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KNOWLEDGE Questions — Summary list

There are 6 questions. In the list below, click on a question number to go to that question.
Compulsory questions 1 and 2

Question 1 Professional practice

Answer any 4 out of 5 sub-questions on features of a publication,
imprint pages, terminology of editing practice, accessibility standards
and principles, and editing for online viewing.

Question 2 Ethical and legal matters

Answer all 4 sub-questions about using pictures, personal details,
content relating to First Nations peoples, and legal terminology.

Optional questions

You must answer 2 of the following 4 questions. Indicate which 2 questions you answered
by checking the box to the left of that question. (If you change your mind, make sure you
deselect the old question in addition to selecting the new question.)

1] Question3 Management and liaison
Answer all 5 sub-questions on defining a project, actions in a project
schedule, maintaining a project schedule, adapting a project schedule,
and items to include in an editing agreement.

1| Question4 Substance and structure

Answer any 4 of 5 sub-questions on lists, heading hierarchy, principles
of headings, transition words and phrases, and logical sentence order.

[1]| Question5 Language and illustrations
Answer any 4 of 5 sub-questions on numbers and units, language
features, setting off information, using graphs to present data, and
developing an artwork brief.

1| Question6 Completeness and consistency

Answer any 4 of 5 sub-questions on checking first page proofs, style
sheets, digital content usability and functionality, parts of a table, and
elements in references.

Extra writing space

If you continued any of your answers in the extra boxes at the end of the document, check
the box below.

L] Answer(s) continued Extra writing space

Note: Candidates will only select 2 of questions 3-6 in the exam. All questions are
checked here because this is a complete key to answers to all questions.

Answer(s) continued is checked because there are alternative answers to some questions
on these pages.

Go to Keystroke quidelines
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Keystroke guidelines

Undoing mistakes
If you make a mistake, undo by typing ctrl + 2z (Windows)orCmd + Z (Apple).

Cut, copy and paste text in this PDF

» Cut text by selecting the text and typing Ctrl + X (Windows)or Cmd + X (Apple).

» Copy text by selecting the text and typing Ctrl + C (Windows)or Cmd + C (Apple).

« Paste text by positioning the cursor where required and typing ctrl + v (Windows) or
Ccmd + V (Apple).

Formatting in this PDF

To apply or remove bold, italics or underline to text, select the text and type the following keystrokes:

Windows users: Apple users:

* [talics: e Ctrl + I e Cmd + I
* Bold: e« Ctrl + B e Cmd + B
 Underline: < Ctrl + U * Cmd + U

Special characters in this PDF — dashes, hyphens, apostrophes
To type an en rule (-):

* (All users) type 2 hyphens (--); or
* (Apple users only) type Option + - (hyphen); or
* (Windows users only) type A1t + 0150 or, on the number pad only, Ctrl + - (hyphen)

To type an em rule (—):

* (All users) type 3 hyphens (---) or 2 en rules (—) using the method above; or
* (Apple users only) type shift + Option + - (hyphen); or
* (Windows users only) type A1t + 0151 or, on the number pad only, Ctrl + Alt + - (hyphen).

Insert spaces either side if required.
In this part, the following will be ignored in awarding marks:

» apostrophes and quotation marks that are straight (' "), not curly (*’, “”)
» your choice of dash style (i.e. em rule or en rule, with or without spacing) and quotation mark style
(i.e. single or double quotation marks), provided your usage in a single passage is consistent.

Go to Questions — Summary list
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11
Question 1. Professional practice

Answer any 4 of the following 5 sub-questions (1.1-1.5).
Marks are shown beside each sub-question. (Total 20 marks)
1.1 Match 5 publication features to publication types. (5 marks)
1.2 List 5 items that appear on an imprint page. (5 marks)
1.3 Answer 5 questions about terms used in editing. (5 marks)
1.4 Identify 1 set of standards and 4 principles relating to accessibility. (5 marks)

1.5 Identify 5 ways to make text suitable for online viewing. (5 marks)

11 Features of a publication

For each of the 5 kinds of publications below (a—e), choose the set of features it would be most
likely to have from the list below. Copy and paste the correct set of features into the box next
to the publication type. (5 marks)

Features sets:
* 4-colour throughout, cartoons, technical diagrams, lists, answer section, boxed text
+ black-and-white photographs on glossy paper in 3 special sections within the book
» executive summary, tables, lists, available on website as PDF or a Word document
* matt art paper, 4-colour photographs throughout
» screen shots, bullet lists, tips

