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Introduction 

This manual has covered the jobs an editor does in sequence. I n the first 
part th e emphasi s wa s o n working wit h writers, while th e las t par t pu t 
more emphasi s o n workin g wit h productio n staff , suc h a s typist s an d 
designers. Thi s uni t wil l loo k a t th e complet e proces s o f cours e 
development, show how the different bits fit together, and examine the key 
role of the editor throughout the process. 

At the end of this unit, you will be able to: 

* describ e the editor's role at each stage of course development; 
* devis e and use a course development schedule; 
* mak e emergency plans when things go wrong. 

Keep your own institution in mind as you work through this unit. I t will 
be of more us e t o you if you can adapt th e idea s and advic e t o fit your 
own circumstances. 

The unit will only take about an hour to complete, and has no assignment. 
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1. Th e editor's role in course development 

The table below shows the main stages of course development with editorial 
jobs liste d alongside . Sometime s on e perso n will do all these jobs . I n 
other case s certai n task s ca n b e allocate d t o differen t peopl e b y a 
managing editor. The table assumes a decision has been made to offer a new 
course. Som e stage s ma y tak e plac e i n a  differen t orde r i n som e 
institutions. 

Stages 

1. Identif y writers 

2. Brie f or train writers 

3. Pla n course 

4. Mak e writing and production 
schedule 

5. Draf t sample material 

6. Asses s sample material 

7. Revis e sample material 

8. Testin g of sample material 

9. Writ e all units and revise 
them 

10. Units agreed 

11. Units typeset 

12. Proof reading 

13. Corrections typed 

14. Check corrections 

Editorial job 

Selection and appointment of writers 
(sometimes done by management) 

Done by editor 

Editor is part of team 

Done by editor 

Advise writer 

Organised by editor 

Brief writer in light of assessment 

Organised b y editor , wh o analyse s 
results and reports to writer 

Get drafts typed 

Organise assessment in course team 

Take part in assessment 

Seek copyright permission s 

Check availabilit y an d suitabilit y 
of support materials 

Edit 

Commission illustrations 

Keep writer on schedule 

Copy edit and mark up 

Keep typist to schedule 

Editor is one reader 

Keep typist to schedule 

Editor does 
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15. Make up pages Advis e designer 

Keep up to schedule 

16. Check make up Edito r does 

17. Print Brie f printer 

Keep up to schedule 

18. Check Edito r does 

19. Despatch Prepar e course contents list 

Open file for comments and errors 

EDITOR'S ROLE IN COURSE DEVELOPMENT 

Devising and checking a schedule 

The tabl e make s i t clea r tha t cours e developmen t i s a  lengthy , complex 
process. I t is not just a matter of a writer handing scripts to an editor 
on a given date. Yo u need a comprehensive schedule to manage the process. 
It is best t o arrange i t unit b y unit. Her e i s an exampl e of part of a 
schedule for one unit. 

Course: Unit : 

Job 

First draft ! 

Typed 

First edit 

Assessed/tested 

Revised 

Copyright permissions sought 

Pictures commissioned 

Text approved 

Typeset 

Proof reading 

Date due Date done Signed 

You will find that you will need severa l different schedule s at different 
stages o f cours e development , som e quit e simpl e an d som e rathe r 
complicated. 
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EXERCISE 1 

Consider th e stage s o f developmen t yo u us e i n you r ow n institution . 
Can you fill in a blank table like the one above with an imaginary but 
realistic schedul e fo r on e o f you r courses ? Includ e all the stage s 
from firs t draf t t o printing , an d writ e date s i n th e Mate s due ' 
column. 

(15 minutes) 

Once yo u have made a  schedule, you have to keep to it. This , of course, 
requires effort. Th e ideas below may help you. 

* Pos t the schedule on the wall, where you can always see it. 

* Alway s chec k of f eac h ste p a s soo n a s i t i s complete , s o th e 
schedule is always up-to-date and accurate. 

* Mak e several copies of the schedule for each course. Prepar e a copy 
for eac h perso n involved , marking clearl y th e task s which involv e 
that individual . Fo r example , yo u woul d highligh t th e dat e fo r 
commissioning illustration s o n th e illustrator' s copy . Han d eac h 
person their copy. 

* Arrang e regula r cours e productio n progres s meetings. Thes e shoul d 
be a t leas t onc e a  month . Som e institution s hav e shor t meeting s 
once a week. Al l problems are aired at these meetings. 

