
Note: The bold locators refer to paragraphs.

A
accuracy, proofreading and 5.6.6
acknowledgements 4.1.2f, 5.3.1f, 6.2.5b
advertising services 3.1.4
agreement of terms 3.2.1, 4.2.1
alignment, proofreading 5.6.12
Alt Tags 5.5.7, 5.8.6
alternative descriptions in web pages 5.5.7, 5.8.6
alternative versions of web pages 5.8.8
ambiguities in text 5.4.6
animations 6.3.2b
attachments to emails 3.1.11d
attitude

towards clients 3.3.1
towards Society, members and associates 3.3.6a

author
agreeing changes with 6.2.1g, 6.5.2
agreeing level of edit 5.1.3
communication with 6.1.3, 6.5
confidentiality 3.4.3
corrections from 6.5.5
disagreements with 6.5.7
query lists to 4.2.5, 5.4.8
relationship with project manager 6.5
relationship with supplier 3.3.3, 6.1.3
requests from 4.1.2b, 5.3.1b, 6.5.3
restructuring text 6.4.1
sending proofs to 6.2.4a, 6.5.4

B
best practice 1.2
blasphemy 3.1.3, 4.2.6, 5.4.19
‘blind’ reading 5.6
blurb 6.5.6
briefing 3.3.2b, 4.1, 5.3a, 5.3.1

for artwork 5.4.14
designer 6.2.3b, 6.3.3a
project management 6.1.1
researchers 6.2.2a

British Standard symbols 5.4.9, 5.6.4
references for 7.7

browsers 5.8.1
budget for project management 6.1.2, 6.4.6
businesses, running 3.1.13

C
captions

copy-editing 5.4.14
in editorial project management 6.2.2d, 6.3.2c
proofreading 5.6.7

chapter titles, proofreading 5.6.8
checklist for project management 6.2.1

websites 6.3.1
circumstances changing agreements 3.2.3, 4.2.3
client

briefing and handover 4.1
definition 2.1.3
loyalty and confidentiality 3.4.2, 4.4
professional practice 4
working agreement and fees 4.2
working relationships with editors and authors 4.3
working relationships with project manager 6.6

CMS see Content Management Systems
coding 5.3.1c, 5.4.10
collation 5.7, 6.2.4c, 6.3.4c, 6.5.5
colours, proofreading 5.6.13
column breaks 5.6.14
communication

between supplier and client 3.1.10, 3.3.2a, 5.3b,
5.3.2, 5.8.3, 6.1.3

in editorial project management 6.2.6e, 6.6
with author 6.5

competence 3.1.5
completion, checking for 6.2.3c
complimentary copies 3.2.1h, 4.2.1h
confidentiality 3.4, 4.4
consistency

copy-editing 5.4.4
proofreading and 5.6.5
structure 5.4.7

Content Management Systems (CMS) 5.5.9, 5.8.9
contents page consistency 5.6.8
continuing professional development (CPD) 3.1.2
contracts, references for 7.4
conventions 5.4.10
copy-editing

definition 2.2.1
in editorial project management 6.4.2
levels of 5.1.3
printed materials 5.4
symbols 5.4.9
websites 5.5, 6.3.1e

copy-editor
definition 5.1.1
skills needed 5.4

copyright issues 3.1.3, 4.2.6, 5.3.2c, 5.4.18, 6.4.5
references for 7.5

corrections from author 6.5.5
correspondence

copies 3.1.9
security 4.2.5

cover copy 6.2.3d
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CPD see continuing professional development
crediting 6.2.5b
crediting supplier 3.2.1h, 4.2.1h
cross-references

copy-editing 5.4.15
proofreading 5.6.8

D
Data Protection Act 1988 4.4

references for 7.6
definitions 2
delays 6.2.6c, 6.2.6d
delivery at start of job 3.2.1a, 4.2.1a
delivery on completion, dispatch requirements

