
Unit 1  : Appointing writers 

Contents pag e 

Introduction 1 
1. Identifying writers 2 
2. Preparing a job description 3 
3. Selecting a writer 6 
4. Negotiating a contract 9 
Summary 1 4 

Introduction 

An editor may b e responsible fo r any of th e following activities, all of 
which take place before the writer produces any text: 

selecting and appointing writers 
managing a writing schedule 
briefing writers 
training writers 
helping writers to start work. 

These tasks involve three kinds of activities: editing, administration and 
personal contac t wit h th e writer. Uni t 1  deals with th e first of thes e 
topics. 

When you have worked through this unit, you should be able to: 

* lis t and evaluate different ways of identifying course writers; 
* prepar e a job description for a new writer; 
* defin e criteria for selecting writers and choose between them; 
* negotiat e a contract with a writer. 

Some editors will be closely involved in selecting and appointing writers. 
Others will only have a n important rol e at a later stage. Whateve r your 
role, read the unit right through, but decide how much work to put into it 
in the light of the requirements of your job. 

You may need between 2  and 3  hours to complete the unit. Assignmen t A at 
the end of Unit 2  contains work based on both Units 1 and 2. 
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1. Identifyin g writers 

Some distance-teachin g institution s appoin t full-tim e cours e writers . 
These may b e permanent , on secondmen t o r on a short-term contract fo r as 
long a s i t take s t o complet e a  course , perhap s fo r on e o r tw o years . 
Full-time writer s ma y hav e othe r dutie s beside s writing . The y may, for 
example, b e require d t o mar k correspondenc e assignments , prepar e radi o 
scripts, commission outside writers, and edit their materials. 

Some institution s appoin t part-tim e writers. Sometime s a university will 
require it s lecturer s t o write course s fo r external student s i n addition 
to their regular teaching. Suc h people work part time as course writers, 
but do s o on a permanent basis . I n this case, the unit has little or no 
choice whom to appoint as writers, although it may be possible to use only 
the more promisin g an d enthusiasti c lecturers . Sometime s a n institutio n 
is free t o appoint an y suitabl e applican t a s a part-tim e writer, whether 
one o f it s ow n staf f o r a n outsider . Suc h writers ar e commissione d t o 
write onl y thos e course s o r section s o f course s whic h matc h thei r 
expertise. 

Many institution s hav e a  flexibl e polic y toward s th e appointmen t o f 
writers, and have a mix of both full-time and part-time writers. Whateve r 
the policy , it i s neve r eas y t o identif y goo d writers . Peopl e wh o ar e 
good clas s teacher s ar e no t necessaril y goo d a t writing , an d fe w 
candidates fo r a writing jo b can present yo u with texts they have already 
written, to help you choose. S o how do you set about finding people who 
can do the job? 

One way of identifyin g writer s i s through advertising. A n advertisemen t 
could be placed i n newspapers or magazines tha t normally carry details of 
teaching jobs or in a teachers' journal. 

Advertising ca n giv e yo u a  wid e choic e o f applicants . However , i t i s 
seldom, on It s own, the best way of findin g writers. Fo r on e thing, if 
you need a  larg e numbe r o f ne w part-tim e writer s eac h year , advertising 
and th e administrativ e wor k involve d i n processin g application s wil l b e 
expensive. Fo r another , people kno w s o little abou t th e jo b of writing 
for distance educatio n tha t suitabl e candidate s ofte n do not realis e the 
job i s on e the y coul d do . Finally , i n man y countrie s th e educationa l 
establishment i s s o smal l tha t I t i s no t difficult , an d ofte n mor e 
efficient, to identif y writers informall y b y asking people . Yo u can ask 
colleagues, othe r educationa l contacts , or eve n friend s fo r suggestion s 
for writers . Ministr y o f Educatio n subjec t adviser s o r inspectors , for 
example, may be able to suggest th e names of exceptionally good teachers, 
or a senior academic may put you in touch with a promising young lecturer. 

So far , I have describe d thi s proces s as though one person, the editor, 
has to find writers. Ther e are two useful ways of broadening the search. 
One i s t o appoin t a n advisor y committe e fo r eac h subjec t are a o r eac h 
course. Th e members of the committee would b e drawn mainly from relevant 
bodies outside your institution. Th e committee would advise on policy and 
activity i n the subjec t area . On e of its jobs could be to help with the 
identification o f writers . A t a  late r stag e o f cours e developmen t i t 
would als o provid e academi c assessmen t o f th e materials. Th e other ide a 
is to appoint a chairperson as the first member of a course team. Yo u can 
invite someone who is eminent in the field, and would oversee the academic 
development o f th e course . H e o r sh e woul d no t necessaril y writ e an y 
units, bu t woul d hav e persona l contact s an d s o coul d hel p identif y 
writers. 
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EXERCISE 1 

How does your institution set about identifying new writers? Ar e you 
satisfied with these methods? D o you have any new ideas? Mak e a note 
below of ideas to try out or to discuss with your colleagues. 

(10 minutes) 

Comment 

It i s usua l t o fee l anxiou s i n cas e yo u appoin t th e wrong person . O f 
course, it i s impossible t o choose good writers all the time, but if you 
are carefu l t o defin e th e qualitie s an d experienc e yo u are lookin g for, 
you ma y mak e a  goo d choic e mos t o f th e time . Th e nex t sections , 
therefore, ar e abou t narrowin g dow n th e fiel d an d choosin g betwee n 
writers. 