* Chec k the schedule regularly. A  routine check of progress on every 
course yo u ar e workin g o n shoul d tak e plac e ever y week. Yo u ca n 
remember to do this if you fix a regular day and time for it. 

3. Critica l points in course development 

There ar e som e point s wher e thing s ar e mor e likel y t o g o wron g tha n 
others. Yo u should by now have a good idea of the trouble spots. 

EXERCISE 2 

List tw o o r thre e point s tha t yo u think are critica l ones . Us e the 
table in section 1 to help you. 

(3 minutes) 

Comment 

The bigges t troubl e spo t i s stag e 9 . Writer s ten d t o fal l behin d 
schedule, or even write nothing at all. Writer s who do not produce reduce 
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many a n edito r t o a  stat e o f despair . Th e nex t most  seriou s problem s 
arise a t stag e 5 . Again , it concern s writers, who may prov e unsuitabl e 
when they submit sample material, or may withdraw because they do not want 
the job after all, or you may have to withdraw your offer to them because 
they ar e to o slow . I f thi s happens , yo u ar e bac k t o squar e one , 
identifying a  writer. A  thir d proble m ca n occur a t stag e 9  again. Yo u 
may no t b e abl e t o obtai n permissio n fo r us e o f copyrigh t materia l or , 
more seriously , yo u ma y discove r tha t supplementar y material s yo u wer e 
relying on, like a textbook, are no longer available. 

The production and printing stages bring their own problems, some of which 
have been mentioned i n Unit 13 . Th e course units have to pass from person 
to perso n frequentl y durin g production , and i f on e perso n i s late , then 
everyone els e i s affected. I t is almost impossible t o make up time lost 
during stages 1 2 to 18. 

4. Dealin g with emergencies 

A good schedule will help avoid emergencies. Bu t let us suppose a crisis 
occurs. Wha t d o yo u do? Crise s are almost always a matter of time. I f 
deadlines to not matter, work can start again in the normal way. Bu t time 
usually doe s matter , so we must  conside r ho w t o ac t quickly . Her e ar e 
some ideas. 

* T o shorten writing time: 

Find as many writers as you can and get them to produce a small 
number of units each. Yo u may be able to do this in a workshop. 
You will need extra editorial capacity as well. 

Produce a  low-cos t temporar y course . Fin d a  reasonabl e 
textbook, an d ge t a  shor t stud y guid e writte n base d o n th e 
textbook. 

Offer th e cours e fo r a  yea r o r so , unti l yo u hav e tim e t o 
prepare a full course. 

* T o shorten rewriting time: 

When materials ar e not available , and par t o f a course must be 
rewritten, in many cases the editor could draft the amendments . 
You could do this with guidance from the writer, who would check 
and finalis e everything. Whil e you rewrite, the writer carries 
on writing new material. 

* T o shorten course development: 

Cut out testing. 
Arrange grou p o r outsid e assessmen t o n onl y on e o r tw o sampl e 
units. Proces s the rest immediately. 
Typeset straigh t fro m handwritten material. Cu t out the typing 
of drafts. 

You may not like these ideas. Ca n you think of any other, better ways of 
dealing with emergencies? A  distance-teaching institutio n is responsible 
to it s students , who mus t com e first . Yo u hav e t o resolv e conflict s 
between th e wish t o produc e high qualit y materials and the need to serve 
students. 
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EXERCISE 3 

Here are some events which might occur, 

A part-tim e write r send s yo u a  uni t I n th e post , withou t 
keeping a copy. Th e unit is lost in the post. 

The textboo k use d wit h th e cours e goe s ou t o f prin t jus t 
before you print. 

The designe r doe s artisti c drawing s whic h nobod y ca n 
understand. 

Imagine you are the course editor who has to deal with this situation. 
Discuss what you would do with a colleague. 

(15 minutes) 

Comment 

There are several ways of dealing with each situation. Th e examples come 
from a  gam e calle d 'On  course' , which i s par t o f IEC' s manua l o n Th e 
Administration o f Distance Teachin g Institutions . I f you have a copy of 
the manual in your institution, you may like to arrange a training session 
for editorial and production staff to play the game. 

Summary 

This final unit has reminded us that the editor is at the centre of course 
development an d i s largel y responsibl e fo r co-ordination . I t ha s als o 
reminded u s that an editor is concerned with administration and relation s 
with colleagues a s well a s with editing. B y working through this manual 
you should hav e develope d confidenc e t o handle all these aspects of your 
work. I t remains to wish you good luck. 
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