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STEP editorial syllabus

Apart from URLs, a solidus (/) means ‘or’ throughout. Matter in black relates equally to the basic and
advanced tests; anything in blue will be found only in the advanced test. Each section of this document
begins with an epigraph in italics that spells out the rationale of that section.

Clients and the public need assurance of editorial competence and professionalism; the ability to
prove both of those qualities can only benefit editorial professionals individually and collectively

0. Basis of the syllabus

SfEP basic/advanced editorial tests cover: 1. Professional practice, 2. Editorial knowledge and judgement.

The tests are based on typical practice in UK trade and academic publishing and the sources listed in
section 3. The SfEP basic editorial test can form part of the evidence required to upgrade their membership
for various editorial professionals, if suitably qualified, including project managers, production editors,
commissioning editors, sub-editors and other journalists, typesetters, designers, trainers and indexers, as
well as proofreaders and copy-editors. The SfEP advanced editorial test is designed primarily for copy-
editors.

The basic editorial syllabus and tests are meant to assess editorial professionals in following typical UK
practice using UK English, and the basic test requires only very limited knowledge of other language and
practice. Someone who has successfully completed SfEP’s Introduction to proofreading and Proofreading
progress (formerly Proofreading problems) and gained 1,500 hours’ experience dealing with a range of
different editorial matter may be expected to have reached the threshold for passing the basic test. For
guidance, full-time work may be taken as equivalent to no more than 100 hours’ editorial experience per
month (or 1,150 hours per year), excluding breaks, administrative duties, meetings, training, holidays and
iliness. The advanced editorial syllabus and test are designed to assess editorial professionals who can
copy-edit and have over 5,000 hours’ experience dealing with a wide range of different editorial matter.

Where examples are given (in yellow-highlighted parentheses), these are not exhaustive, but the relevant
test questions will be based mainly on examples similar to those in the current SfEP editorial syllabus.
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Everyone in SEP has agreed to abide by the code of practice and thus should know what it says

1. Professional practice

of suppliers or employees, clients or managers, editors, proofreaders and project managers, with
basic awareness of the professional practice of typesetters/designers, indexers, translators and
permissions specialists

Members of SfEP must be able to demonstrate that they:
1.1 are aware of and take seriously responsibilities (to client, author, reader, to SfEP, to self)

1.2 understand business management - terms & conditions, formal and informal contracts, payment,
record-keeping - and follow good practice

1.3 understand publishing workflow and production — who does what, when and how, and how this may
differ among non-publishers, self-publishers, journals and others

1.4 know how to collaborate — with good practice in communication, consideration for others and
responsibility in meeting requirements

1.5 communicate well - responding promptly, raising queries or problems as soon as they become
obvious, presenting queries concisely and diplomatically with suggested solutions, taking care to
communicate politely in a sufficiently clear, detailed, comprehensive and timely way, avoiding errors in
grammar, spelling and punctuation

1.6 keep records - of matters agreed, documents handled, work done, decisions taken, queries, queries
resolved/unresolved with replies, income, allowable expenses and tax liabilities, bank accounts, hardware
and software details

1.7 can manage their time successfully — understand and respect schedules and budgets, and are aware of
how these interact

1.8 understand the basics of file or document management — are aware of and apply good practice in
naming and versions, are able to save in rtf/doc/docx and similar formats, can work in Track Changes, are
aware of conversion and cross-platform problems

1.9 protect their (and their clients’) files — against loss, corruption or confusion, saving versions of files,
saving in multiple locations, regularly defragmenting and decluttering disk space, running adequate anti-
virus software and updating it frequently

1.10 are aware of basic legal questions that are likely to arise — copyright, moral rights, plagiarism, libel,
acknowledgements, permissions, reprints, new editions

1.11 understand and can apply mark-up - BS5261, Word/PDF comments, PDF tools/stamps, group
changes
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1.12 understand and can apply editorial standards in context — is matter clear, concise, consistent, correct,
coherent, complete and credible? the seven Cs of editing — and know how to deal with any perceived
errors, omissions and other problems. Correct means honest and accurate, which includes spelling,
grammar and punctuation. Is it readable: well expressed, flowing logically, with the ideas and wording
easy to follow?

