.ine · · 

·• 12s. •. s.6.cc:>lir1tiYLife. 
126. ····: sA8ar<:ien · 
121. ···• sA Garden & Home ·· 
128. ····c sA Home owner 

·· 129. ···• sAfndia 
13o. ···_r sATuin Fialeis 
131. , SACM (SA Computer Magazine) 

~---------~~~- ,................. ··•---.~-~----------------~--~ ........ _ : 

132. • Sarie 

•: 1ai ···• st.ape · 
134. ··· ·· rsc 
135. socceriife iol.lrfol.lrtwo 
136. ···• • souli\11a9azine 

. . . 

·. 137. ··•• speeC:t&solir1ctiilla9aZine 



: 138. ; Sports Illustrated 

i 139 . . ·.·.•· st~~Ly~~Hi9t1ici~~~ 
140. ;• Succeed 

: . . . . . . 

141. ····: The Gardner magazine 
. •... .. .. . . ...... .... • • • ,,,, , . , . .. . . . . . .. ...... . . . . . ........... . 

142. ···: fophillin9rv1a9aiir1e ·· 
143. ~ Topbike 

L. 
144 . • ~ Topcar 

. .............. .......... ....... . .................... . 

··· : 

.. ... , ... .. ; 

. . . . . . . . . . . : 

--------------- : 

. . . . . . . . . . . : 

-------------- ;------~~~---------~---------------------------~--

• 145 . •. Topmotor 

146. ···.: 'Tribute ··· 
· T4i :···· ···True Love 

:L.. -------- -- ····· ··- .. -- ------- ·-····· .. ··· ···· 
; 148: ···· frueLovesatie 
, 149. : tuis 

15o. ···•· We9! 
151 . ····: vi.iiei 
152. ····[ Wine Magazine 

153. ··; Woman & Home 
154. : Y Mag 

: ; 
.. ........ . . .. . ,,, , , , ...... .... . . . . . . . . 

155. ·• Your saby ··· 
156. ···~: Your Family 

___ :! ........ ... ... ..... ..... ..... . 

159. "Avoca de 
160. · ~ Bicycling 

: 1s1. ···•· oekar ······ 
j 162. -• Drive out/Wegry 

163. ···; Eliebeocration 
164. • ~ Fitpregnancy 

165: ···· Goo<iTaste 
166. · · Habitat 
167. ······· ~ Hustler. 
168. ··· .. Hype 

: 169~ ·· l..osiYi 
110. ···. Men;s HealihTivin9 ·· 
171. •• Psychologies Magazine SA 

:: 

112. ···• ~ s"ADance & Music ·· 

. - - - - - - - - - - - - - : 

. -------· : 

.... . ... ---· ···· ·---------------------- : 

. . . . . . . . . . . : 
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• 173. - Saltwater GirfMagazine~·····-····-· ---~. 

: 114. ·... +~~t~· <w~~~~~rth~Y 

• 175. ··· ·fhreads&crafis 
176. ··· Vukuienk:eie 

.. · . ... . . . . . .... .. ,,,,,,,,,,,,,,,,,,,,,, , ,,, ,,,,,, , .. .•••. . . . ,, , , ,,,,,,,,,,,, . . .. .... . 

: 111. ·· zi9zagsuriiliiagazfne 

178 . ... r AI\ Traveller 

~~nee=~ ~ - ~ ~ 
: 181. • Visi 

182. . Wegsleep 

183. ·· · You F>ulseiHuis9enoot Pols 

·• 

•: 1as. ··· : ciick:sclubC:ard 
. ~ --·· ··· · · · · · ··· - · · · ············-······ - · · ········· ········ ···•·•··········· 

186. ···· c1uh (F=oshinfGroui>f 
187. ······· cllih(L.:ewis sestEieC:tri·e:y 
188. ·.·.·.·. bishisk~tt~~ (Ds+V g~id~) 

.r 189. ~ e<igar<istlut> Magazine 
19o. ···· INHouse club 

: ~-:::: ····· . 

·• 191. TJetciuh · 

192. •• ~~~ic <~-~ett~ 9~i~e) 
: 193. ... M {M~Neffv Gids) 
•: 194. ·· vodaWorlc:lfii1a9aZine · 
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APPENDIX E 

Groups of tasks and skills for descriptive and statistical 

analyses 
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sA77 · ·· ·· ···: correcting s.peiiin9 errors ·· 
..........--~-----~ ___ ,,. ____________________________________________________ , ....... _ .. ____ ~-.. ---·-·· 
• BA78 [ Correcting punctuation errors 

---~----········---------~----·--------·-·--·· 

· .. ·.·.··-· .. · .. ·.·.·.·.· .. ·.·.·.·.·.·.·.·.· .. .. ·.·.·•·•·•·•· .. · ... ·.·.· ... ·.·.·.·.·.·.· .. ·.·.·.·.·.·.·.·•· ... · ..... ·: ....... ......... . ..... .. .......... .. ,,,,,, , ,, .. .............. . 

sA79 ···r correctin9.errors.ofgrammar ······ 
•.. sA:ao ······· -·· correcting errorsofsyntax .. (sentence.struduref ··· ·· 
• BA81 Ensuring correctness of terminology usage 

· ·········· -- ---- '''' · ·· · ·· ···- --- -- ----·---· · ············· · · · ··- -·-··············· · · -- --- · -- ···· · ·············· ---- ----- ---- ··· ····· ··· . 