2. Preparin g a job description for a writer 

When you are seekin g a course writer, you will have to describe the sort 
of perso n yo u want, and th e work yo u want th e perso n to do. A  written 
description of the job is useful in three ways: 

1. I t define s th e dutie s o f th e writer, and th e condition s unde r 
which he or she will have to fulfil those duties. 

2. I t will help applicants to decide whether or not they can do the 
job, b y describin g th e kind s o f experienc e an d qualification s 
that you are looking for. 

3. Onc e a perso n is appointed t o the job , it will form a basis of 
agreement over what is to be done. 

EXERCISE 2 

Imagine yo u are seekin g someon e t o write a  correspondenc e cours e o n 
teaching methods for in-service training of unqualified primary school 
teachers. Wha t experienc e an d qualification s woul d you r idea l 
candidate have? Lis t your ideas below. 
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(10 minutes) 

Comment 

I would loo k for someone with experience of teaching in a primary school; 
of trainin g primar y teachers , particularl y matur e trainees ; o f writin g 
instructional materials; of tutoring by correspondence; and with interest 
in innovative educational methods. The ideal person would also be familiar 
with current approaches t o the curriculum. I  would be more interested in 
the applicants ' experienc e tha n i n their forma l qualifications , although 
qualifications provide guidance on competence. 

Few, i f any , applicant s woul d hav e al l thes e characteristics ! I  would 
therefore give priority to a teacher trainer who had, in the past, taught 
in a primary school. I  would also look for a strong interest in teaching 
mature adults, and a lively attitude towards innovation. Tha t is, I would 
pay mor e attentio n t o thei r teachin g experienc e an d potentia l tha n t o 
their writin g experience , althoug h som e writin g experienc e woul d b e 
desirable. Mos t important would be a sense of commitment. 

2.1 A n advertisement 

A jo b descriptio n goe s int o som e detai l abou t a  job , whil e a n 
advertisement attempt s in a few words to describe the job and the sort of 
person you are seeking. W e will consider each in turn. 
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EXERCISE 3 

The advertisement below is for a course writer on a two-year contract. 
Read it carefully and analyse the information it contains. 

a. Imagine you are considering applying for the job. Doe s it tell you 
all you need to know? 

b. Imagine yo u are th e employer. Wil l th e advertisement attrac t th e 
right kind of people? 

There is no need to write your answer. 

WRITER 

People's Extension Centre seeks correspondence course writer(s) for 
new course on National History. Applicant s should have: 

a. a t leas t thre e year s experienc e o f teachin g th e subject , 
preferably to adults as well as children; 

b. experienc e in writing educational materials; 
c. fluen t English style. 

Further detail s available from Administrator, PEC. Paymen t on fee 
basis. Application s (n o forms) showing how the applicant meets the 
three criteri a t o PE C withi n 2 8 day s o f th e appearanc e o f thi s 
advertisement. 

(10 minutes) 

Comment 

The advertisement  doe s no t sa y how much work will be involved, how long 
the jo b i s fo r o r ho w muc h th e fe e is . However , the Centr e ha s bee n 
explicit abou t th e sort o f perso n they are seeking. I  can see that th e 
way I  write my application will give me an opportunity to show whether I 
can satisfy the second two requirements. 

As a n employer , I would b e able t o use th e applications t o make a short 
list, assessing people' s writing efficienc y an d abilit y from their self-
descriptions. I  would als o fee l tha t anyon e who sen t i n an applicatio n 
late, unless they had a good reason such as illness, would not be reliable 
in meeting deadlines. Bu t my insistence on 3 years experience of teaching 
the subject may exclude some good candidates. 

An advertisemen t ca n onl y contai n bar e essentials . Th e on e above , 
however, could be improved with a few minor amendments. 

2.2 A  job description 

A jo b descriptio n shoul d b e fulle r tha n a n advertisement , an d shoul d 
contain the following: 

1. Essentia l qualifications/desirable experience: th e description would 
be o n th e line s develope d i n Exercise 2 , according t o the needs of 
the course concerned. 

2. A  descriptio n o f th e distance-teachin g programme : it s syllabu s an d 
aims, its components (othe r media as well as print) and a profile of 
the students for whom it is intended. 
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3. A  description of the writer's duties: the number and length of units 
to b e written ; th e writer' s rol e i n cours e planning ; an y 
responsibilities fo r cours e revision ; any duties othe r tha n writing 
units, suc h a s scriptwritin g fo r radio, preparing model answers , or 
writing a handbook for tutors. 

4. Specificatio n of the time allowed; you may be offering a limited-term 
contract, or may have a deadline by which writing must be complete. 

5. Facilitie s an d personnel available: say whether th e writer will have 
the service s o f a secretary o r typist . Th e description should make 
clear th e facilitie s available . Also , h e o r sh e need s t o kno w 
whether ther e i s a  cours e team , o r whethe r th e write r i s workin g 
individually. Detail s will need to be discussed at the interview. 

6. Pay : the pay must, of course, be stated, and it must be made clear on 
what basi s paymen t wil l b e mad e ( a salary , o r fee s pe r uni t 
completed). 

