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Introduction 

An editor ha s t o bridge th e gap between writers and the design and print 
department. W e ca n describ e cours e plannin g an d writin g a s cours e 
development, and design, layout, typing and printing as course production. 
The edito r work s wit h th e write r t o develo p a  course , an d als o wit h 
designers an d printer s o n production . Th e rang e o f wor k expecte d o f 
editors will vary from institution to institution. 

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

* choos e a suitable pag e size and layout fo r a course, and decide 
how to organise material in booklets; 

* arrang e o r desig n illustration s an d textua l feature s suc h a s 
frames; 

* explai n o r describ e th e factor s whic h wil l influenc e thes e 
decisions; 

* understan d th e potentia l an d constraint s o f different kind s of 
printing facilities, and make the best use of them. 

The unit will take about 3 hours to complete, and the assignment will take 
a furthe r 2  hours. Yo u will find it useful to have at hand some samples 
of materials produce d b y you r institution , to compar e with th e example s 
given here. 
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1. Dividin g a course into books 

Usually, a distance-teaching tex t i s divided int o a number of units. D o 
you print thes e units in separate booklets, or do you group several units 
in one volume? D o you have many booklets to a course or just: a few? 

When units are in separate booklets, a student may feel a greater sense of 
achievement eac h tim e h e complete s a  unit . A  singl e lon g boo k ca n b e 
threatening. I f units are printed separately , it also means it is easier 
and cheaper to correct or revise a section of the course. 

On th e othe r hand , i t cost s more t o prin t eac h uni t separately , as each 
set o f unit s mus t b e folded , an d staple d o r bound . Th e packin g an d 
despatch o f unit s i s more difficult , and students are more likel y to be 
sent th e wron g material . Often , an institutio n plan s t o sen d ou t eac h 
unit separately . Student s receiv e a  ne w on e eac h tim e the y sen d i n an 
assignment. I n practice , thi s i s laboriou s an d costly , an d pron e t o 
errors i n despatch . Frequently , th e institutio n end s u p sendin g ou t 
batches of units after all. 

2. Choosin g a page size 

Each pag e i n thi s boo k i s A 4 size . A n open sprea d o f tw o page s i s A3, 
while a pag e folde d i n half along the longer side becomes A5. A 4 and A5 
sizes are both commonly used. Whic h size is preferable? 

A4 size is more frequentl y used . On e advantage is that you can put more 
material o n eac h page . Anothe r i s that yo u can easily fi t picture s and 
other feature s o n a  page , as i t i s s o large . O n th e other hand, an A4 
book can be awkward to handle. I t does not always fit on a bookshelf, and 
you canno t carr y i t i n you r pocket . I t ca n als o loo k rathe r larg e and 
forbidding to a learner who feels insecure. 

A5 siz e i s a  convenien t pocke t size . I t ca n b e difficul t t o arrang e 
material on the small pages, and often an exercise or other feature has to 
span tw o pages , awkwardly. Fo r adult s doin g basi c courses , the smaller 
book can be attractive and approachable. 

If you r boo k i s a  workbook , tha t i s a  boo k wher e student s writ e i n 
answers, A4 i s almos t certainl y better . A n A5 page does not leav e much 
room for handwriting. 

3. Pag e layout 

We wil l conside r th e tw o commo n size s o f page , A5 and A4 , and loo k at 
different ways of arranging the words on the page. 

3.1 A 4 portrait 

'Portrait' mean s tha t th e pag e ha s it s shorter side s at to p and bottom , 
like this page. 

We ca n type across th e page , as we have done in this book. A n advantage 
is that we waste no paper . W e have a margin tha t ca n be use d for signs 
and markers, if we want. A  disadvantage i s that if we use small type, as 
we might  wit h a  typesette r o r composin g machin e (se e sectio n 6  below) , 
each lin e wil l contai n man y words , and th e tex t wil l becom e a  littl e 
difficult to read. Exampl e 31 shows this. (Remembe r all A4 examples have 
been slightly reduced for this printing.) 
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EXAMPLE 31 : Fro m 'Huma n Biology' , Nationa l Extensio n College , 
Cambridge, UK, 1973, Volume 1, p.9 
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Sometimes th e pag e i s arrange d wit h tw o or thre e column s o f print , like 
Example 32 . Wit h thi s layout , you can pu t a lo t of material o n a page, 
and avoi d lon g lines . I t i s a  usefu l layou t fo r fairl y advance d an d 
lengthy texts . Th e page s loo k rathe r dens e an d forbiddin g fo r les s 
experienced students . T o do thi s well, you need a composer with a small 
typeface. Wit h a n ordinar y typewrite r th e line s loo k to o short . Yo u 
need, a s well , t o justif y th e text , tha t is , type i t wit h a  straigh t 
right-hand edge . Th e tex t i n Exampl e 3 3 i s unjustified , leavin g a n 
irregular space between the columns. Th e result is messy and confusing. 