• sA. 6. ··· · oueiYing correctness ofterminoiogy usage · 
• ........... .. ........ . 

8A~i. Ensuring correctness of numbers, units and measurements 

sA:: a: ······ •. aueryin9 correctness ot numbers, units and measurements 
Ensuring correct use of foreign languages 

.-··aA:·1·o~ ···-· ·.· .· .· .·g-~-s~~i-~·9 ··-·~~rred~-~-~-~·-· <:>i --ll~~-din9s.· (p~rticularly .· i~----~~r1lh~~i~9.-·-· ~e~~-~~;··-po~iti~~~.-·---~t~:>··-·.·.·· · 

• sA.11 ·~-- -E-nsurin9correcinessintabfes<'m-dTiSts.(forexiimple;·e-nsurir191haTtable·s--an·CI listsare -- ---
: correctly formatted, that the content is accurate and correctly punctuated) 

' BA.12. · · · i :::::~~::~::.~~~=;~~:~~n:~;~::~~:;::~~~:::~:u~:~:::;~~di;SiS~;e ······· ········ ·· ~ 
-·· sA.13.- Ensuring correCtness ofilfl.lstraiions .. (ior example, ensuring correct factual· representation · · 

' sA 14. · : ~~~~~:~~=~ess 01 ittUStrations (tor exampte. ensur;ng oorrecttaauairepresentation ··· ···· ; ! 

~~: -! ~=I 
·················· ................. . 

• BA.28. Ensuring that the text is in line with design specifications (such as layout, formatting, 

· paragraph indentation) 

r BA.29. Querying irregularities with design specifications (such as layout, formatting, paragraph 

indentation) 

BA.31. Ensuring correctness of reference style of in-text references and reference lists 
~ ' . . . . . ' ' . . . . . ' . . . - -. . . . . . . ' . ' ' ' ' ' ' . . - - - - - - - -. . . . ' ' ' ' . ' ' . . ' . . . . . . -. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . - - - - -. . . . . . . . . . . . ' . . . . -. . . - - - - -. -. . . . . . . . . . . . . ' ' ' . . . . ' . . . . ' - . -. . . . . . . . . . . . . . . . . . ' ' ' ' ' ' . ' ' ' ' . . ' . . . . . . . . . . . -. - - - - - - - - - - -. -. . . ' . . ' ' ' . . ' ' . . . 

sA:32. ····· ··alieryin9 incorrect reference. styie iarTn~textreterences and reference iists 
.. Approving author's ancfprootreader;·s .. cilanges- ior the typesetter ______ ......... .... ~ .... ~ ........ ~ .... - .... - • 
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• BA.19. 

8A.26: 

---···---· ·---·································----------------·"-•'•"'•"' ''' ' ' 

Ensuring consistency of syntax (sentence structure) 
························ ····· 

Ensuring consistency of terminology usage 

• E3A.2f. Ensuring consistency in the use of numbers, units and measurements 

r 8A.22. Ensuring consistent use of foreign languages (particularly in terms of typographical style) 

BA.23. Ensuring consistency in headings (particularly in numbering, levels, positions, etc.). 

[--8Ji.~24-:---- r-Eri-s-uring consistency -in-tables-an-d lists (for--example-.~ensurii19 -tllaitables~md lists--are------- ~- . 

I consistently formatted and punctuated, and that information is presented consistently) 

: 8A.25: Ensuring consistency of illustrations (in terms of the presentation of their content, formatting) 

BA.33 Ensuring consistency of reference style for in-text references and reference lists 
· · -- ······· ... ...... . 

sA:34: olierying consistency ofret'ereilce style tor in~textreterences and reference iists 

BA.27. Ensuring completeness of preliminary pages (such as contents lists, preface, 

• acknowledgements, title page) and end matter (such as indexes, appendices, glossaries) 

• BA.30. ..... Co.rreiating .. parts ofitie texi(such as checking cross~references, internal page references, 

, footnote/endnote numbers and text, table of contents) 

.. BA-:3ir . • Ensuring-completen-ess ofreteren.celisi"{ensuring--th-aTail-the references cited in the text 

,. appear in the reference list, and that all the items in the reference list appear in the text) 
____ __ :; ____ __ _______________ __ ________ __ __ _ ___ ____ ____ ______ _______ ___ ____ ,, .... ........ ........ .................. ... .. ....... . ... ..... ... . .......... ...................... ... . -- - · . - -- ···········------ ----- ··· ····················· ···· · ·· · · ········ · ··· ··· 

sA.36 ······· ouerylil9 incomplete ret'ereilceTist{querylil9 Tilstailces .wtiere .. itie references died Til itietext 

• appear in the reference list, and that all the items in the reference list appear in the text) 

• • sA. 38. ·····• r coliatii19 auiilor;s an.i:f proofreaders changes tor-tile typesetter 