Publication type Features
. . screen shots, bullet lists, tips
a. beginner computer guide
b. cookbook by TV chef matt art paper, 4-colour photographs throughout
t t executive summary, tables, lists, available on website
C. government repor as PDF or a Word document
. black-and-white photographs on glossy paper in 3
d. hardback biography special sections within the book
4-colour throughout, cartoons, technical diagrams,
e. year 10 maths textbook lists, answer section, boxed text

[Question 1.2 is on the next page]

Go to Keystroke gquidelines
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1.2-1.3c

1.2 Imprint pages

Name 5 separate items that normally appear on a publisher’s imprint page. (5 marks)

a. |Publisher name, address, website

b. |ISBN

c. |Year of publication

d. [Publishing history if more than one edition

e. |Copyright notices

See "Answer(s) continued" (1) for more alternative answers to Q 1.2. |

1.3 Terminology of editing practice

Answer the following 5 multiple-choice questions (a—e). Select the best option (A, B, C or D)
by clicking the button beside that option. (5 marks)

a. In managing a project, it's important for editors to have a system in place to handle
successive drafts of a manuscript, updating filenames and archiving older drafts to
ensure that only the current draft is worked on. What is this practice called?

line editing
open access
track changes

version control

oo w >
@000

b.  When a piece of writing is being edited, a specialist may be engaged to identify
potential issues that could cause harm or offence, particularly to marginalised readers.
What is such a specialist called?

authenticity reader
proofreader

sensitivity reader

o0 w >»

O®O0O

style guide

C. In order to reproduce copyright text or artwork, authorisation must be obtained. What
is this authorisation called?

citation

metadata

permissions

o0 W >»

O®00

usage

[Question 1.3 continues on the next page]
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1.3d-1.4

(1.3 continued)

d.  Before print publication, a typeset, laid-out or formatted version of content is created
for final review. What is this version called?

A O end matter

B O imprint page

C O prepress

D @ proof

e. An editor may be called on to write a brief description of a book to appear on its back
cover or to be used for publicity. What is this description called?

A O backlist

B (® blurb
C O synopsis
D O wraparound

1.4 Accessibility

a. Name the international set of standards for making digital publications accessible.
(1 mark)

Web Content Accessibility Guidelines (WCAG)

b. List the 4 user needs that comprise the core principles of these standards (i.e. those
you identified in sub-question 1.4.a). (4 marks)

content should be perceivable

content should be operable

i content should be understandable

content should be robust

[Question 1.5 is on the next page]

Marking: Candidate wording will vary but to achieve the mark for each principle, the words
"perceivable”, "operable", "understandable" and "robust" must relate to the word "content".

Go to Keystroke gquidelines
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1.5 Editing for online viewing

The following passage has been written for the “Getting to the Gallery” page of an art gallery
website. The gallery’s communications manager has asked you to review it and suggest ways

to make it more readable when viewed online.

Passage:

List 5 ways in which you could make this text more readable for an online audience. (5 marks)

Getting to the Gallery

The State Art Gallery is located in the heart of the city at 45 William Street. A range
of transport options is available to enable visitors to get to the Gallery, including bus
and train, and there is ample parking. One option is the free City Circle Bus service,
which stops outside the Gallery entrance in William Street. Also, several suburban
bus routes stop at the Gallery, including the 241 and 244 from the southern suburbs,
the 452 from the northern suburbs and the 389 from the inner east. For timetable
information, it is suggested that patrons visit the State Transport website. For those
coming by train, the Gallery is a 5-minute walk from Central Station. If coming to the
Gallery by train, patrons should exit the station on Adelaide Street and head north.
Several car parking facilities are available near the Gallery, including Wilkinson
Parking in James Street and the Council Car Park in Adelaide Street. Metered street
parking is available on William Street. There are three dedicated accessible parking
spaces outside the entrance on William Street. For cyclists, there are bike racks in
William Lane beside the Gallery. Patrons who require information about access for
people with disability are advised to visit the Access page of this website.

|Marking: 1 mark for each reasonable point from the following 11 sample answers, up to 5 marks.

a.

Break text up into short paragraphs; "chunk" information.

Use just one topic per paragraph.