Sometimes th e pag e i s arrange d wit h tex t runnin g onl y par t o f th e wa y 
across, usuall y abou t two-third s across , a s i n Exampl e 34 . Thi s 
arrangement i s pleasin g t o loo k at, and th e lines are a good lengt h for 
easy reading. A  disadvantage, however, is that a lot of paper is used in 
the printing . U p t o one-thir d o f ever y pag e i s lef t blank . Th e empty 
margins ca n b e use d fo r diagram s o r othe r illustrations , for sign s and 
headings, and even by the students, for making their notes. However , much 
space remains unused, a severe problem when paper is expensive or scarce. 
In Exampl e 3 4 the margin ha s bee n use d fo r a  lis t an d a  sign . I f th e 
space were filled with such features, the page would look overcrowded. 

3.2 A 5 portrait 

Text i s normally type d straigh t acros s a n A5 page, which is too small to 
divide int o columns . Th e page s ar e a  goo d siz e fo r eas y reading . 
Example 35 shows a complete A5 page. 

3.3 A 4 landscape 

'Landscape' mean s tha t th e pag e ha s It s longe r side s a t th e to p an d 
bottom, as in Example 36. Thi s page illustrates a good use of a landscape 
layout. Yo u will see that there are three columns, with a drawing in the 
middle, and a  tex t o n one side i n English and o n th e other i n Setswana. 
The space has been well used to arrange a bilingual text. 

You ca n als o arrang e a landscap e A4 page i n 2  columns. Yo u would neve r 
take your print right across the page, as the lines would be far too long. 

An A4 landscape book is awkward to handle, if it has a soft cover. I f you 
try to read it without a table, it will flop about. 

3.4 A 5 landscape 

This is as good as A5 portrait, if you use a typewriter or a large size of 
print. I f you use small print, your lines of text will be too long. Thi s 
layout i s sometime s use d ver y effectivel y fo r beginners ' texts , and ca n 
also be used where the students need spac e for handwriting, as Example 37 
shows. Th e page in Example 37 is slightly larger than standard A5 size. 

The commonest layouts, and probably the best for educational texts, are A4 
portrait with text going right across th e page (typewriter ) or two-third s 
across (typeset) . I  would lik e t o see th e A5 portrait layou t use d more 
frequently, as it is attractive and easy to use. 
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EXAMPLE 32: From 'Englis h Language and Literature 'o' level', National 
Extension College, Cambridge, UK, 1975, Volume 3, p.34 
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EXAMPLE 33 : Fro m 'Chemistr y GC E 'O'  level' , Nationa l Extensio n 
College, Cambridge, UK, Volume 1, p.7h 
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EXAMPLE 34 : Fro m 'An  Introductio n t o Environmenta l Chemistry' , Th e Open 
University, Milton Keynes, UK, 1985, Course T234, Unit 3, p.12 
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EXAMPLE 35: From 'Farmin g with Animal Power', Farmer production series 230, 
INADES-formation, Nairobi, Kenya, 1982, p.33 
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EXAMPLE 36 : Fro m 'Growin g V e g e t a b l e s ' , 4 B Member' s Booklet , Botswan a 
Extension College/Departmen t o f Non-forma l Educat ion , Gaborone , 
Botswana, 1974 , p . 8 
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EXAMPLE 37 : Fro m 'It' s happenin g NO W 
Module 1  Units 1-3 , National Teachers ' 
1979, p.17 

, Englis h Languag e Course-Boo k 
Institute, Kaduna, Nigeria, 
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EXERCISE 1 

Examine the complete A5 page shown in Example 35 . Not e down what you 
think is good an d attractiv e abou t th e layout of the page as a whole 
and not e dow n unsatisfactor y o r unattractiv e features . Tr y t o make 
two or three points in each case. 