Both part-tim e an d full-tim e writer s nee d jo b descriptions . Yo u don' t 
need t o compos e a  complet e jo b descriptio n fo r eac h ne w employee . 
Probably you will have available a short description of your organisatio n 
and its work which is given to anyone who applies for a job, and you will 
have a general job description for writers which has gaps to be filled for 
specific post s o r courses . Th e contrac t o f employmen t give n t o ne w 
writers will clarif y th e nature o f th e work, and this will be dealt with 
in a later section. 

3. Selectin g a writer 

How do you decide whom to appoint? Conductin g an interview is difficult. 
This section suggests some points to discuss. 

1. Writer' s background and experience: 

a. academic : doe s she * hav e a  reliabl e gras p o f th e subject ? He r 
qualifications ma y hel p yo u decid e this . Yo u ca n als o tak e u p he r 
references, and assess her publications, if any, on the subject. 

b. teaching : i f sh e has taugh t onl y fo r a shor t while, you will need to 
check with referees. I f she has been teaching a long time, check that she 
has mad e suitabl e move s durin g he r caree r t o position s o f greate r 
responsibility. I f not, try to find out why. I s it for a good reason, or 
because sh e i s not ver y good an d cannot get promotion? Fin d out how far 
she i s likel y t o adap t he r teachin g t o he r students . I f sh e has onl y 
taught children, what ideas does she have about teaching adults? 

c. writing : i f sh e ha s alread y produce d teachin g materials , assess an d 
discuss them with her. I f not, try to assess potential. Asses s her skill 
in presentin g he r application . I f possible , ask her t o prepar e a small 
sample of text. Som e organisations ask writers t o prepare a sample unit, 
for a small fee, before making a firm appointment. Anothe r idea is to run 
a short training workshop for potential writers, and then appoint the best 
ones (se e Unit 2). 

* I n thi s manual , writers wil l usuall y b e referre d t o a s 'she ' and 
others as 'he'. 
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d. distance education : you need t o fin d ou t how far the writer is likely 
to understan d th e need s an d difficultie s o f distanc e learners . Som e 
people will have taught at a distance before and these are clearly strong 
candidates fo r th e job . Som e peopl e will have studie d by correspondence 
themselves, others wil l hav e trie d som e kin d o f independen t stud y fro m 
books or the radio. 

2. Reliability : it is essential to appoint someone who is likely to keep 
to schedules. Doe s she seem businesslike and efficient? 

3. Expectation s : 

a. Is she applying becaus e sh e thinks it is any easy job? Tel l her that 
the job is demanding, and observe how she reacts. 

b. Is she prepared to undergo training and accept criticism? Explai n that 
drafts will b e assessed an d rewritin g wil l b e necessary and observ e how 
she reacts. 

4. Tim e available (fo r part-time writers): give a rough estimate of the 
writing time , an d as k he r t o describ e ho w i t wil l fi t i n wit h othe r 
commitments. Discus s togethe r whethe r th e writing remain s a  realisti c 
proposition. 

5. Accessibilit y (fo r part-time writers): if there are to be course-team 
meetings, will she be able to attend? O r will travel be too difficult, or 
costly? 

These guidelines will help you to prepare a list of questions to ask at an 
interview. Befor e a n interview , al l thos e interviewin g shoul d hav e a 
briefing meeting an d agree on a list of question s to ask all applicants. 
At leas t tw o people , such a s th e head o f departmen t an d senio r editor , 
should conduc t th e interview s • A n interviewing pane l could als o includ e 
one o r tw o othe r people , such a s subjec t specialist s fro m th e advisor y 
committee, bu t shoul d no t b e s o bi g tha t i t inhibit s th e candidates . 
Three is an ideal size and five the maximum. 

EXERCISE 4 

Imagine yo u want  t o appoin t a  part-tim e write r o f a  correspondenc e 
course i n mathematic s fo r adults . Th e student s wil l tak e th e exa m 
usually taken by schoolchildren at the end of secondary school. Belo w 
you will fin d brie f descriptions o f fou r applicants. Who m would you 
appoint? 

Mrs A: a foreign businessman's wife, who expects t o remain in the 
country for three years more. Sh e has been here a year already and 
during tha t yea r worked a s a part-tim e volunteer teachin g Englis h 
language to adults in evening classes. She prepared some work cards 
for these classes, and has sent them in with her application. Yo u 
think they show she has promise as a writer. Before she came abroad 
she taugh t math s i n a  secondar y schoo l fo r 1 0 years, and marke d 
public examination papers on three occasions. At present she has no 
paid employment, and lives in the capital near your headquarters. 
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Dr B : a  practisin g secondar y teache r fo r 3 0 years . Fo r twent y 
years he has been deputy head of a large school. Most  of his work 
is administrative , bu t h e teache s som e examinatio n classes . H e 
also spen t thre e year s som e tim e ag o lecturin g i n a  teacher -
training college; this was his only experience teaching adults. H e 
wrote a textbook on maths for secondary pupils ten years ago and it 
is no w i n it s 7t h printing . H e i s du e t o retire i n a year, and 
wants to write this course so he can keep in touch. H e lives in a 
suburb half-an-hour's drive from your office. 