Ensuring appropriate use of vocabulary for the readership 

T 8858. · Ensuring an appropriate register is used in the text, based on the type of text and the 

I readership 
·· ······ ······· ····· ·········· ·· ··· ······ ··· ·· ···· ····· ········ 

. • Querying instances of inappropriate register in the text, based on the type of text and the 

·• readership 

i 88.45. Removing or correcting instances of verbosity 

88.47. i Removing or correcting repetition and redundancies 
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Tailoring sentences for the readers of the text and the use they will make of it by ensuring 

that the sentences are well structured and concise (for example, by ensuring that the 

appropriate sentence structure is used (such as active/passive or complex/simple), 

appropriate inter-sentence connections are used, and that the sentence is focused} 

Ensuring an appropriate level of readability in the text (for example, ensuring that the text is 

cohesive by ensuring that the text is well-structured, contains clearly related sentences and 

paragraphs, and that discourse markers are used appropriately) 

Ensuring an appropriate level example, ensuring that the text is 

coherent by ensuring that the message of the text does not contain any slips in logic, such as 

self-contradictory statements, wrong organisation of events) 

Correcting or removing unfulfilled announcements (for correcting or removing 

instances where a writer has indicated that something specific will be discussed in a later 

section, and then does not do so) 
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81597. ! ! correcting content for completeness 

! 8D:6o. ··1· oiJeiYing.incomi>iete .content 

BD.61. : Correcting content for appropriateness 

: 815.62: .• r Querying inappropriate content 

accuracy 

86:64. !. Querying inaccurate content 

BD.65. ! Correcting content for logic 

:: 8o.6s: ·· ···! oueiYing .iiiogical.content··· 

example, correcting or 

: 86:67: ! Correcting content for any legal issues (such as bias, slander, libel, plagiarism, copyright 
:1 infringement) 

[ BD.68. • Que.rying any legal issues associated withihe conteniand artwork (such as bias, slander, 

i: 8069. ': ... ~:~:~:9::::~~;:;:;.! .;71:::~~:~: 
···· ··• i··· aueiYing.appropriateness.ot .illusiration 

··· ·• •· Writing artwork.t>riets tor the text····· 
11 __ .. _._. ______ .......... , .... , .. 
• so. 12. ·· ,. Selecting iilusiraiions and graphics tor iheiext··· 

:: 

· r 86.73. ···• · cropping.iiiusiraiions .. and.graphics.tor.tile .iexi··· · 

i 815.74. 
. ........... , .. , ...•.. 

Editing illustrations and graphics for the text 

· • 8o~i5. ·• coi>Yfiitli19 the .iexiforihe i>ubiication .. 
• I 86.76. ····• .··· su99esting .. rewriies .. torsectians.oftt1e .. iexi···· 
:···86:77: ·· ···l wrltingirewriting .. seciians ofthe text···· 

Correcting spelling errors in proofs or print-ready pages 
• BE 161 .. . r· correcting inconsistenlspelling .in proois .or~print~ready pages 

.!::;. ; ; ;;;; :: ;:::;;;;;; ;:: :· ·· : ; 

Correcting grammatical errors in proofs or print-ready pages 
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BE1 • Correcting punctuaiiorl"e'rrors and inconsistenfpunctuationuse-(for--example, in 
i abbreviations) in proofs or print-ready pages 
.. · .· .·c:~~~~~h~9 --i~~~n·~· i-~tent ···p~nd~-~ii~~-·-· .~s~-- in ···pro~ts ··-~~d·.·.p~i~t~ready···pa9es··- · . · . · 

j···· c~rr~~ii~9 ·· ~.:r~r~ ···;·~·-·.·:v~·rd···br~al<s··· ·i ·~····f)ro~t~--- ·~~--- p~int~-~~-~dy.· pa9~~-·-· .· .· . 

····sE1aa·· ·· :·· ··correcting errors oHaGt in .. proofs or piint~ready . pages··· 

., 
: : 

-I 
:····sE1.o7 ····· ! ·. ·. ·. ·a~~,:Yi~9 -. P~-~-~ibl~ ---~~~~r~·-·-~t--t~d -.i~·-·. f);:o~t~---~rp~i~t~r:~~dy·.·.P~9~~ ---·- ·. ·· ·· ·· ·· ··:: ::::: :.~:~-~-: - • 
i __ s.E.1aa·--- · -- carrecii-n9-Proots··c;;.~pri.nt-ready pages for-corre-ctness-of type·s-i:>ecificatians ____ __ 
,···sE·1·a9 .·. ·. ·.·· j·· ·· ··c~-~redi~g··· i~c~r~~a·t~~-~ai··~~-(J··· · ~ay~~t· ·· i ·~·-·. f)r~~t~ -~~prinl~~~aa:Y···i>~9~~-·- · . · . · . 