(10 minutes) 

Comment 

The page is designed to help the poor reader. Onl y a small amount of text 
is o n th e page , an d th e line s ar e short , wit h sentence s broke n int o 
phrases. Th e pictur e i s well placed . O n the other hand, the picture is 
quite smal l an d ther e i s no room fo r a picture t o illustrate th e second 
topic, land. Otherwise , I can find little to criticise in the layout. 

4. Arrangin g features on a page 

Good cours e unit s ar e a  kaleidoscop e o f exercises , illustrations, short 
sections and so on. Yo u will need to take care that the final text looks 
clear and well-organised. I t could look a jumbled mess. 

Each unit will follow a regular pattern, with an agreed forma t and style. 
Unit 1 2 of thi s manual contain s guidanc e o n developing and working to an 
agreed style. Th e text will, however, also contain a number of occasional 
features, and you will need to know how to deal with these. 

4.1 Placin g pictures 

Every time a picture is included, you must decide: 

* Ho w much space does it need? Ofte n you can decide that all pictures 
will be in two or thre e standard sizes , such as quarter page, half page, 
full page. 

* Wher e should it be? A  picture should always be next to the text that 
refers to it. Whe n th e page s are finally prepared, space should be left 
for the picture on the appropriate page. 

* Ho w should i t be arranged? Doe s th e picture come above the text it 
refers to, or below it, or beside it? Sometime s you will want students to 
read before they look, sometimes the reverse. 

* Wha t captio n and labellin g shoul d th e picture have? Ofte n picture s 
need numbers as well as titles. 

You will need t o give clea r instruction s t o the production department on 
the placin g o f pictures . Her e i s a n exampl e o f ho w yo u might d o It , 
including instructions to the artist. 
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PICTURE 1 here. 
Drawing of a cart drawn by 2 oxen. 
The cart is going along a road. 
A farmer walks beside it. 
The cart contains a large sack. 
The picture is to be 10 cm high. 
Caption (beneat h the picture): 
'The Ox Cart is useful for carrying many things'. 

4.2 Arrangin g different section s 

When th e typis t start s typin g th e units , sooner o r late r th e followin g 
will happen: 

* a  heading will occur at the bottom of a page; 

* a  new section will start at the bottom of a page; 

* a n exercise will b e split , with one bit on one page, and another on 
the next; 

* a  table will not fit on one page. 

You canno t avoi d thi s happening , an d yo u canno t predic t al l th e case s 
where this could occur, and deal with them in advance. Yo u can, however, 
reduce the number of pages that will need retyping or reorganising. 

* Yo u ca n advis e typist s t o star t a  ne w page , if a  ne w sectio n o r 
exercise occur s within 1 0 lines of th e bottom of the page (o r any number 
of lines you choose). 

* Yo u ca n as k typist s t o consul t yo u immediatel y i f thes e problem s 
occur. 

* Yo u ca n dea l with table s b y reducin g the m photographicall y s o that 
they fit on a standard page. 

In othe r words , you will need t o take an interest i n the typist's work. 
Although man y cours e typist s develo p a n excellen t ey e fo r layout , they 
cannot b e expecte d t o make decision s alone , and wil l need guidanc e from 
the editor. I t helps considerably if the typist feels that the editor is 
an interested colleague, whose office door is always open. 

4.3 Introducin g design features 

You will often want t o make sections of the text stand out in some way by 
using small signs or by drawing frames. Thes e features are not typed, but 
have to be drawn or stuck on the page. Thi s means: 

* Yo u have to decide where they will be used. 

It i s normal t o us e suc h feature s regularly . I f yo u decid e t o plac e a 
sign b y exercises , th e sig n shoul d appea r b y ever y exercise . I f yo u 
decide t o dra w a  fram e roun d a  summary , ther e shoul d b e a  fram e roun d 
every summary. I n this manual, contents lists, examples and exercises are 
framed. 

* Yo u have to decide where they will be placed. 
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Sometimes a  sig n appear s i n th e margin, as i n Example 34 . Sometime s it 
may be in place of text, as in Example 38. I n this example, a pencil sign 
is used to indicate writing, and a tick to indicate checking the answers. 