Use short but informative headings to allow the text to be more easily scanned.

Use bullet points and numbered lists where possible.

Cut down the number of words, without losing depth of meaning.

See "Answer(s) continued" (1) for the other 6 sample answers to Q 1.5.

End of Question 1.

Return to start of Question 1 or use the links below
to navigate to another part of the document.
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21.a—ci.i
Question 2. Ethical and legal matters
Answer all 4 sub-questions (2.1-2.4). (Total 20 marks)
21 Answer 3 questions about using pictures. (6 marks)
2.2 Answer 2 questions about using personal information. (4 marks)
2.3 Answer 2 questions about content relating to First Nations peoples. (5 marks)
2.4 Supply correct legal terms for 5 definitions. (5 marks)
Sub-questions 2.1 and 2.2 are based on the following scenario. You may answer in note form.
Scenario:
You are working as a freelance editor, editing mainly technical documents and
reports for scientists and researchers. A report comes to you from a researcher who
asks you to give the report a thorough edit because they are considering having the
report printed, bound and sold via their organisation’s website.
The first thing you notice when you skim through the report is the large number of
pictures. Most of the pictures have a caption that includes the website from which
the picture was taken.
You begin to edit the research report and notice that an appendix contains a list of
people’s names, residential addresses and personal contact numbers.
21 Using pictures
Answer all 3 questions (a—c) in relation to the above scenario.
a. Explain the legal and compliance problem associated with the pictures in the report.
(1 mark) Marking for
2.1.b:
. . . . 0 marks for
The pictures may be copyright, and permissions from the copyright owners are saying the
required to reproduce them. editor must
. . o . obtain the
b. As the editor of the report, what is your responsibility with regard to the legal and permissions
compliance problem identified in question 2.1.a above? (1 mark) — that is the
author's

To alert the author and publisher to the legal requirement to obtain permission to use |[f€SPonsibility.

copyright material. 0 marks for

saying the
editor must
c. List 4 things (i—iv) you could do to help the author resolve the legal and compliance ensure
problem identified in question 2.1.a above. (4 marks) copyright is
not infringed
— that is the
Highlight the specific material in the report for which permission is needed to publisher's
reproduce it in the report. and the
author's
responsibility.

[Question 2.1.c continues on the next page]
Go to Keystroke gquidelines
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(2.1.c continued)

B Suggest other sources for imagery, e.g. photo library or other source, where
Il |purchasing the rights to the image would solve the permissions issue.

... |Give details of photographers or illustrators from whom work can be commissioned.
iii.

Help the author to contact the website/copyright holder for each of the pictures and to
seek permission to reproduce each one.

See "Answer(s) continued" (1) for other possible answers to Q 2.1.c. |

2.2 Using personal information

Answer both of the following short-answer questions (a and b) in relation to the scenario on the

previous page.

a. Explain the legal and compliance issue associated with the list of people’s names and
personal contact details in the appendix of the report. (1 mark)

The issue is privacy. Privacy legislation applies to the collection and publication of
personal information such as names and addresses.

b.  Explain 3 options you might suggest to the report author to resolve the issue. (4 marks)

Completely remove the list from the report to avoid any privacy issues.

Suggest that the people be contacted and their permission sought to include just
names, or names and work contact details, in the report.

Ask the author to supply proof that permission has been obtained from each person,

- las required by relevant legislation.

See "Answer(s) continued" (1) for another possible answer to Q 2.2.b.

2.3 Working with First Nations cultures and communities

a. Copyright law (which lasts for the life of the author plus a set number of years) may be
difficult to apply to a collection of First Nations stories. Give 4 brief reasons (i—iv) why
this might be the case. (4 marks)

First Nations stories may have existed for many generations whereas copyright law
applies to the author's lifetime plus a set number of years.

21.c-2.3.a.

Marking for
2.2.a:

The answer
must include
the word
"privacy"” to
earn full
marks. Even
just the single
word "privacy"
earns 1 mark.

Answers about
ethics or
needing
permissions
receive

0 marks
unless the
word "privacy"
is used.

An answer
about contact
details
becoming
dated receives
0 marks.

[Question 2.3 continues on the next page]
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2.3.a.i-2.4
(2.3.a continued)

|See "Answer(s) continued" (1) for other possible answers to Q 2.3.a. |

First Nations stories may have no single attributable author whereas copyright law
focuses on the authorship rights of individuals.