8E.110 ..... i clleci<ing tllai all tile editor's and author's changes have been incorporated into the 
· final/typeset document 

·cA21. · 1 the at>iiity to pian projects (conventionai or online)efiediveiy ··· 
cA22 ····· ··· :· tile at>iiHyto manage projects (conventional or onTine)effiCientiywlthin .. t>lidgetar)fandtime 

• constraints 
_···cA23 ··· ····· j·······soundhusiness ~~ci~~~a9~~eni.si<ills ···· ·· 

· .. · ... . . .... ... --. . --- - -- -- :: n. 
··· E.xpertlse in ·ttie latestword~processlng softiiVare 

... .. ... ..... .. .. .. . : - . ' ' . ' ' ' ' ' ' - . - - - - . . . . ' . . ' . . ' ' ' . - . . . . ' . ' ' ' ' . . - . . . - -. . . . . . . . . - -. -. ' ' ' ' ' . . ' . ' . ' ' ' ' ' ' ' ' . ' ' ' ' ' ' ' ' ' ' ' . ' . - - -. . . ' . ' . ' ' ' ' - - - - . . . . . . . . . . . . . . ' -. . . . . ' . . . . . . . . . - - - -. . . . . . . . . . ' ' . . . . . . . . . . . . . . . . - - . . ' ' ' ' ' ' . ' . ' ' . - - - ' . . . . . ' ' ' . ' . . . . . . . . . . - - - - . ' ' ' ' ' ' ' ' . . . . ' ' ' . ' . . . 

c.Ais Expertise in the latestbesi<toi> Publishing softiiVare (such as 1i1Design; F>agetvlai<er) 
····cA26 ··· · · Expertise. in the.correctiy using trackcllan9es.during.electronic.ediiing 
c.Aii ·· Expertise in correctly marking changes on hardcopy manuscript 

--·c/0.8 -~ ,- -Experiisein-wel:lsiie . design~-management anCimaintenan·ce-·----- --------·-- ----·····----··--------------- -··---- ---~----· -· . 
····cA29 ..... · .... •···· Exp~rtise. in . tll~~ario~~ ~~ill~d~ ~t-<!u~~ing (for ~~~lllp1~, li~i~9 the- ~a~ment~ ·tuilctian i~ ··· 

Microsoft Word) 
the ability to source information effectively (tor example, reference guides, reiiable 

· information on specific topics, or previous articles/texts) 

. . "' ""-- .... .... .. ... ....... . --- --- .. .. .... ....... ... . .. .. --····::_·-:::·· ::_· ::_· ······· intuitive ian9uage skills .. 
. cs31 ···· Dedication 

. " " ' ' ---- -- -- ------------------ -- ...... ....... ........ ...... .. ........ .. .. ... ................ ....... ......... . ......... .... ....... .. .......... ........ ..... .......... ......... .. 

····cs32··· ···· : A good. generai l<nowied9e .. anCi an interest in world news ana··ev:ents 
. ~- . ·· ····· -- ---·- .. .... ----· · . .. ··· --- --· .. -- --- -- ---- ········ ....... . cs33 ····· Adesiretaconstantiyiearn····· 
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' ' ' '' ···· ··. ·---······ ·· ·· · ''' '' '''' ' . . ... ... ...... ... '''' .... .. '' ''''' ' · ········ · · · · · · ······- ---- -·- ·· ····- --- --- -·· .. ' . . . · -· .. .. . '. ' ' . .. . -· ''' '' ' '' . · · -······· ···· · · · . 

• cs35 ···. rheabiiityiowork.liil<ier .pressureaildiorioil9ilolir5 

••··· cs3s ···· ·· · •··· rile ability.to aevelopana··maii1taii19ooC:t .workiil9 .reiatioi1silips witil .and .. between the various ····· ·· 

! industry role-players (for example, journalists, authors, typesetters, designers, proofreaders) 

• cs37 ······· •... the. ability to sensiiively .ana· Ciii>ioffiaticaliy .brin9 any. isslies .ana· probiems .to .. an · auiilor's .ar···· ··· 

· · client's attention 

cC28 Knowledge of the publishing process (for example, knowledge of the publishing process in its 

, entirety, including planning, coordination, copy flow, marketing, design, printing) 
-------------- ------------- ----- ---------.-..... ....... . .-. ----------------------------------------- - ·~----------- ........ ---------------------~-------------~--------------------~--·-·---------- . ----------------------- - · - ··-------~~--------------~---- . 

·• 
• • An awareness of the function of the various role-players in the publishing process 

· cc3a···· ··· •· Kno.;;led9~ ~fiile ~~si~ ~s~~ciat~d ~ithill~ ~~~i~us si~9~s~fpr~dudi~~ ·· ·· 

r cc3f .. i General administration (such as following up queries, issuing invoices, managing finances, 

. negotiating contracts, marketing) 

1 CD32 
-- -- -----------------~----·.. --------~--- ....... -------~~---- . ................ .. ------------------------------ -- -- ---- ------- -- ··· ----------------.. .. 

Knowledge of linguistic principles and linguistic sub-disciplines (such as text linguistics or 

·' normative linguistics) 
.. ......... . .... .. ...... ... .. .. ...... .. 