EXAMPLE 38 : From 'Englis h Course' , Namibian Extensio n Unit , Lusaka, 
Zambia, 1981, Workbook 6, p.30 

* Yo u hav e t o giv e instruction s t o th e typis t an d designer . I f th e 
typist mus t allo w spac e fo r a  sig n o r a  frame , yo u mus t writ e a n 
instruction o n th e manuscript ever y tim e th e featur e occurs . Mak e sur e 
also that the designer knows exactly where each feature goes . 

Example 3 9 is included t o show an imaginative use of signs. I t is from a 
course to teach English to immigrants in Canada. Al l instructions in the 
course are covered b y these signs . A t the beginning of the course, each 
student receives a key to the signs, like the one reproduced here, in his 
own language. 

4.4 Plannin g the cover 

Each text will need a  cover, and thi s is usually prepared b y a designer. 
You will need to brief him on the kind of cover you want. 

* D o yo u wan t a  standar d cove r fo r al l courses , or d o yo u wan t a 
different on e fo r eac h course ? A  standar d cove r can become like a n 
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EXAMPLE 39: From 'Englis h as a Second Language Course', Open Learning 
Institute, Richmond, Canada, 1983. 

institutional trademark , s o text s ar e easil y recognisable . A n 
individually designed cover can be attractive. Yo u can combine both, with 
a standard layout for covers, with a varying illustration in one part. 

When you need a cover illustration, collect idea s from the course writer, 
brief the designer, and let him produce two or three sample designs. Yo u 
can then choose the most suitable. 

* Wha t kind of information should go on the cover? 

You will want to include: 

The name of the institution 

The title of the course 
The title or number of the unit or volume 
The course reference code or number 

All thes e feature s shoul d b e i n large prin t an d stan d ou t clearly . Yo u 
may also wish to include other information, like the course author's name. 

If the cover has a spine , print the title and code on the spine as well. 
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This is useful for reference when the book is on a shelf. 

* Tr y t o make th e cover distinctive . I f you offer many courses, this 
will help you r despatc h department . Yo u can , for example, code course s 
and volume s b y colour . Th e despatc h departmen t wil l soo n learn , fo r 
example, that maths has a red cover. 

* Choos e a functional type of cover. Th e cover needs to be sturdy. I f 
you have an y choice, choose stif f car d tha t will not tear easily. Avoi d 
pale cover s tha t ge t dirt y i n storag e o r whe n the y ar e handle d a  lot . 
Some colours , like red , fad e quickly . Shiny , laminated cover s are more 
expensive than dull card, but stay clean longer. Man y students will value 
their course materials highl y and will be disappointed i f they receive a 
book which gets shabby and tears easily. 

* Conside r low-cos t options. Yo u can have a standard cove r printed in 
large quantities. Fo r each different course , the title and lesson number 
is printed or stamped on. 

You can have a plain cover with no printing on it, but a hole in the card. 
The cours e an d lesso n titl e i s printe d o n th e firs t page , and show s 
through the hole. 

In both these cases, you can provide a cheap variation by using different 
coloured car d fo r th e covers . Usin g blac k ink on coloured card or paper 
is a  cheape r wa y t o ge t a  colou r rang e tha n usin g on e o r tw o coloure d 
inks. 

5. Som e criteria for decision-making 

The points below may help you to decide whether to adopt an idea mentioned 
above, and which ideas will suit your circumstances. 

5.1 Th e distant student needs a clearly organised text. 

The us e o f sign s o r othe r distinguishin g mark s wil l hel p th e student s 
understand what they are expected t o do at each stage. Sign s can provide 
useful marker s fo r changes , especially if a unit is rather long. Som e 
students use signs actively, to help them organise their study and select 
material. The y look ahead at exercises, using signs to pick them out, and 
plan their studies according to what the y are expected t o do. The y leave 
out or skim through certain kinds of work, and concentrate more on others. 

5.2 Researc h on reading provides guidelines on layout 

* Th e mos t readabl e lengt h o f lin e i s abou t 6 0 letter s (1 0 t o 1 2 
words). 

* I t doe s no t matte r i f th e right-han d edg e i s justifie d (straight , 
like this book) or not. Ther e is no evidence that justifie d tex t is any 
easier to read (bu t see remarks on Example 33). 