First Nations stories may be oral, not written, whereas copyright law generally covers

. ideas in written form.

Copyright law doesn't protect First Nations stories that may be considered sacred.

b.  Consider the following scenario:

You are copyediting a project about a First Nations community that derives many of
its spellings from firsthand colonial sources.

Do you think this is appropriate? Answer yes or no, and give a short justification for
your answer. (1 mark)

No, it's not appropriate. [See "Answer(s) continued" (2) for possible justifications]

Marking for 2.3.b: Answering "no" does not earn part marks. To gain the
mark, one of the possible justifications for answering "no" must be given.

2.4 Legal terminology

Supply the correct term for each of the definitions a—e below. (5 marks)

Definition Term

a. an attempt to pass off another author’s work as one’s own plagiarism

an author’s right to prevent others from using their material | copyright

b. without permission
the allowable use of part another author’s work without fair dealing
c. permission, for certain purposes, such as research, OR

criticism or parody fair use

the rights of an author to be credited as the author of their | moral rights
d. work and not have their work altered in a way that would
harm their reputation

a written or spoken statement that damages someone’s defamation
reputation in the eyes of reasonable people

End of Question 2.

Return to start of Question 2 or use the links below
to navigate to another part of the document.

Go to Keystroke gquidelines
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Question 3. Management and liaison

Answer all 5 sub-questions (3.1-3.5). (Total 20 marks)

3.1 List 5 questions to define a project. (5 marks)

3.2 Enter key actions in a project schedule. (5 marks)

3.3 Describe 3 ways to maintain a project schedule. (3 marks)
3.4 Describe 2 ways to adapt a project schedule. (2 marks)

3.5 List 5 items to include in an agreement. (5 marks)
Sub-questions 3.1-3.4 are based on the following scenario. You may answer in note form.

Scenario:

You are a freelance editor. The managing editor of a government publications unit
contacts you in early March to ask if you are available to edit a 40,000-word printed
report on new developments in urban landscape design, titled Greening our spaces.
It is due to be published in mid-June.

The manuscript will be ready for editing on 10 March. The previously booked editor
has dropped out at the last minute.

The managing editor advises that the picture research will be handled in-house, but
that you will be responsible for creating a picture research brief. There is also an
extensive reference list. The report will be typeset and printed locally.

3.1 Project definition

List 5 questions you would ask the managing editor in the above scenario, to clarify the details
of the proposed job. (5 marks)

a How many authors are there?

b. Can | see a sample of the manuscript?

c. Will | be required to style (format) the manuscript?

d. How will the manuscript be supplied — as individual chapter files or as a single file?
o What is the proposed/expected page extent?

Marking : 1 mark for each reasonable question from a list of 22 sample questions, up to 5 marks.
Candidate wording will vary. The first 5 sample questions are shown above. The other 17 are in
"Answer(s) continued" (2).

Go to Keystroke gquidelines
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3.2 Project scheduling

Continuing the scenario on the previous page:

The managing editor books you to edit and manage the project from receipt of

manuscript to delivery of final files. You have inherited the schedule of the previously

booked editor. However, 5 key milestones or actions are missing from it:

Complete the schedule below by entering the 5 missing milestones/actions (listed above) in

Send print-ready PDFs to printer.

Receive second page proofs; check and send to proofreader.

Receive first page proofs from typesetter.

Index received; send to typesetter.

Hand over picture research brief to in-house researcher.

weeks 2, 6, 8, 10 and 13 (a—e). (5 marks)

Schedule:
Week # beginning | Milestone or action
Receipt of manuscript.
1~ Mon 10 March Commence editing MS. Commence picture research brief.
a. 2 Mon 17 March | Hand over picture research brief to in-house researcher.
Send queries to authors.
3 Mon 24 March | Pictures received; write captions and indicate placement of
images in MS.
4 Mon 31 March Author queries resplved. Send edited MS to authors/
department for review and approval.
5 Mon 7 April Send approved edited MS to typesetter.
b 6 Mon 14 April Receive first page proofs from typesetter.
7 Mon 21 April Edit of 1st pp complete, send to typesetter for corrections.
C. 8 Mon 28 April Receive second page proofs; check and send to proofreader.
9 Mon 5 May Rewew proofreader corrections, send MS to typesetter and
indexer.
d 10 Mon 12 May Index received; send to typesetter.
Receive third pages (including index) from typesetter. Check
11 Mon 19 May 3rd pp, send back to typesetter for further corrections if
necessary.
12 Mon 26 May Regelve 4th pp flfom typesetter. Final check of pages, then
deliver to managing editor for approval.
e 13 Mon 2 June Send print-ready PDFs to printer.
14 Mon 9 June ilgjﬁlr(]gnnter proofs — final OK to print. Publication date