3.2.1b, 3.2.1f, 4.2.1b, 4.2.1f
design

brief 4.1.2c, 5.3.1c
in editorial project management 6.4.3
proofreading 5.6.14

designer
briefing 6.2.3b
communication with 5.3.2b
copy-editing symbols and 5.4.9
sending copy to 6.2.3
sending web pages to 6.3.3

discussion groups 3.1.11e
disks

labelling 3.1.8d
loss or damage 4.2.5
return 3.1.8c

dispatch requirements 3.1.9, 3.2.1f, 4.2.1f
web pages 5.8.3

disputes 3.3.3, 4.4, 6.5.7
documents

confidentiality 3.4.4
loss or damage 4.2.5
undelivered 4.1.2g, 5.3.1g, 5.3.2e
see also original material

E
editing

definition 2.2.1
on-screen 5.4.17
skills 5.1.1
standards 5

editor
definition 5.1.1
relationships if employed 2.1.4
responsibilities 5.3

editorial intervention see level of edit
electronic files see files
email communication 3.1.11

attachments 3.1.11d
copies 3.1.11c
discussion groups 3.1.11e
etiquette 3.1.11d
web pages 5.8.3

employee, professional practice of 3
endmatter 6.2.1h, 6.2.5b
English language competency 5.4.3
equipment 3.1.14
estimate

of payment 3.2.1d, 4.2.1d
of work 3.2.1c, 4.2.1c, 4.2.2

expenses 3.2.1e, 4.2.1e
expert reader, comments from 4.1.2b, 5.3.1b

F
factual accuracy 5.4.5
fee see payment
feedback 4.5, 5.3c, 5.3.3, 6.2.6f
file transfer protocol (FTP) 5.8.3
files

labelling 5.3.1e
management 3.1.8
renaming 3.1.8b
retention following completion 3.1.8e
security 4.1.6, 4.2.5

financial help, references for 7.2
fonts, proofreading 5.6.12
FTP (file transfer protocol) 5.8.3

G
grammar competency 5.4.2
graphics in web pages 5.5.7, 6.3.1c, 6.3.2b

references to 6.3.4b

H
handover 4.1
handwriting legibility 5.4.11
headings

copy-editing 5.4.7
proofreading 5.6.11

health and safety
legislation 3.1.14
references for 7.3

house style 4.1.2, 5.3.1, 5.4.4
html file mark-up 5.8.2

I
illustrations 4.1.2e

caption checking 5.6.7, 6.2.2d
checking 6.2.2b
copy-editing 5.4.14
in editorial project management 6.2.2
instructions 5.3.1e
loss or damage 4.2.5
originating 6.2.2e
permissions 6.2.1d, 6.3.1c
proofreading 5.6.7, 5.6.8
proofs 6.2.4b

incitement to racial hatred 3.1.3, 4.2.6, 5.4.19
indemnity 4.2.5
index 5.4.16, 6.2.5a
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initial contact 4.1.1
Inland Revenue, obligations to 3.1.13
insurance against loss or damage 4.2.5

J
jacket copy 6.2.3d
job

content checking 6.2.1b, 6.3.1b
delays 6.2.6c, 6.2.6d
delivery at start 3.2.1a, 4.2.1a
delivery on completion 3.2.1b, 4.2.1b, 5.3.2d
description of nature of 4.1.2, 5.3a
estimating 3.2.1c, 4.2.1c, 4.2.2, 6.2.1a, 6.3.1a
initial contact 4.1.1
presentation 3.1.7
quality 3.1.12
time for 3.1.5a, 3.1.5b
types 2.2

K
knowledge, inadequate 3.1.5c

L
labels 5.4.14, 5.6.7, 6.2.4b
language competency 5.4.3
Late Payment of Commercial Debts (Interest) Act