Knowledge of the various text types and structures and their purposes (for example knowing 

• how an instruction manual will be read and used, and then understanding how the 

•. information needs to be presented for optimal understanding) 

•··· co34 ·······. Ki1owieei9e ot.desi9n (tor exami>ie. the use. ofcoiolir and contrast in texts) ana· iayolit 

•, principles (such as formatting, paragraph indentation, heading levels) 

r cb35 Knowledge of specialised subject matter (for example, knowledge of the Revised National 

• Curriculum Statement if editing educational textbooks, or knowledge of South African civil 

i affairs if editing a governmental policy document) 
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Coding of questionnaire items 
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Question 6 

Question 7 

Question 8 

Question 9 

Question 10 

Question 11 

Question 12 

Question 13 

Question 14 

Question 15 

Question 16 

Question 17 

Question 18 

Question 19 

Question 20 

Question 21 

Question 22 

Question 23 

Question 24 

Question 25 

BA3 

BA4 

BA5 

BA6 

BA7 

BA8 

BA9 

BA10 

BA11 

BA12 

BA13 

BA14 

BA15 

BA16 

BA17 

BA18 

BA19 

BA20 

BA21 

BA22 

BA23 

BA24 

BA25 

BA26 

Years' editing 

Accreditation status 

English (1); Afrikaans (2); Zulu (3); Xhosa (4); 

Ndebele (5); South Sotho (6); Tswana (7); Pedi 

(8); Swati (9); Venda (1 0); Tsonga (11) 

); No 
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• al.lestian 27 
• Question 28 

• Question 29 

• Question 30 
' . 

· Question 31 

• Question 32 

• Question 33 

• Question 34 

• Question 35 

• Question 36 

• Question 37 

, Question 38 

Question 44 

Question 45 

Question 46 

Question 47 

• al.lestk>r1 48 
• Question 49 BC49 

• Question 50 BC50 

• Question 51 BC51 

• Question 52 

• Question 53 

• Question 54 

• Question 55 

• Question 56 

• Question 57 

Stylistic editing 

Ver)lofier1(1}; 6fier1 (2); Rarely (3); Almost 

• never (4) 
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Question 

Question 69 8069 

Question 86 

Question 87 

Question 4 

Question 5 

Question 6 

Question 7 

Question 8 

Question 9 

Question 10 

Question 15 

Question 16 

Question 17 

8070 

8071 

8072 

8073 

8074 

8075 

8076 

8E80 

8E81 

8E82 

8E83 

8E84 

8E85 

8E86 

8E87 

8E88 

CA2 

CA3 

CA4 

CA5 

CA6 

CA7 

CAB 

CA9 

C813 

C814 

C815 

C816 

C817 

C818 

Personal and 

interpersonal skills 
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Question 19 CB19 
... ... ... . 

Question 20 CC20 Procedural skills Very important ( 1 ); Important (2); Slightly 

Question 21 CC21 important (3); Unimportant (4) 

Question 22 CC22 

Question 23 .• CC23 • 
' 

.... . .. . 
· .... . ............... Question 24 CD24 Soeciali!':Arl knowledge Very important ( 1 ); Important (2): Slightly 

• Question 25 CD25 
• 

important (3); Unimportant (4) 

Question 26 CD26 

Question 27 CD27 

•••• 

.... . 
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APPENDIX G 

Tabulation of responses to Sections B and C of the 

questionnaire 
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N 
()) 
()1 



"" CXl 
Ol 

8A22 
8A23 
s.i\24 

i ... -- j 

! 8A25 

i 8A2if 
i i 
: 8A2i 

•• BA28 

•: sA29
1 

: 8P.30 
· 8P.31 

7 6 

~ j ---- - - --~----: : __ ___ _______________ ·•··· 
• BA32 

! BA33 

7 

11 

8 

7 



N 
(X) 
-....! 

rsc4if ···· .. 
sc49• 
scso · 
scs1 

rsc52 
scs:f 
sc54 
scss 
scs6 
scsi 

•scss 
• 8059 

5 7 

4 7 

10 9 

6 13 

7 11 

9 9 

5 7 

9 6 

6 10 

7 8 

2 3 



N 
OJ 
OJ 

8bi6 6 

· sbii . 6 

8Ei8 16 

• BE79 15 

BE80 12 

· BE81 

E~E85 6 

8E86 s 6 

• BEBi~ ·.·~····· 7 7 



N 
CXl 
tO 



290 



APPENDIX H 

First draft: 

Core standards for South African editors 
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Core standards for South African editors 

The standards contained in this document are a reflection of the core tasks and knowledge 

shared by editors working within all sectors of the South Africa editing industry. However, each 

editor's working environment will determine the relevance and applicability of the various 

standards. These standards are therefore applicable to all editors in South Africa in varying 

degrees of importance. 

The standards are divided into two main categories: textual tasks, which describe the various 

types of editing and editorial tasks that editors are responsible for; and extra-textual skills, which 

outline the various skills and knowledge South Africa editors require to successfully complete 

their work. Each category contains groups of tasks that differentiate the various levels of editing 

and types of knowledge. The categories and groups of standards are as follows: 

Section 1: Textual tasks for editors 

1.1 Copyediting 

1.2 Stylistic editing 

1.3 Structural editing 

1.4 Content editing 

1.5 Proofreading 

Section 2: Extra-textual skills for editors 

2.1 Technical skills and industry knowledge 

2.2 Personal and interpersonal skills 

2.3 Specialised knowledge 
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Section 1: Textual skills for editors 

Textual skills refer to the various types and levels of editing and include skills that are applicable while 

editing. 