Mr C: a young man, who has been teaching maths for four years in a 
secondary school in a remote rural town. Hi s headmaster describe s 
him as a dynamic teacher , full of ideas , and is very pleased with 
pupils' exa m results . H e ha s n o writin g experience , an d hi s 
application was clearly completed in rather a hurry. Hi s interes t 
in writin g th e cours e come s fro m hi s voluntar y wor k i n a  loca l 
youth group , an d hi s growin g awarenes s o f th e employmen t 
difficulties faced by unqualified young people. 

Miss D : ha s taugh t math s i n a  rura l secondar y schoo l fo r seve n 
years. A  year ago she had to leave her job to look after an ailing 
parent i n th e capital . A t presen t sh e ha s n o pai d job , and i s 
supported b y relatives . Sh e has a n excellen t referenc e fro m he r 
former head . Sh e ha s n o writin g experience , an d n o experienc e 
teaching adults, but in order to upgrade her teaching qualification 
to a degree, she is currently studying a correspondence course, and 
has made some perceptive comments on it. Sh e misses teaching, and 
wants to write the course in order to keep in touch. 

Write your choice below, giving reasons: 

(15 minutes) 

Comment 

I will discuss eac h applicant i n turn. First , Mrs A. Sh e has plenty of 
teaching experience, some writing experience, and some experience of adult 
education. Sh e also has plenty of time, and appears t o have no need of a 
full-time job for the money. Ther e are two major drawbacks: first, she is 
a foreigner, has spent only a little time in the country and has no first-
hand experienc e o f th e educationa l system ; second , i t i s jus t possibl e 
that sh e migh t b e recalle d t o her countr y suddenly , perhaps i f a  clos e 
relative is ill or her husband's business collapses. 

Dr B has experience i n his favour. I t is possible, however, that he will 
have difficulty in adapting his thinking and writing to the needs of adult 
students. I t is also unlikely that he will be able to pay much attention 
to his writing until his retirement starts, in a year's time. 

Mr C  i s relativel y inexperienced , bu t sound s a  livel y an d interestin g 
person. Hi s hast y applicatio n unfortunatel y give s n o clu e a s t o hi s 
writing potential , but i t will be worth seekin g som e furthe r evidence on 
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this. I t is a disadvantage that he works in such a remote place. 

Miss D  ha s goo d teachin g experience , bu t n o writin g experienc e an d n o 
experience teachin g adults . He r attitud e toward s th e jo b is , however, 
promising, an d sh e appear s t o b e reliabl e an d enthusiastic . Sh e ha s 
practical experience of using distance materials, and has some ideas about 
writing a s a  result. Sh e has sufficien t tim e at th e moment, but i f she 
had the opportunity t o return to full-time teaching she would probabl y do 
so. 

It i s difficul t t o decid e whic h applican t i s best . Al l ar e clearl y 
possible. I  think my order of priority would be as follows: 

1. Mis s D . Sh e ha s th e right kin d o f commitmen t an d a  willingness t o 
take o n a  challenge . Eve n i f sh e di d retur n t o full-tim e work , I 
think sh e would complet e he r writing . I  think she would produc e a 
competent course, although perhaps not exceptionally good. 

2. M r C. H e presents himself as imaginative and enthusiastic. I  would 
like hi m t o produc e som e sampl e materia l befor e makin g a  fina l 
decision. Hi s units may need a  lot of editing, but the work may be 
worth it , i f h e write s wit h th e sparkl e h e clearl y bring s t o hi s 
classes. 

3. Mr s A. I' m unhappy about her lack of local experience. I f she had a 
local co-writer, she would be ideal. 

4. D r B. Th e writing must start before Dr B's retirement. I n any case, 
can h e adap t t o distanc e education ? Althoug h h e i s a  successfu l 
textbook writer, he has been in school for 30 years. I t is difficult 
to change after so long. I f someone who knows him well can convince 
me he is adaptable, I will appoint him. Otherwise , it is a risk. 

I certainl y coul d not  mak e u p m y min d befor e interviewin g al l th e 
candidates. 

4. Negotiatin g a contract 

Once th e offe r o f a  jo b ha s bee n mad e an d accepted , th e employe r an d 
writer hav e t o reac h a  precis e agreemen t o n wha t i s expecte d o f each . 
Such an agreement is normally formalised in a contract of employment. 

Your institutio n probabl y ha s a  standar d contrac t fo r writers. I f not, 
the exampl e belo w ma y hel p yo u t o develo p one . Contract s ar e usuall y 
modelled o n thos e use d b y boo k publishers , bu t adapte d t o sui t a n 
educational institution . Yo u need t o examin e th e contrac t use d i n your 
institution, s o tha t yo u ar e sur e o f th e right s an d dutie s o f bot h 
parties. 

EXERCISE 5 

Here, a s a n example , i s a  contrac t use d i n England fo r a  part-tim e 
writer. A s you read it, try to work out what rights are given to the 
writer an d wha t t o th e institution . Tr y no t t o b e pu t of f b y th e 
formal legal language. Ther e is no need to write anything; just read 
the contract and my comments carefully. 

(15 minutes) 
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A
 
s
e
p
a
r
a
t
e
 
c
o
n
t
r
a
c
t
 

n
e
e
d
s
 
t
o
 
b
e
 
s
i
g
n
e
d
 
b
y
 
e
a
c
h
 
w
r
i
t
e
r
,
 
if
 
t
h
e
r
e
 

a
r
e
 
s
e
v
e
r
a
l
.
 