Go to Questions — Summary list
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3.3-3.4

3.3 Monitoring and managing a project schedule

Continuing the scenario on page 11:

The managing editor now advises that the complete manuscript will be delayed in
coming to you by more than a week.

Describe 3 actions you could take that might keep the project running to schedule. (3 marks)

See if the manuscript can be sent in batches, so you can start working on the part
a- | that's ready now.
b See if the end date of 13 June is flexible; find out why this date has been chosen and
* | see if it can be moved.
Batch the delivery of sections to the typesetter and catch up the delayed sections at
- Isecond pages.

Marking for 3.3: 1 mark for each reasonable action from the 7 sample answers (3 above, 4 at the bottom
of this page), up to 3 marks. Candidate wording will vary.

3.4 Adapting a project schedule

Continuing the scenario on page 11:

You start your edit, and find that one chapter takes a significantly long time to edit,
putting you behind schedule.

Describe 2 actions you could take to avoid this delay affecting the end date of the project.
(2 marks)

© Copyright 2024 TPEd Limited. All rights reserved.

Note: Do not repeat any actions you described in question 3.3. Repeats will not be awarded

Marking for 3.4: 1 mark for each reasonable action from the 7 sample answers below, up to 2 marks.
Candidate wording will vary.

Inform the managing editor of the issues.

Adjust the schedule if possible, to take delay into account.

More alternatives for 3.4 (adapting a project schedule):

— Discuss with the managing editor how the issues can be addressed.

— Discuss sending the edited manuscript to the author(s) / department in batches.

— Discuss the scope of the edit with the managing editor and whether there needs to be an adjustment to the editing fee.
— If the publisher agrees (and the issue doesn't affect the whole manuscript), return the affected chapter to the author with
guidance for further work while you continue working on the rest of the manuscript.

— Suggest reviewing remaining chapters and if any others stand out as requiring extra work, suggest author(s) work with
department to improve them before sending them for editing, while you work on the other chapters that are in better shape.

More alternatives for 3.3 (managing a project schedule):

— Find out what delivery dates are possible for the author(s) and change other parts of the schedule to suit.
/ Look to see if any other stage of the project may be shortened, to make up for lost days.

— Start working on other aspects of the report, such as the design or picture research.

— Initiate a sample design.

— Start editing the reference list.

Go to Keystroke gquidelines
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3.5
3.5 Agreements

List 5 matters that should be covered in a letter of agreement between a freelance editor and
an author for an editing job on a manuscript. (5 marks)

Marking : 1 mark for each reasonable inclusion from the following 13 sample answers, up to 5 marks.
Candidate wording will vary.

a Name and contact details of author and editor

b, Title of work (or working title)

c. Genre of work

d. Extent (word count)

e Tasks to be done; specific services to be provided by editor (e.g. level of editing)

End of Question 3.

Return to start of Question 3 or use the links at the bottom of the
page to navigate to another part of the document.

More alternatives for 3.5:

— Dates for receipt of material and handover of completed work

— Methods of communication between client and editor

— Agreed fee if a firm quote; or hourly rate and estimate of time to be taken.
— Process of agreeing on variations

— Any instalment arrangement for payment

— Acknowledgement of laws/jurisdiction that will govern the agreement

— Information about indemnity

— Information about whether and how the author will be credited

Go to Keystroke gquidelines
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Question 4. Substance and structure

Answer any 4 of the following 5 sub-questions (4.1-4.5).

Marks are shown beside each sub-question. (Total 20 marks)

41.