4.2.4
references for 7.2

layout, proofreading 5.6.14
legal issues 3.1.3, 4.2.6, 5.3.2c, 5.4.19

health and safety legislation 3.1.14
legends 5.4.14, 6.2.2d, 6.3.2c
level of edit 5.1.3

application of 5.1.2
basic skills for printed materials 5.4
briefing 4.1.2a, 5.3.1a
in editorial project management 6.2.1e, 6.3.1d
relationships with authors 3.3.3

level of proofreading 5.2.2
libel 3.1.3, 4.2.6, 5.3.2c, 5.4.19
line length, proofreading 5.6.12
links in web pages 5.5.4, 5.8.7
logo use 3.3.6b
loyalty from client 4.4

M
manager, professional practice 4
manuscript

loss or damage 4.2.5
presentation 4.1.5
questionable material 5.3.2c

mark-up
printed materials 5.4.10
for typesetter 6.2.3a
web pages 5.8.2

market requirements 4.1.4

members and associates
confidentiality 3.4.1
definition 2.1.1
professional standards 3
relationships with supplier 3.3.6

membership withdrawal 3.3.6c
monitoring job 6.2.6, 6.5.1, 6.6
multimedia 4.1.2e, 5.3.1e

accessibility 6.3.3c
alternative files 6.3.1b
when copy-editing websites 5.5.6
in editorial project management 6.3.2
when proofreading websites 5.8.5

N
navigation of web pages 5.8.4
need for Code 1.2
negotiation 4.2.2

renegotiations 3.1.5, 3.2.3

O
obscenity 3.1.3, 4.2.6, 5.4.19
on-screen editing 5.4.17
original material 3.1.9

see also documents
orphans 5.6.14

P
pages

depths 5.6.14
design, proofreading 5.6.14
location in website 5.8.4
mark-up see mark-up
templates for web pages 6.3.3b

pagination
copy-editing 5.4.12
proofreading 5.6.1, 5.6.8

paragraphs
proofreading 5.6.1
in web pages 5.5.2

payment 3.1.5a
part-fee 4.2.2
period 3.2.1g, 4.2.1g
prompt 4.2.4
proposed 3.2.1d, 4.2.1d

PDF mark-up 5.8.2
permissions 4.1.2f, 5.3.1f, 6.2.1d, 6.3.1c, 6.4.5
photography 6.2.2c

proofs 6.2.4b
picture research 6.2.2a, 6.3.2a
plagiarism 3.1.3, 4.2.6, 5.3.2c, 5.4.18
plug-ins 5.8.1
prelims 5.4.13, 5.6.5, 6.2.1h
production, project management and 6.4.3, 6.6
professional practice

of client or manager 4
of supplier 3
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professional roles 2.1
professional standards 3
progress reports 3.2.2
project management, editorial

definition 2.2.1, 2.2.3
management needs 6.2.6
printed materials 6.2
relationship with author 6.5
skills 6.4
standards 6
websites 6.3

proofreader
basic skills for printed materials 5.6
collating marks 5.7
definition 5.2.1
relationships if employed 2.1.4
responsibilities 5.3
sending proofs to 6.2.4a

proofreading
definition 2.2.1, 2.2.2
in editorial project management 6.4.4
levels of 5.2.2
printed materials 5.6
skills 5.2.1
standards 5
web pages 5.8, 6.3.4

proofs 6.2.4, 6.5.4
second 6.2.4e, 6.3.4d

publishing, reference for 7.8
purpose of Code 1.1

Q
query lists

to author 4.2.5, 5.4.8
copies 3.1.9
from proofreader 5.6.9
raising 5.3.2a, 5.4.5

questionable material 5.3.2c

R
racial hatred, incitement to 3.1.3, 4.2.6, 5.4.19
readership 5.4.3
reading ‘blind’ 5.6
reference material 3.1.14
references

for further information 7
to graphics in web pages 6.3.4b

relationships 3.3
between supplier and client 2.1.4, 3.3.2, 4.3
see also communication

