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Upgrading to Intermediate Membership 
When you are considering an application to upgrade, think about the length of time you have been 
working in copy editing and proofreading. You may not be ready to upgrade immediately after training; it 
usually takes around 18 months to 2 years of practice before competence is achieved. Intermediate 
Membership (IM) is suitable for those with some experience in copy-editing or proofreading who are 
working towards Professional Membership. 

Key requirements 

There are only two requirements for upgrading to Intermediate Membership: 

• 6 points for training – see section 1 

• 1 point for experience (100 hours) – see section 2 

Alert: do you have accreditation? 

If you can provide evidence of professional recognition by the editorial bodies listed below, you can 
bypass Intermediate Membership and be awarded Professional Membership without the need to provide 
any other evidence to the Panel.  

The qualifications we recognise for this purpose are: 

• Board of Editors in the Life Sciences/Editors’ Association of Canada certification 
• accredited editor (AE) or distinguished editor (DE) status awarded by the Institute of Professional 

Editors, Australia 
• South African Translators’ Institute accreditation in language editing. 
 
Note that these are the only qualifications that apply for this purpose. 

Information we need 

The Admissions Panel would like as much information as possible about your editorial background so that 
they can make an informed judgement about your eligibility. Please include everything that is or could be 
relevant. 

To make the process as fair and equitable as possible, the Panel will use a points system to assess eligibility 
for the different membership grades but there are many possible ways in which you might satisfy the 
criteria. 
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Please note that we focus on copy-edit ing and proofreading – the core editorial skills – as outlined in 
the SfEP Code of Practice and the Editorial Syllabus. 

Related editorial skills, such as project management and development editing, will also be considered. 
Note, however, that other publishing skills that are less closely related to editorial work – such as indexing, 
typesetting, design, marketing, copy writing, translating, and so forth – are not included in our criteria. 

You will find it helpful to get together all the details (names, dates, hours, type of work) on your 
background before you start to complete the online form. If you have paper certificates from your training 
courses, mentoring or conference attendance, we need you to scan the documents and supply them 
electronically with your application form. 

 

A note on detail 

If you do not provide sufficient detail in your application, the Admissions Panel will not be able to assess 
your experience fairly and your application will fail. Saying ‘Years of experience for a large number of 
clients’ is not sufficient. The Panel allocates experience points on the basis of hours worked, so for 
freelance work please provide the number of hours spent on each job, rather than its overall duration e.g. 
‘52 hours’, rather than ‘2 weeks’, or ‘5.5 hours’ rather than ‘1 day’. The Panel applies a formula for full-time 
working in-house to produce the hours figure. As a professional editor, you will have been maintaining 
detailed records (for HMRC purposes, for example) of your clients and the hours you have worked. The 
Panel needs to see this level of detail to assess your application fairly. 

1. Training 

You must have undertaken some professional training in proofreading and/or copy-editing (the core 
skills). This training might have been as an employee (in-house) or with an external training provider (or a 
mixture). It could be formal or informal. 

You need 6 points for training to upgrade to IM. 

IMPORTANT: All training submitted must be fully completed. No post-dating of courses will be accepted. If 
you have not yet finished a course, please do not submit your application until you have done so. 

In-house training 

If you work or worked as an employee (in-house) for a company, please supply details of any training you 
have received from that company. 

Independent training 

There are a number of external providers of editorial training, which vary enormously in terms of the range 
and depth of training they provide. The Admissions Panel rates courses according to a points system, and 
some examples of popular courses can be seen in the Training Course Examples document, which is 
available in the members’ area of the website. There are far more courses available than are listed in this 
document, so please include all training that you think might be relevant, even if it is not on the list. If you 
gained a merit, distinction or the like, say so; this will usually help your application. 

If the course is new to the Panel, they will need to spend some time assessing the course to see where it 
fits with other courses that we already know about, so that a fair points total can be awarded. We may also 
need to request further information from you or the course provider about the course. We may therefore 
take a little longer to assess your application, so please be patient. 
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Information we need to know 

When supplying your information, please tell us: 

• Who you were working for. 
If it is not a well-known company, it would be helpful if you could supply more information, such as the 
type of publication it produces and where the office was located. 