4.2
4.3
4.4
4.5

41

Convert the run-on list below into a vertical list with bullet points and an appropriate introductory

Convert text to a vertical list. (5 marks)

Edit headings for sound hierarchy and parallel wording. (5 marks)

List 5 points to consider for sound headings. (5 marks)

Add transition words to clarify relationships between sentences. (5 marks)

Reorder sentences to create a structurally sound paragraph. (5 marks)

Lists

phrase or sentence. To indicate a bullet, type a hyphen or dash. (5 marks)

Run-on list:

Wear clothes that you are happy to get wet in on the kayaking excursion (e.g. shorts and
T-shirt), shoes that are sturdy enough for clambering up the riverbank — no slip-ons or
thongs, and bring hat, don’t forget sunscreen, sunglasses, attach a strap in case they fall

off, water bottle, a small towel often comes in handy too. Snacks if desired — our trip lasts for

about three hours.
YOUR EDIT TO VERTICAL LIST:

What to wear and bring on the kayaking excursion:
— clothes that you are happy to get wet in (e.g. shorts and T-shirt)

— shoes that are sturdy enough for clambering up the riverbank (no slip-ons or thongs)

— hat

— sunscreen

— sunglasses (attach a strap in case they fall off)

— water bottle

— small towel

— snacks if desired (our trip lasts for about three hours).

[Marking:

Clear introductory phrase: 1 mark.

Separating 8 items into vertical bullet list: 1 mark.

Consistent wording (parallel structure) and deletion of extraneous words: 1 mark.
Retention and consistent treatment of useful extra information: 1 mark.

Punctuation (colon at end of lead-in; full stop after last item; nothing for interim items):

1 mark.
Deduct 0.5 mark for each edit done incorrectly within each category.]

[Question 4.2 is on the next page]
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4.2
4.2 Heading hierarchy

Edit this outline of the headings in a report so that the hierarchy is sound and the wording is
parallel. (5 marks)

<A> Australia’s main agricultural exports: an overview
<B> Introduction

<B> Meat
<B> Beef
<C> Lamb and mutton
<C> Goat meat-ferexport
<B> Wool Notes:
<C> The cotton industry Markup shown here to
<B> Grain explain the edit below.
<C> Wheat Your are not required to
<C> Barley for-feed/malting) mark up your exam
<C> Pork documents like this, only
<B> Rice to provide the answer in
<B> Dairy products;-cheese-ete- the YOUR EDIT box.
:g: gﬁ::?han @ne Marking for 4.2 is shown
, next to the answers below.
<C> Fruit
YOUR EDIT:

<A> Australia’s main agricultural exports: an overview

<B> Introduction

<B> Meat

<C> Beef 0.5 mark for <C>

<C> Lamb and mutton

<C> Goat meat 0.5 mark for parallel wording

<C> Pork 0.5 mark for moving Pork under Meat

<B> Wool

<B> Cotton 0.5 mark for <B>; 0.5 mark for parallel wording

<B> Grajn

<C> Wheat

<C> Barley 0.5 mark for parallel wording

<C> Rice 0.5 mark for <C>

<B> Dairy products 0.5 mark for parallel wording

<B> Wine 0.5 mark for parallel wording

<B> Sugar

<B> Fruit 0.5 mark for <B>

[Question 4.3 is on the next page]
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4.3-44.c
4.3 Principles of headings
List 5 points that need to be considered when writing or evaluating headings in a document or
book. (5 marks)
Do the headings follow a logical hierarchy or sequence?
a.
b Are all of the headings necessary? Should there be more or fewer headings?
Are the chunks of content beneath the headings of appropriate length and
C- |importance?
g
z d Are the headings usefully and concisely worded?
(] .
5
'z e Do the headings accurately reflect the content that follows them?
<
3
2
E 4.4 Transition words and phrases
o
E In each pair of sentences in a—e below, add a transition word or phrase at the start of the second
§ sentence (adjusting punctuation appropriately) to make the relationship between the 2 sentences
Q clearer. Do not join the sentences. Do not edit the sentences in any other way. (5 marks)
=
2
§ a. On Anchor Island the kakapo enjoys a predator-free habitat. The island provides very
5 limited food resources for the bird. Note: Edits are shown in bold. However, do not apply

YOUR EDIT: bold to your edits in the actual exam.

On Anchor Island the kakapo enjoys a predator-free habitat. However, the island
provides very limited food resources for the bird.

b. One of Sam’s goals for the year was to enhance her business network. She joined the
National Society of Accountants, the professional organisation in her field.

YOUR EDIT:

One of Sam’s goals for the year was to enhance her business network. To that end,

she [Alternative: So she] joined the National Society of Accountants, the professional
oraanisation in her field

c.  Our funding from the government has been cut significantly in this year’s budget. We
will need to reprioritise our research goals.