remuneration for job see payment
renegotiations 3.1.5, 3.2.3
restructuring 6.4.1
revisions

checking with author 6.2.1g
checking with publisher 6.3.1f
sending to typesetter 6.2.4d

running heads 5.6.10

S
safety of original material 3.1.9
schedule 4.1.3
schedule for project management 6.1.2, 6.4.6
section titles, proofreading 5.6.8
security 4.1.6, 4.2.5
self-employed status 3.1.13
self-promotion 3.1.4
simulations 6.3.2b
site mapping of web pages 5.5.8
skills

copy-editing printed materials 5.4
editing 5.1.1
editorial project management 6.4
inadequate 3.1.5c
proofreading 5.2.1, 5.6

Society
logo 3.3.6b
misrepresentation by supplier 3.3.6c
use of name 3.3.6b

software files see files
software for website access 5.8.1
spelling competency 5.4.2
splitting content for web pages 5.5.5
standards of best practice 3, 1.2
status of Code 1.3
structural level of edit 5.1.3
style 4.1.2c, 4.1.2d, 5.3.1c, 5.3.1d, 5.3.2e

see also house style
style guide 5.4.4, 5.6.3

for websites 5.5.1
style sheets 5.4.10
subcontracting 3.1.12
subcontractors, relationships with supplier 3.3.4
substantive level of edit 5.1.3
summarizing web pages 5.5.3
supplier 3.3.2b

communication with client 3.1.10, 3.3.2a, 5.3b,
5.3.2

competence 3.1.5
confidentiality 3.4
crediting 3.2.1h, 4.2.1h
definition 2.1.2
independence 3.1.13
presentation of work 3.1.7
professional practice of 3
relationship with authors 3.3.3
relationship with client 3.3.2
relationship with Society 3.3.6
relationship with subcontractors 3.3.4
relationship with third parties 3.3.5
responsibility to client 3.1.6
self-promotion 3.1.4
standards 5, 5.3b
subcontracting 3.1.12
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symbols 7.7
copy-editing 5.4.9
mark-up 5.4.10
proof correction 5.6.4

T
tagging 5.3.1c, 5.4.10

web pages 5.5.7, 5.8.6
team for project management 6.2.1f, 6.6
technical level of edit 5.1.3
templates 5.4.10

artwork 5.4.14
for web pages 6.3.3b

terms, agreement 3.2
text mark-up software 5.8.1
textual changes 6.2.1g, 6.5.2
textual structure 5.4.7

restructuring 6.4.1
time for job 3.1.5a, 3.1.5b
trainee supplier 3.1.5c
training organizations 7.1
types of work 2.2
typesetter, sending copy to 6.2.3
typographical errors 5.6.2

U
undelivered material 4.1.2g, 5.3.1g, 5.3.2e
URL checking 6.3.1b

V
virus-checking 3.1.8a, 4.1.6
volume editor, communication with 6.1.3

W
website developer, communication with 6.1.3
websites

copy-editing 5.5
in editorial project management 6.3
proofreading 5.8, 6.3.4

widows 5.6.14
word breaks 5.6.14
work see job
working agreement 3.2, 4.2
working environment 3.1.14

references for 7.3
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This code of practice was written and prepared for publication by a subcommittee of
the Society for Editors and Proofreaders.

It is intended for the guidance of editors and proofreaders and their clients.

The Society gratefully acknowledges the assistance of the many people who have
contributed to the code's revision and who have read and commented on the text.

Additional copies are available from the Society (see below) or can be downloaded
from the website.

© Society for Editors and Proofreaders 2005
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Design and typesetting: Naomi Laredo
Proofreading: Ruth Ogden
Indexing: Michèle Clarke


	Code of Practice 070316.pdf
	1 Introduction
	2 Definitions
	3 Professional practice of the supplier or employee
	4 Professional practice of the client or manager
	5 Standards of editing and of proofreading
	6 Standards of editorial project management
	7 References
	Index