C
l
a
u
s
e
 
1
 
A
 
f
u
l
l
 
d
e
s
c
r
i
p
t
i
o
n
 
o
f
 
t
h
e
 
w
r
i
t
i
n
g
 
j
o
b
 

i
s
 
g
i
v
e
n
 
i
n
 
t
h
e
 
S
c
h
e
d
u
l
e
 
a
t
 
t
h
e
 
e
n
d
.
 
T
h

e
 

w
r
i
t
e
r
 
i
s
 
s
p
e
c
i
f
i
c
a
l
l
y
 
a
s
k
e
d
 
t
o
 
d
e
l
i
v
e
r
 
t
y
p
e
d
 

m
a
t
e
r
i
a
l
,
 
a
nd
 
t
h
e
 
d
e
a
d
l
i
n
e
 
f
o
r
 
d
e
l
i
v
e
r
y
 
I
s
 

g
i
v
e
n
.
 

C
l
a
u
s
e
 
2
 
T
h
i
s
 
a
s
k
s
 
t
h
e
 
w
r
i
t
e
r
 
t
o
 
a
f
f
i
r
m
 
t
h
a
t
 

h
e
 
o
r
 
s
h
e
 
h
a
s
 
n
o
t
 
g
i
v
e
n
 
p
e
r
m
i
s
s
i
o
n
 
f
o
r
 
a
n
y
o
n
e
 

e
l
s
e
 
t
o
 
u
s
e
 
t
h
e
 
m
a
t
e
r
i
a
l,
 
a
nd
 
h
a
s
 
n
o
t
 
u
s
e
d
 

a
n
y
o
n
e
 
e
l
s
e
'
s
 
m
a
t
e
r
i
a
l
.
 
T
h
i
s
 
m
e
a
n
s
 
t
h
a
t
 
i
f
 
t
h
e
 

i
n
s
t
i
t
u
t
i
o
n
 
c
o
m
e
s
 
a
c
r
o
s
s
 
t
h
e
 
m
a
t
e
r
i
a
l
 
p
u
b
l
i
s
h
e
d
 

e
l
s
e
w
h
e
r
e
,
 
t
h
ey
 
c
a
n
 
a
c
c
u
s
e
 
t
h
e
 
p
u
b
l
i
s
h
e
r
 
o
f
 
i
n
-

f
r
i
n
g
i
n
g
 
c
o
p
y
r
i
g
h
t
.
 
I
f

,
 
on
 
t
h
e
 
o
t
h
e
r
 
h
a
n
d
,
 
t
h
e
 

w
r
i
t
e
r
 
i
s
 
d
i
s
h
o
n
e
s
t
 
a
n
d
 
'
b
o
r
r
o
w
s
'
 
l
a
r
g
e
 
a
m
o
u
n
t
s
 

o
f
 
m
a
t
e
r
i
a
l
 
f
r
o
m
 
a
n
o
t
h
e
r
 
p
u
b
l
i
c
a
t
i
o
n
,
 
t
h
e
n
 
t
h
e
 

i
n
s
t
i
t
u
t
i
o
n
 
c
a
n
 
s
a
y
 
t
h
a
t
 
t
h
e
 
w
r
i
t
er
 
i
s
 

r
e
s
p
o
n
s
i
b
l
e
 
a
n
d
 
t
h
e
 
i
n
s
t
i
t
u
t
i
o
n
 
p
u
b
l
i
s
h
e
d
 
t
h
e
 

m
a
t
e
r
i
a
l
 
i
n
 
g
o
o
d
 
f
a
i
t
h
.
 

C
l
a
u
s
e
 
3
 
s
p
e
c
i
f
i
e
s
 
t
h
e
 
f
e
e
 
a
n
d
 
s
a
y
s
 i

t
 
w
i
l
l
 

o
n
l
y
 
b
e
 
p
a
i
d
 
a
f
t
e
r
 
t
h
e
 
t
y
p
e
s
c
r
i
p
t
 
h
a
s
 
b
e
e
n
 

a
p
p
r
o
v
e
d
 (
no

t
 
j
u
s
t
 
r
e
c
e
i
v
e
d
)
.
 
O
n
c

e
 
i
t
 
i
s
 

a
p
p
r
o
v
e
d
,
 
t
h
e
 
c
o
p
y
r
i
g
h
t
 
b
e
l
o
n
g
s
 
t
o
 
t
h
e
 

i
n
s
t
i
t
u
t
i
o
n
.
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4
.
 
T
he
 
A
u
t
h
o
r
 
s
h
a
l
l
 
n
o
t
 
p
u
b
l
i
s
h
 
o
r
 
l
i
c
e
n
s
e
 
t
h
e
 
p
u
b
l
i
c
a
t
i
o
n
 

i
n
 
a
n
y
 
f
o
r
m
 
o
f
 
t
h
e
 
c
o
u
r
s
e
 
u
n
i
t
s
 
o
r
 
a
n
y
 
o
f
 
t
h
e
m
 
o
r
 
a
n
y
 
p
a
r
t
 
o
f
 

t
h
e
m
 
a
f
t
e
r
 
t
h
e
y
 
h
a
v
e
 
b
e
e
n
 
a
p
p
r
o
v
e
d
 
b
y
 
t
h
e
 
C
o
l
l
e
g
e
 
i
n
 

a
c
c
o
r
d
a
n
c
e
 
w
i
t
h
 
C
l
a
u
s
e
 
3
.
 