* A n average size type is quite readable. A  typewriter may be: 

10 letter s t o on e inc h (1 0 pitch ) 

or 

12 letters to one inch (12 pitch) 
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On a composer type sizes are measured in points. Yo u can use: 

10 point, like this 

11 point, like this 

12 point , lik e thi s 

These are all good, readable sizes. D o not use very small type. 

* Most  typefaces are easy to read. Yo u can use: 

A sans-seri f typeface : thi s on e i s Univers 1 0 point . 

or 
A serif typeface: thi s one is 10 point Press Roman. 

(You can see th e secon d typefac e has little tails called 'serifs ' on the 
letters.) 

Do not mix two typefaces in the same book. 

* Yo u can use different type styles for emphasis 

This typeface i s medium 
This typeface i s bold 
This typeface is  italic 

Do no t hav e lon g passage s type d i n bol d o r italic . Itali c i s rathe r 
difficult to read. 

* Yo u can distinguish between paragraphs by leaving a line, as in this 
manual, or by starting th e first word of a paragraph a little way in, as 
in Example 34 . Thi s is called indenting . Yo u do not need a space and an 
indent. 

5.3 Text s for poor readers need special attention 

* Us e large print rather than small. I f you like, you can use: 

13 point, like this 

14 point, like this 

15 point, lik e thi s 

* Us e unjustified text. Space s between words and letters will be even. 
This makes words easier to identify for poor readers. 

* Arrang e text in short, distinct chunks, as in Examples 35 and 36. For 
very new readers, do not let paragraphs spread from one page to the next. 

You will often have to plan texts for new readers page by page. Fo r more 
advanced texts, you need not pay so much attention to detail. 

5.4 Mak e sure the text looks interesting 

Learning theor y an d commo n sens e tell s u s tha t th e initia l ste p i n 
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teaching i s t o catc h th e learner' s attention , A  tex t tha t look s livel y 
and varied is better than a text that looks dull. 

5.4 Space s for answers 

Leave spac e fo r student s t o write answers i n th e book, if you can. (I f 
books mus t b e re-used , yo u canno t d o this. ) A  spac e fo r writing wil l 
encourage students to complete the exercises. Wit h no space, they may not 
bother. Doin g th e exercise s is , a s yo u know , a n importan t par t o f 
learning. 

EXERCISE 2 

Look a t Exampl e 40 . Wha t i s wrong with it ? Sugges t how t o improve 
it. 

(5 minutes) 

Comment 

I have five main criticisms of this page. 

a. Som e lines go straight across. Thi s is far too long for comfortable 
reading. 

b. Th e materia l o n th e to p hal f o f th e pag e i s place d i n a  higgled y 
piggledy manner, with no apparent reason. 

c. Th e mixture of long lines and short lines is confusing. 

d. Th e mixture of italic, bold and medium point is probably meant to add 
emphasis but adds to the confusion. 

e. Th e complete page is overcrowded and unattractive. 

You may disagree. O n the good side, the page appears to have unity as a 
whole. Th e firs t hal f provide s examples , the secon d a n exercise . Th e 
heading is clear, as are the numbering of the exercises and the directions 
to find the answers. Th e diagrams are neat. 

6. Makin g the best use of facilities 

This sectio n give s a  fe w note s o n th e potentia l an d limit s o f th e 
facilities you may have for production and printing. 

6.1 Typin g 

You are most likely to have one of the following kinds of facilities. 
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EXAMPLE 40: Fro m 'Fleximaths', National Extension College, Cambridge, UK, 
1982, p.121 
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a. Traditiona l manua l o r electri c typewriter . Yo u canno t var y th e 
typeface. Th e typewriter i s usually 1 0 or 1 2 pitch. Thi s means 1 0 or 12 
letters to an inch. Exampl e 36 is typed on a 10 pitch typewriter. 

b. Golf-bal l typewriter . Thi s ha s interchangeabl e heads , so tha t yo u 
can change fro m one typeface or typ e styl e to another. Fo r example, you 
can us e italic s whe n needed . Yo u ca n als o bu y golf-ball s wit h 
mathematical symbol s o r othe r feature s whic h ar e no t availabl e o n th e 
normal keyboard . Som e typewriter s o r printer s us e device s calle d dais y 
wheels instead of golf-balls. 