1.1 Copyediting 

The aim of copyediting is to bring a text into conformance with pre-set rules and to ensure consistency 

and correctness within the text. In order to meet these aims an editor must be able to: 

1.1.1 Correct a text for errors in spelling, punctuation, grammar, syntax, terminology usage and the 

treatment of numbers, units and measurements. 

1.1.2 Query the correctness of terminology usage. 

1.1 .3 Ensure consistency in spelling, punctuation, grammar, syntax, terminology usage and the 

treatment of numbers, units and measurements. 

1.1.4 Clarify unexplained acronyms and abbreviations. 

1.1.5 Correct headings (and captions) with regard to their style, numbering, levels and positions. 

1.1.6 Ensure consistency in the treatment of headings (and captions) with regard to their style, 

numbering, levels and positions. 

1.1.7 Ensure correctness of tables and lists (for example, ensuring that tables and lists are correctly 

formatted, that the content is accurate and correctly punctuated). 

1.1.8 Ensure consistency in tables and lists (for example, ensuring that tables and lists are correctly 

formatted, that the content is accurate and correctly punctuated). 

1.1.9 Ensure consistency of illustrations (in terms of the presentation of content, formatting). 

1.1.1 0 Ensure the correctness of preliminary pages (contents lists, preface, acknowledgements, title 

page) and end matter (indexes, appendices, glossaries) specifically with regard to layout, 

formatting and overall presentation. 

1.1.11 Ensure the completeness of preliminary pages (contents lists, preface, acknowledgements, 

title page) and end matter (indexes, appendices, glossaries) specifically with regard to layout, 

formatting and overall presentation. 

1.1.12 Ensure that the entire text is in line with design specifications. 

1.1.13 Query any irregularities with design specifications. 

1.1.14 Correlate parts of the text (such as checking cross-references, internal page references, 

footnote/endnote numbers, table of contents). 

1.1.15 Ensure the correct use of reference style for in-text references and reference lists. 
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1.2 Stylistic editing 

Stylistic editing aims to revise the vocabulary and sentence structure of a text to suit the reader. In 

addition, stylistic editing endeavours to create a smooth-flowing text to ensure a high level of readability 

and clarity. In order to meet these aims an editor must be able to: 

1 .2.1 Ensure appropriate vocabulary is used for the reader of the text. 

1.2.2 Correct inappropriate register and ensure that the register is suited to the reader of the text. 

1.2.3 Query the use of inappropriate register within the text. 

1.2.4 Correct or remove instances of repetition and redundancy. 

1.2.5 Correct or remove all instances of ambiguity within the text. 

1.2.6 Correct or remove verbose sentences. 

1.2.7 Ensure that all sentences are well-structured, focused , concise and clearly connected. 

1.2.8 Maintain a suitable level of readability within the text (for example, by ensuring that all 

sentences and paragraphs are clearly related, and discourse markers a used appropriately). 

1.2.9 Ensure an appropriate level of clarity is maintained in the text (for example, by removing all 

slips in logic, self-contradictory statements). 

1.3 Structural editing 

The aim of structural editing is to optimise the physical and conceptual structure of the text to achieve 

better presentation of the material and to clearly relate the parts of the message. In order to meet this aim 

an editor must be able to: 

1 . 3. · ~. Enhance the structure of the argument or discussion by rearranging sentences, paragraphs 

and sections of the text. 

1.3.2. Query the less than optimal structure of the argument or discussion with regard to the 

arrangement of sentences, paragraphs and sections of the text. 

1.3.3. Ensure logic in the presentation and ordering of headings and sequence divisions. 

1.3.4. Ensure a logical relationship between text, tables and graphics. 

1.3.5. Correct or remove missing marks, remove unfulfilled announcements, and empty forward 

and backward references. 
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1.4 Content editing 

The aim of content editing is to ensure that the text's content is accurate and complete. There are two 

level of content editing: micro-level content editing which involves correcting factual, mathematical and 

logical errors; and macro-level content editing where the editor corrects or suggests changes to the 

overall coverage of the document's topic. In order to meet these aims an editor must be able to: 

1.4.1 Correct incomplete, inaccurate and illogical content (such as factual errors or contradictory 

statements) 

1.4.1 Query incomplete, inappropriate, inaccurate and illogical content. 

1.4.1 Write or rewrite sections of the text that are incomplete, inappropriate, inaccurate and 

illogical. 

1.5 Proofreading 

Proofreading aims to ensure that all the editor's and author's corrections have been accurately rendered 

in type. Proofreading also involves correcting all major errors that the editor and author missed. 

Proofreading is not done on manuscripts, but on proofs or print-ready pages. In order to meet these aims 

an editor must be able to: 

1.5.1 Correcting errors in spelling, grammar and punctuation in proofs or print-ready pages. 

1.5.2 Correcting inconsistencies in spelling and punctuation in proofs or print-ready pages. 

296 



Section 2: Extra-textual knowledge for editors 

Extra-textual knowledge refers to the various knowledge and abilities that editors require in order to work 

efficiently. 