5
.
 
T
he
 
C
o
l
l
e
g
e
 
o
r
 
s
u
c
h
 
o
t
h
e
r
 
p
e
r
s
o
n
 
a
s
 
m
a
y
 
b
e
 
a
u
t
h
o
r
i
s
e
d
 
b
y
 

t
h
e
 
C
o
l
l
e
g
e
 
m
a
y
 
m
a
k
e
 
s
u
c
h
 
a
l
t
e
r
a
t
i
o
n
s
 
t
o
 
t
h
e
 
c
o
u
r
s
e
 
u
n
i
t
s
 
b
y
 

w
a
y
 
o
f
 
e
d
i
t
i
n
g
 
p
u
n
c
t
u
a
t
i
o
n
 
s
p
e
l
l
i
n
g
 
a
b
b
r
e
v
i
a
t
i
o
n
 
g
r
a
m
m
a
r
 
o
r
 

o
t
h
e
r
w
i
s
e
 
a
s
 
t
h
e
 
C
o
l
l
e
g
e
 
o
r
 
s
u
c
h
 
p
e
r
s
o
n
 
i
n
 
h
i
s
 
d
i
s
c
r
e
t
i
o
n
 

s
h
a
l
l
 
t
h
i
n
k
 
f
i
t
.
 

6.
 
T
h
e
 
A
u
t
h
o
r
 
s
h
a
l
l
 
a
t
 
n
o
 
e
x
p
e
n
s
e
 
t
o
 
t
h
e
 
C
o
l
l
e
g
e
 
o
n
 
r
e
c
e
i
p
t
 

f
r
o
m
 
t
h
e
 
C
o
l
l
e
g
e
 
o
f
 
t
h
e
 
p
r
o
o
f
s
 
o
f
 
t
h
e
 
c
o
u
r
s
e
 
u
n
i
t
s
 
c
h
e
c
k
 
t
h
e
 

p
r
o
o
f
s
 
f
o
r
 
e
r
r
o
r
s
 
o
r
 
o
m
i
s
s
i
o
n
s
 
a
n
d
 
s
h
a
l
l
 
r
e
t
u
r
n
 
t
h
e
m
 
t
o
 
t
h
e
 

C
o
l
l
e
g
e
 
w
i
t
h
i
n
 
d
a
y

s
 
s
i
g
n
e
d
.
 

7
.
 
T
h
e
 
A
u
t
h
o
r
 
w
i
l
l
 
a
t
 
t
h
e
 
r
e
q
u
e
s
t
 
o
f
 
t
h
e
 
C
o
l
l
e
g
e
 
a
n
d
 
a
t
 
h
i
s
 

o
w
n
 
e
x
p
e
n
s
e
 
m
a
k
e
 
s
u
c
h
 
c
h
a
n
g
e
s
 
o
r
 
c
o
r
r
e
c
t
i
o
n
s
 
i
n
 
t
h
e
 
c
o
u
r
s
e
 

u
n
i
t
 
a
s
 
t
h
e
 
C
o
l
l
e
g
e
 
m
a
y
 
r
e
q
u
i
r
e
 
P
R
O
V
I
D
E
D
 
t
h
a
t
 
s
u
c
h
 
r
e
q
u
e
s
t
 

i
s
 
m
a
d
e
 
w
i
t
h
i
n
 
a
 
p
e
r
i
o
d
 
o
f
 
1
2
 
m
o
n
t
hs
 
f
r
o
m
 
t
h
e
 
a
c
c
e
p
t
a
n
c
e
 
o
f
 

t
h
e
 
c
o
u
r
s
e
 
u
n
i
t
 
b
y
 
t
h
e
 
C
o
l
l
e
g
e
.
 

C
l
a
u
s
e
 
4
 
c
o
m
p
l
e
m
e
n
ts
 
c
l
a
u
s
e
 
2
 
a
nd
 
c
o
v
e
r
s
 
c
o
p
y
-

r
i
g
h
t
 
a
f
t
e
r
 
a
p
p
r
o
v
a
l
 
o
f
 
t
h
e
 
w
r
i
t
i
n
g
.
 

C
l
a
u
s
e
 
5
 
a
l
l
o
ws
 
t
h
e
 
e
d
i
t
o
r
 
o
r
 
a
n
y
o
n
e
 
e
l
s
e
 

a
p
p
o
i
n
t
e
d
 
b
y
 
t
h
e
 
C
o
l
l
e
g
e
 
t
o
 
c
h
a
n
g
e
 
t
h
e
 
t
e
x
t
,
 

w
i
t
h
o
u
t
 
n
e
c
e
s
s
a
r
i
l
y
 
h
a
v
i
n
g
 
t
h
e
 
w
r
i
t
e
r
'
s
 

a
p
p
r
o
v
a
l
.
 