c. Wor d processor . Thi s i s a  keyboard , a  compute r an d a  printe r 
connected together . Th e keyboard i s like that of an ordinary typewriter, 
except that some of the keys control the computer program. You can use the 
program to arrange the text as you want. Eac h program will only provide a 
limited rang e o f possibilities , bu t thes e ar e sufficien t fo r mos t 
requirements. You can see what you have keyed in on a visual display unit, 
and correc t i t befor e i t i s printed. Th e typed material is stored o n a 
disk. Whe n yo u want t o prin t a  copy, you connect th e disk drive t o the 
printer and print your pages. Yo u need a printer from the more expensive 
range to give you a choice of typefaces and to give you sufficiently high 
quality copie s t o prin t from . Th e cheape r dot-matri x printer s ar e no t 
good enough. Thi s manual has been prepared on a word processor. 

A word processo r reduce s th e drudgery o f editing, checking and retyping . 
You must tak e advice, however, before yo u buy a word processor for a hot 
country or for conditions where the electric current may vary. 

d. Typesettin g machin e o r composer . Thes e ar e machine s use d b y 
professional printer s an d ca n rang e fro m fairl y simpl e t o ver y 
sophisticated. Th e machines are lik e an electric typewrite r t o use, but 
have feature s whic h enabl e the m t o produc e fin e results , resembling th e 
old metal type . Yo u can produc e versatile and professiona l results, but 
the capital outlay may be more than you wish. Example s 32 and 34 are good 
examples of typeset material. 

6.2 Printin g 

Most people will use stencil duplicating or offset lithography. 

a. Stenci l duplicating . A stenci l i s a pape r covere d wit h smal l hole s 
through which ink must penetrat e in order to print. Yo u can imagine from 
this that a stenci l i s likely t o wear out . I f you are careful, you can 
print severa l hundre d copie s fro m a  stencil , and yo u ca n eve n stor e a 
stencil and re-us e it . Bu t after a while, copies get blurred. Yo u need 
fairly absorbent pape r fo r stenci l printing , and tha t also can lead to a 
blurred effect. 

All the same, stencils are cheap and an excellent method of printing for a 
small institutio n o r smal l batche s o f materials . Th e on e majo r 
disadvantage i s tha t i t i s difficul t t o produc e goo d illustration s o n a 
stencil. I f you use stencils, and wish t o use illustrations widely, you 
could conside r gettin g a n electronic stencil-maker . Thi s convert s line s 
drawn on a page into a stencil. Thu s a good illustration can be made into 
a stencil with no trouble. 

b. Offse t lithography . Thi s i s printing which involve s a photographi c 
process. T o prepar e a  tex t fo r printin g i s ver y simple . Yo u type the 
material o n goo d pape r usin g a  specia l blac k ribbo n o n th e typewriter . 
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Illustrations an d othe r feature s ar e the n paste d o n t o th e pages . An y 
mistakes o r alterations are typed on slips of paper and paste d on. Dirt y 
marks o r unwante d bit s ca n be whitened ou t o r a clea n piec e of pape r is 
stuck over. The n the page is photographed o n to a plate and printed. I f 
you want t o use photographs, or if you want a large number of copies, you 
will require more expensive plates. Mos t plates can be stored for re-use. 

EXERCISE 3 

This i s a practica l exercise . First , arrange a  discussion with your 
course typists. Loo k at the equipment that is being used, and ask for 
a demonstration of what i t can do. Then , do the same thing with your 
print department. I f you use an outside printer, try to visit and see 
what kinds of work they can do. 

(1 hour) 

Summary 

You should now be able to choose a suitable page size and layout for your 
course material. Th e choice of format should tak e Into consideration the 
students' needs, the guidelines offered by typographical research, and the 
potential and constraints of your production and printing facilities. 

ASSIGNMENT J 

Examine som e cours e material fro m you r institution . I n the light of 
what you have learnt i n this unit, can you make any suggestions for a 
revised format for future courses? Wor k out some proposals, using the 
existing uni t a s a  model fo r amendment . Pleas e complete Exercise 3 
before finalisin g you r proposals , s o tha t yo u ar e sur e the y ar e 
realistic and practical. 
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