2.1 Technical skills and industry knowledge 

Technical skills and industry knowledge are vital for editors and refer to certain technology-related abilities 

and procedural skills that aid the editor during the editing process. To meet this standard an editor must 

demonstrate: 

2.1 .1 Familiarity with the function of the various role-players in the publishing industry. 

2.1.2 Good project management and planning skills. 

2.1.3 Sound business management skills. 

2.1.4 Knowledge of the use and applications of the latest word-processing software 

2.1.5 Expertise in correctly marking changes on hardcopy or electronic documents. 

2.1.6 The ability to source reliable information (such as various reference materials). 

2.2 Personal and interpersonal skills 

Personal and interpersonal skills refer to specific character traits and personal qualities that editors need in 

order to work efficiently within changing environments. This standard also includes the skills required to 

work effectively within a team or individually. In order to meet this standard an editor must demonstrate: 

2.2.1 Highly-developed reading and language skills . 

2.2.2 Dedication and the ability to work under pressure and for long hours. 

2.2.3 A good general knowledge and an interest in world news and events. 

2.2.4 The desire to constantly learn. 

2.2.5 A strong personal code of ethics and good judgement skills. 

2.2.6 The ability to develop and maintain good working relationships with and between the 

various industry role-players. 

2.2.7 The ability to sensitively and diplomatically bring any issues and problems to an author's 

or client's attention. 
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2.3 Specialised knowledge 

Specialised knowledge refers to the knowledge editors require to guide them through and facilitate the 

editing process. More specifically, specialised knowledge is used supplement the tasks related to the 

textual dimension of editing. In order to meet this standard an editor must demonstrate: 

2.3.1. Knowledge of the various text types and structures and their purposes. 

2.3.2. Knowledge of design (the use of colour and contrast in texts) and layout (formatting, 

indentation, levels) principles. 

2.3.3. Knowledge of specialised subject matter, specifically with regard to the content of the 

document being edited. 
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Core standards for South African editors 

The standards contained in this document are a reflection of the core tasks and skills shared by 

editors working within all sectors of the South Africa editing industry. 1 These standards have been 

. developed in consultation with South African editors and are therefore aimed at South African 

editors specifically. Each editor's working environment will determine the relevance and applicability 

of the various standards and these standards are therefore applicable to all editors in South Africa 

to varying degrees of importance. 

The standards are divided into two main categories: textual tasks, which describe the various 

types of editing and editorial tasks for which editors are responsible; and extra-textual skills , 

which outline the various skills and types of knowledge South African editors require to complete 

their work successfully within the industry. Each category contains groups of tasks that differentiate 

the various levels of editing and types of knowledge. The categories and groups of standards are 

as follows: 

Section 1: Textual tasks for editors 

1.1 Copyediting 

1.2 Stylistic editing 

1. 3 Structural editing 

1.4 Content editing 

1.5 Proofreading 

Section 2: Extra-textual skills for editors 

2.1 Technical skills and industry knowledge 

2.2 Personal and interpersonal skills 

2.3 Specialised knowledge 

1 The term "editor" (and its related parts of speech} refers to the person who makes amendments to a text's 
language, content, style and structure to ensure that the text optimally communicates its message to the 
target readers. 
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Section 1: Textual tasks for editors 

'Textual tasks' refers to the various types and levels of editing and comprises skills that are applicable while 

editing. 

1.1 Copyediting -

The aim of copyediting is to ensure that a text conforms to pre-established rules, is consistent, clear and 

correct. In order to meet these aims an editor must be able to-

1.1 .1 correct a text for errors in spelli ng, punctuation, grammar, syntax, terminology usage and the 

treatment of numbers, units and measurements ; 

1.1.2 ensure consistency in spelling, punctuation, grammar, syntax, terminology usage and the 

treatment of numbers, units and measurements; 

1.1.3 query the correctness of terminology usage; 

1.1.4 clarify unexplained acronyms and abbreviations; 

1.1 .5 correct headings and captions with regard to their style, numbering, levels and positions; 

1.1 .6 ensure consistency in the treatment of headings and captions with regard to their style, 

numbering, levels and positions; 

1.1. 7 ensure correctness of tables and lists (for example ensuring that tables and lists are correctly 

formatted and that the content is accurate, complete and correctly punctuated); 

1.1. 8 ensure consistency in tables and lists (for example ensuring that tables and lists are consisten tly 

formatted, that the content is consistently presented and punctuated); 

1.1. 9 ensure consistency of illustrations (in terms of the presentation of contentand formatting); 

1.1 .1 0 ensure the correctness of preliminary pages (contents lists, preface, acknowledgements, title 

page) and end matter (indexes, appendices, glossaries) ; 

1.1.11 ensure the completeness of preliminary pages (contents lists, foreword, preface, 

acknowledgements, title page) and end matter (index, appendices, glossary, bibliography); 

1.1.12 ensure that the entire text is in line with the design specifications; 

1.1 .13 query any irregularities with or gaps in relation to design specifications; 

1.1.14 correlate parts of the text (such as checking cross-references, internal page references, 

footnotes and footnote/endnote numbers, table of contents); and 

1.1. 15 ensure the correct use of reference style for in-text references and reference lists. 
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1.2 Stylistic editing 