• When the training took place. 
Give exact dates if you can. 

• Who trained you. 
Please supply details of their name, if possible, along with their position within the company and any 
other details you think will demonstrate their competence to train you. If the training was delivered to 
the company by an external provider, please identify them if possible. 

• What your training covered. 
For example, BSI symbols, grammar and punctuation, onscreen techniques … please be as detailed as 
possible. 

• What form your training took. 
For example, classroom-based course; on-the-job training. 

• How long and how intensive your training period was. 
For example, a one-week course; one hour a week for three weeks. 

Certif icates 

We need to see certificates of the successful completion of all courses you are including as evidence. If you 
do not have a certificate, please ask the training provider to supply one. If you cannot contact the training 
provider, please explain this on the form (there will be space at the end for your additional information). 
Please scan any paper documents and supply them electronically with your application form. 

You can add your certificates at the end of the application form. 

PLEASE DO NOT REDACT YOUR NAME FROM ANY CERTIFICATES SUBMITTED. We need to confirm that the 
certificate is yours, so just scan it and submit it. All documents will be anonymised in the SfEP office before 
being sent to the Panel. 

2. Experience 

We want to see that you have experience of putting your training into practice and that you have 
enough experience to provide a competent service to your clients. 

This experience might have been gained from working in-house or as a freelance (for companies, public 
bodies or private individuals). 

For upgrading to Intermediate Membership, we do not distinguish between the types of client you work 
for. Your clients may be publishers or non-publishers.1 

You need to have worked for at least 100 hours on proofreading and/or copy-editing (the core skills). See 
the Editorial Syllabus for full details of what we mean by core skills. 

                                                             
1 Note that, if you continue to work solely for non-publishers, you will need to pass the Basic Editorial Test before you 
can upgrade further to Professional Member. 
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What we need to know 

Freelance clients 

We need to know details of work carried out as a freelance for different clients. Please tell us: 

• the name of the client 
• the projects completed for them (itemised) 
• the type of work done 
 Note that, for IM grade, we are almost exclusively interested in proofreading and copy-editing. You can 

include some project management, development editing or commissioning work (estimate what 
proportion of your time was spent on this other work) but we do need to see at least 100 hours of work 
in the core skills. 

• an estimate of how long was spent on each project. 

Many people work for set fees rather than an hourly rate but keeping track of how long each job is taking 
is an important part of a professional approach to time management, efficiency and budgeting, so we 
want to see that you are monitoring this aspect of work. 

In-house work 

If you work or have worked as an employee, we need to know what sort of work you carried out and how 
much of it. Please tell us: 

• the name of the company 
If it is not a well-known company, it would be helpful if you could supply more information, such as the 
type of publication it produces and where the office is located. 

• How long you worked there 

• Did you work full time? If it was part-time work, how many hours a week? 

• What sort of work did you do? Was it all proofreading and/or copy-editing or did you do other things, 
such as project management, picture research or applying for permissions? 

• How much of your working time (as a percentage or fraction) was spent on proofreading and/or copy-
editing? 

3. Further information 

No one entering the SfEP Mentoring Scheme may upgrade with training and mentoring alone. Mentoring 
is not counted as experience. 

We do not expect those applying for Intermediate Membership to take the editorial test. 

There will be an opportunity on the form for you to give any other information that you think might add 
weight to your application. This could include awards received, for example. 

Please note: 

• Only include information related to your editing and/or proofreading; information about indexing, 
writing, copy writing, translating and other related fields will be disregarded. 

• Please do not include here any information that might easily identify you (other than certificates); the 
upgrades process is strictly anonymous. 

• Please alert the Office to anything which identifies you so that the material can be anonymised before 
being passed on to the Admissions Panel. Do not redact any information yourself. 