C
l
a
u
s
e
 
6
 
a
s
ks
 
t
h
e
 
a
u
t
h
o
r
 
t
o
 
c
h
e
c
k
 
p
r
o
o
f
s
 
f
o
r
 
n
o
 

e
x
t
r
a
 
f
e
e
,
 
a
nd
 
i
m
p
l
i
e
s
 
t
h
a
t
 i

f
 
t
h
e
 
p
r
o
o
f
s
 
a
r
e
 

n
o
t
 
r
e
t
u
r
n
e
d
 
b
y
 
a
 
g
i
v
e
n
 
d
a
t
e
,
 
t
he
 
w
r
i
t
e
r
 
w
i
l
l
 

h
a
v
e
 
n
o
 
r
i
g
h
t
 
t
o
 
c
o
m
p
l
a
i
n
 
a
b
o
u
t
 
e
r
r
o
r
s
.
 

C
l
a
u
s
e
 
7
 
s
a
ys
 
t
h
a
t
 
t
h
e
 
w
r
i
t
e
r
 
m
u
s
t
 
r
e
v
i
s
e
 
t
h
e
 

u
n
i
t
s
 
a
s
 
n
e
c
e
s
s
a
r
y
,
 
a
nd
 
f
o
r
 
n
o
 
e
x
t
r
a
 
f
e
e
,
 

p
r
o
v
i
d
e
d
 
t
h
e
 
r
e
q
u
e
s
t
 
i
s
 
m
a
d
e
 
w
i
t
h
i
n
 
a
 
y
e
a
r
 

a
f
t
e
r
 
t
h
e
 
a
c
c
e
p
t
a
n
c
e
 
o
f
 
t
h
e
 
u
n
i
t
s
.
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8
.
 
T
he
 
C
o
l
l
e
g
e
 
w
i
l
l
 
a
t
 
i
t
s
 
o
w
n
 
c
o
s
t
 
r
e
p
r
o
d
u
c
e
 
c
i
r
c
u
l
a
t
e
 
a
n
d
 

d
i
s
t
r
i
b
u
t
e
 
t
h
e
 
c
o
u
r
s
e
.
 

9.
 
T
h
e
 
C
o
l
l
e
g
e
 
w
i
l
l
 
b
e
a
r
 
t
h
e
 
r
e
a
s
o
n
a
b
l
e
 
t
r
a
v
e
l
l
i
n
g
 
a
n
d
 

s
u
b
s
i
s
t
e
n
c
e
 
e
x
p
e
n
s
e
s
 
i
n
 
r
e
s
p
e
c
t
 
o
f
 
a
n
y
 
j
o
u
r
n
e
y
s
 
u
n
d
e
r
t
a
k
en
 

b
y
 
t
h
e
 
A
u
t
h
o
r
 
a
t
 
t
h
e
 
r
e
q
u
e
s
t
 
o
f
 
t
h
e
 
C
o
l
l
e
g
e
.
 

1
0
. 
N
o
 
f
e
e
 
s
h
a
l
l
 
b
e
 
p
a
y
a
b
l
e
 
w
h
e
t
h
e
r
 
b
y
 
w
a
y
 
o
f
 
q
u
a
n
t
u
m
 
m
e
r
u
i
t
 

o
r
 
o
t
h
e
r
w
i
s
e
 
i
n
 
r
e
s
p
e
c
t
 
o
f
 
a
n
y
 
c
o
u
r
s
e
 
u
n
i
t
s
 
d
e
l
i
v
e
r
e
d
 
a
f
t
e
r
 

t
h
e
 
d
a
t
e
 
s
t
a
t
e
d
 
i
n
 
p
a
r
a
g
r
a
p
h
 
1
.
 

T
H
E
 
S
C
H
E
D
U
L
E
 

S
u
b
j
e
c
t
 
m
a
t
t
e
r
:
 

N
u
m
b
e
r
 
a
n
d
 
d
e
s
c
r
i
p
t
i
o
n
 
o
f
 
u
n
i
t
s
:
 

I
l
l
u
s
t
r
a
t
i
o
n
s
:
 

S
t
u
d
e
n
t
s
'
 
w
o
r
k
 
a
s
s
i
g
n
m
e
n
t
s
:
 

O
t
h
e
r
 
t
e
a
c
h
i
n
g
 
a
i
d
s
:
 

S
i
g
n
e
d
 

f
o
r
 
(
C
o
l
l
e
g
e

)
 

D
a
t
e
 

S
i
g
n
e
d
 
(
w
r
i
t
e
r
)
 

D
a
t
e
 

C
l
a
u
s
e
 
8
 
s
a
ys
 
t
h
e
 
i
n
s
t
i
t
u
t
i
o
n
 
w
i
l
l
 
p
a
y
 
f
o
r
 

p
r
i
n
t
i
n
g
 
a
n
d
 
d
i
s
t
r
i
b
u
t
i
o
n
,
 
b
ut
 
t
h
e
 
c
l
a
u
s
e
 
d
o
e
s
 

n
o
t
 
o
b
l
i
g
e
 
t
h
e
 
i
n
s
t
i
t
u
t
i
o
n
 
t
o
 
g
o
 
a
h
e
a
d
 
w
i
t
h
 

p
r
i
n
t
i
n
g
.
 I

t
 
o
n
l
y
 
s
a
y
s
 i

t
 
w
i
l
l
 
p
a
y
 i

f
 
i
t
 

d
o
e
s
 
p
r
i
n
t
.
 