Stylistic editing aims to revise the vocabulary and sentence structure of a text to suit the target reader. In 

addition, stylistic editing attempts to create a smooth-flowing text to ensure a high level of readability and 

clarity. In order to meet these aims an editor must be able to-

1.2.1 ensure appropriate vocabulary is used for the target reader of the text; 

1.2.2 correct inappropriate register and ensure that the register is suited to the target reader of the 

text; 

1.2.3 query the use of inappropriate register within the text; 

1.2.4 correct or remove instances of repetition and redundancy within the text; 

1.2.5 correct or remove all instances of ambiguity within the text; 

1.2.6 correct or remove verbose sentences; 

1.2.7 correct or remove all instances of bias, stereotypes and other inappropriate language; 

1.2.8 ensure that all sentences are well-structured, focused, concise and clearly connected; 

1.2.9 ensure a suitable level of readability is maintained within the text (for example by ensuring 

that all sentences and paragraphs are related clearly and discourse markers are used 

appropriately); and 

1.2.1 0 ensure an appropriate level of clarity is maintained in the text (for example by removing all 

slips in logic and self-contradictory statements, etc.). 

1.3 Structural editing 

The aim of structural editing is to optimise the physical and conceptual structure of the text to achieve 

better presentation of the material and to relate the different parts of the message clearly and allow the 

reader to navigate smoothly through the text. In order to meet this aim an editor must be able to -

1.3.1 query the poor structure of an argument or discussion in respect of the arrangement of 

sentences, paragraphs and sections of the text; 

1.3.2 enhance the structure of an argument or discussion by rearranging sentences, paragraphs 

and sections of the text; 

1.3.3 ensure logic in the presentation and ordering of headings and sequence divisions; 

1.3.4 ensure a logical relationship between text, tables and graphics; 

1.3.5 correct missing markers; 

1.3.6 correct or remove unfulfilled announcements; and 

1.3.7 correct or remove empty forward and backward references. 
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1.4 Content editing 

The aim of content editing is to ensure that the text's content is accurate and complete. There are two 

levels of content editing: micro-level content editing, which involves correcting factual and mathematical 

errors and errors of logic; and macro-level content editing, where the editor corrects or suggests changes 

to the overall coverage of the topic dealt with in the document. In order to meet these aims an editor must 

be able to-

1.4.1 correct incomplete, inaccurate and illogical content (such as factual errors or contradictory 

statements); 

1.4.2 query incomplete, inappropriate, inaccurate and illogical content; and 

1.4.3 write or rewrite sections of the text that are incomplete, inappropriate, inaccurate and 

illogical. 

1.5 Proofreading 

Proofreading involves correcting all major errors that the editor and author missed. Proofreading is not 

done on manuscripts, but on proofs or print-ready pages. In order to meet these aims an editor must be 
able to-

1.5.1 correct errors in spelling, grammar and punctuation in proofs or print-ready pages; and 

1.5.2 correct inconsistencies in spelling and punctuation in proofs or print-ready pages. 

304 



Section 2: Extra-textual skills for editors 

'Extra-textual skills' refers to the various types of knowledge and abilities that editors require in order to 

work efficiently within the editing industry. 

2.1 Technical skills and industry knowledge 

Technical skills and industry knowledge are vital for editors. They refer to certain technology-related 

abilities and procedural skills that aid the editor during the editing process. To meet this standard an editor 

must demonstrate -

2.1.1 familiarity with the functions of the various role-players in the publishing industry; 

2.1.2 excellent project management, organisational and planning skills; 

2.1.3 sound business management skills; 

2.1.4 knowledge of the use and applications of the latest word-processing software; 

2.1.5 expertise in correctly marking changes on hardcopy or electronic documents; and 

2.1.6 an ability to source reliable information (such as various reference materials). 

2.2 Personal and interpersonal skills 

Personal and interpersonal skills refer to specific character traits and personal qualities that editors need in 

order to work efficiently within changing environments. This standard comprises the skills required to work 

effectively both within a team or individually. In order to meet this standard an editor must demonstrate -

2.2.1 highly-developed reading and language skills; 

2.2.2 dedication and the ability to work under pressure and for long hours; 

2.2.3 a good general knowledge and an interest in world news and events; 

2.2.4 the desire to learn continually and a hunger for knowledge; 

2.2.5 strong personal ethics, good judgement and a positive self-image; 

2.2.6 the ability to develop and maintain good working relationships with and between the various 

industry role-players; and 

2.2.7 the ability to sensitively and diplomatically bring any issues and problems to an author's or 

client's attention. 
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2.3 Specialised knowledge 

Specialised knowledge refers to the knowledge editors require to guide them through and facilitate the 

editing process. More specifically, specialised knowledge is used to supplement the tasks related to the 

textual dimension of editing. In order to meet this standard an editor must demonstrate -

2.3.1 knowledge of the various text types and structures and their purposes; 

2.3.2 knowledge of the principles of design (the use of colour and contrast in texts) and layout 

(formatting, indentation, levels); and 

2.3.3 knowledge of specialised subject-matter, specifically with regard to the content of a particular 

document being edited. 
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