1.13 understand the possible extent of a proofreader’s remit — follow instructions, apply editorial standards
and good practice, in context and using judgement, raise appropriate queries, and deal with redundancy,
omission, errors and inconsistencies, all within the limits of schedule and budget

1.14 can explain the nature, extent and limitations of proof-editing, can advise the client in such cases and
adjust their editorial work accordingly

1.15 understand the possible extent of a copy-editor’s remit — awareness of their role and possible remit,
levels of remit and the tasks involved in copy-editing — and can discuss possible/desirable changes to the
brief

1.16 are aware of the typical contents of an editorial brief — what can be expected, what could be included,
for proofreader or copy-editor

1.17 are aware of the typical elements of a house style — what can be expected, what is usually essential
(numbers, ise/ize, use of capitals, italics and hyphens, preferred forms, reference lists, referencing systems),
what could be included - and can extend or create a systematic style sheet for a specific job
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Membership of SfEP implies a claim to the basic knowledge needed in UK publishing and good
editorial judgement

2. Editorial knowledge and judgement

needed by all editorial professionals: proofreaders, project managers, production editors,
commissioning editors, trainers, indexers, journalists, typesetters, designers, copy-editors

Basic/advanced members of SfEP need to have basic/extensive knowledge of the symbols, terminology
and practice that they may meet, and awareness of variations, in:

2.1 types of published material — prelims, headings, running/body text, lists, quoted matter, links, URLs,
tables, flowcharts, artwork/images, captions, endnotes, bibliographies, appendices, footnotes, graphs,
perspective diagrams, maps/plans, dialogue, verse, equations, indexes

2.2 types of content — general and academic non-fiction, fiction, guides, manuals, websites, reports, public
information, art, music, learned journals, journalism, blogs, schoolbooks, scientific, technical, medical,
legal, drama, audiovisual media, interactive media

2.3 house styles — typical styles/variations (numerals from 10, 11, 21, 100; elision in number spans/ ranges;
measurements; units; single/double quotes; first-line indent or line space; -ise/-ize; , e.g./ e.g./eg; set-
up/setup; how much punctuation), ability to understand and apply coding (Word styles, A,AA,B/H1,H2/<Ahd>
... </Ahd>, EX, LIST, etc.) and cues (<Fig. 1 here>, <Table 2 near here>), to follow a given style and brief, to
create a style sheet or house style if necessary

2.4 citations and references - being able to recognise and edit Harvard, Vancouver and short-title systems;
being aware of typical styles/variations (data required, ordering/punctuation of data, elision,
capitalisation); knowing the difference between citation (details of a source or authority) and quotation
(wording taken from a source or authority); understanding how to treat quotations; being able to order
bibliographies, cite journals, online sources and MSS, deal with/create multiple bibliographies

2.5 terminology — know the meaning and significance of: extent, prelims, running head, note
indicator/note cue/note marker/call number, quotation marks/quotes/inverted commas, extract/displayed
quotation, ellipsis, solidus/oblique/forward slash, keyed, rekeyed, font and typeface, min. caps, recto,
verso, caret, rule, stet, stub head, mm, in. (inch) and pt (point), plain English, sentence case, title case,
camel case, picas, pixels, dpi (dots per inch), galley, collation, folio of MS, printer’s folio, digraph, special
sort, pilcrow, imposition, signature, bastard list

2.6 layout terminology — know the meaning and application of: indent(ion), hard/soft return, turnover line,
headword, run on, tab, subscript/inferior, superscript/superior, justification, align/range, portrait,
landscape, on the baseline, typesetting/layout/design, pagination, foliation, cast off, turned on page, text
measure, thin/fixed/non-breaking spaces, hard/soft hyphen, spanner rule, make/save a line
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2.7 image terminology — know meaning and significance of: figure, diagram, map/plan, caption, resolution,
graph, chart, legend, line drawing, half-tone, plate, bleed, callout/cue, folio reference, detail/inset/balloon,
CMYK, RGB, DOI (digital object identifier).

2.8 electronic terminology — know the meaning of: hardware, software/program, macro, memory stick/pen
drive/flash storage, compression, cloud storage

2.9 electronic equipment — be aware of operating systems (Windows PC/Mac/Linux); software (MS Office,
Adobe Acrobat, anti-virus, browsers, e-mail, file transfer protocol); housekeeping (anti-virus scan, updates,
temp files, disk clean-up, defragment); file formats — doc/docx, rtf, pdf, xIs, jpg, html, zip, eps, bmp, gif, tif;
and file size; along with ability to work in word-processing software (Track Changes, Word styles,
templates)

2.10 typefaces — be aware of reasons to use Arial, Times New Roman, Courier or other typefaces, sans serif,
distinction between typeface and font/fount (pronounced ‘font’), differences in size/extent, ligature,
availability of special sorts, proportional/fixed-width fonts, non-lining numerals

2.11 numeracy - be able to check arithmetic ||| | G
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