C
l
a
u
s
e
 
9
 
s
a
y
s
 
t
h
a
t
 
e
x
p
e
n
s
e
s
 
a
r
e
 
o
n
l
y
 
p
a
i
d
 
i
f
 

t
h
e
 
i
n
s
t
i
t
u
t
i
o
n
 
h
a
s
 
a
p
p
r
o
v
e
d
 
t
h
e
 
j
o
u
r
n
e
y
 
i
n
 

i
n
 
a
d
v
a
n
c
e
.
 

C
l
a
u
s
e
 
1
0
 
s
a
ys
 
i
f
 
y
o
u
 
a
r
e
 
l
a
t
e
 
w
i
t
h
 
y
o
u
r
 
u
n
i
t
s
,
 

y
o
u
 
d
o
 
n
o
t
 
g
e
t
 
p
a
i
d
.
 

T
h
e
 
s
c
h
e
d
u
l
e
 
i
s
 
f
i
l
l
e
d
 
i
n
 
t
o
 
I
n
c
l
u
d
e
 
a
l
l
 
t
h
e
 

m
a
t
e
r
i
a
l
 
t
h
e
 
w
r
i
t
er
 
m
u
s
t
 
p
r
o
v
i
d
e
.
 
T
h
i
s
 

c
o
n
t
r
a
c
t
 
w
r
o
n
g
l
y
 
o
m
i
t
s
 
a
 
h
e
a
d
i
n
g
 
f
o
r
 
w
o
r
k
 
o
n
 

c
o
u
r
s
e
 
p
l
a
n
n
i
n
g
 
a
n
d
 
o
u
t
l
i
n
e
.
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Comment 

From the institution's point of view this contract is useful. I t protects 
the institutio n agains t som e o f th e thing s tha t ca n g o wrong . Fo r 
example, if a  writer doe s not produc e th e course b y the given date, you 
are fre e t o appoin t someon e else . I n practice , i t i s usuall y mor e 
satisfactory to arrange the schedule so that units are due in batches, and 
payment mad e o n acceptanc e o f eac h batch . Sometime s a  writer complete s 
units, but they are too bad to be accepted. I n this case the institution 
has n o obligatio n t o pay , although i n practice a  college an d writer may 
agree o n a  nomina l paymen t fo r unsuitabl e work . Claus e 5  allow s th e 
institution to amend a text if the writer is unwilling to do it. 

On question s o f lega l responsibilit y fo r th e conten t o f th e text , the 
contract i s rathe r obscure . I f th e writer misle d th e institutio n abou t 
copyright material , th e institution , a s publisher , would stil l b e hel d 
responsible in a law court. I n addition, nothing i s said about libel and 
other forms of misrepresentation. 

From the writer' s point of view this is not a very satisfactory contract. 
A contrac t i s mean t t o provid e a  framewor k fo r a n agreement , and bot h 
sides can negotiate modifications. Bu t this contract gives the impression 
the employe r doe s no t trus t th e writer a t all. Notice , first, that th e 
writer onl y gets one fee , however ofte n th e course i s reprinted, however 
many copie s ar e sold. A  royalty provision , that is a percentage paymen t 
on each copy over a certain number, would improve matters. The n clause 10 
is ver y severe , especiall y i f yo u rea d i t togethe r wit h claus e 3 , o n 
approval. Ther e is no indication of the procedure used for approval, nor 
of how long it takes. Suppos e I sign a contract on January 1st 1985, and 
I deliver my units on the agreed date, January 1s t 1986 . I  then discover 
that the units have to be assessed by certain committees for approval, and 
that will take 6 months. I  am eventually paid on July 1st 1986, and I now 
realise that the institution has a right to ask me to change the units up 
to July 1st 1987. Meanwhile , under clause 6, the institution can make any 
changes it likes to what I have written. 

This i s a  poo r dea l fo r th e write r an d th e condition s nee d relaxin g a 
little. Ther e also needs t o be a clause which describes what happens in 
the case of disputes. A s things stand, the writer i s at the mercy of the 
employer. 

Clause 8 is also unnecessarily favourable to the institution. Ther e needs 
to be some aid fo r the writer if the college decides not to publish. Fo r 
example, the contract could allow the writer to buy back the copyright, if 
the institution does not publish within a certain time. 

Finally, claus e 9  onl y cover s travellin g expenses . I t shoul d als o a t 
least cove r postag e and telephone , and might als o includ e stationer y and 
typing expenses . Th e claus e coul d simpl y b e broadene d wit h th e phras e 
"and such other expenses as shall be agreed". 

We ca n se e no w th e importanc e o f th e for m a  contrac t takes , and th e 
difficulty of writing a satisfactory contract. A n institution must guard 
against havin g t o pa y fo r unsatisfactor y work , an d th e write r need s 
protection too. 

13 



EXERCISE 6 

What issue s ar e importan t fo r you r writers o r your institution ? Jo t 
down a  list . Payment , copyright an d tim e limits are bound t o be on 
your list . The n go throug h your institution' s standar d contrac t fo r 
writers, or reread the one in this unit, and consider how far it deals 
with the points on your list. 

(20 minutes) 

Summary 

This unit has considered the selection and appointment of writers. I  have 
suggested that you should, where necessary: 

evaluate the methods used for identifying writers 
define the qualities and skilled needed in each case 
consider criteria for choosing between writers 
evaluate a  contrac t a s a  mean s o f controllin g an d protectin g 
both employer and writer 

The next unit is concerned mainly with training writers. 
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