YOUR EDIT:

Our funding from the government has been cut significantly in this year’s budget.
Consequently, we will need to reprioritise our research goals.

Alternatives to 4.4.c:
— As a consequence, we ... [Question 4.4 continues on the next page]

— As a result, we ... Go to Keystroke quidelines
— Therefore, we ...
—Sowe ...
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(Question 4.4 continued)

d.  The report contains numerous inaccuracies. Its style is inappropriate for the intended

audience. Note: Edits are shown in bold. However, do not apply

YOUR EDIT: bold to your edits in the actual exam.

The report contains numerous inaccuracies. In addition, its style is inappropriate for
the intended audience. [Alternatives: Also, | Further, / Moreover, / Furthermore, ]

e. Massage therapy is good for you in so many ways. It can speed the healing of
soft-tissue injuries.

YOUR EDIT:

Massage therapy is good for you in so many ways. For example, it can speed the
healing of soft-tissue injuries. [Alternative: For instance, ]

4.5 Logical order

Put the following 6 sentences (A—F) into the correct order to create a single, structurally sound
paragraph. Indicate the correct order using the table below. The first one has been done for
you. (5 marks)

A In 2007, however, the government of Panama began a massive project to create new,
larger locks — 55 metres wide, 427 metres long and 18.3 metres deep.

B The capacity of the lock chambers — each 33.52 metres wide, 320.04 metres long and
12.56 metres deep — determined the size of ships that could pass through the canal.

C This set of specifications, known as Panamax, was in effect for the century following the
canal’s opening.

D Atthe Panama Canal’'s completion in 1914, there were six locks along its length: three at
Gatun, one at Pedro Miguel and two at Miraflores.

E Opened in 2016, these accommodate ships up to 49 metres wide and 366 metres long
with 15.2 metres draught, specifications known as New Panamax.

F They had to be no more than 32.31 metres wide and 294.13 metres long, with a draught
of no more than 12.04 metres.

Correct order Enter the sentence

of sentences letter shown above
1 D
i. 2 B
ii. 3 F
iii. 4 C
iv. 5 A
V. 6 E

End of Question 4.

Return to start of Question 4 or use the links below

to navigate to another part of the document.
Go to Keystroke gquidelines
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5.1.a—d

Question 5. Language and illustrations

Answer any 4 of the following 5 sub-questions (5.1-5.5).
Marks are shown beside each sub-question. (Total 20 marks)
51 Edit numbers and units in 10 sentences. (5 marks)
5.2 Identify 10 features associated with language. (5 marks)
5.3 Edit 10 sentences to set off information. (5 marks)
5.4 Answer 6 questions about using graphs to present data. (5 marks)

5.5 Identify information needed to develop an artwork brief. (5 marks)

51 Numbers and units

Check the way numbers and units are presented in the following 10 sentences (a—j). If you
believe the numbers or units are presented correctly, click on the box next to the word OK. If
you believe they are not presented correctly, make the corrections by editing the sentence in
the box below YOUR EDIT. Do not edit the sentences in any other way. (5 marks)

|Note: Errors in the original are underlined.

a. The train travels at an average speed of 85 kims/hr.
OK or YOUR EDIT:

The train travels at an average speed of 85 km/h.

b. King Charles 3rd was crowned in Westminster Abbey, London.
OK or YOUR EDIT:

King Charles Ill was crowned in Westminster Abbey, London.

c. The new library cost $65 million to build.
oK | or YOUR EDIT:

The new library cost $65 million to build.

d.  An adult male fur seal has an average weight of about 125 kgs.
OK or YOUR EDIT:

An adult male fur seal has an average weight of about 125 kg.

[Question 5.1 continues on the next page]
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(Question 5.1 continued)

e.

Note: Errors in the original are underlined. |

Each tank holds 600 L. of water.
OK or YOUR EDIT:

Each tank holds 600 L of water.

The pen’s tip is very fine, at just .25 mm.
OK or YOUR EDIT:

The pen’s tip is very fine, at just 0.25 mm.

The foreword is on page vii of the book.
ok |U or YOUR EDIT:

The foreword is on page vii of the book.

The map is at a scale of 1—50,000.
OK or YOUR EDIT:

The map is at a scale of 1:50,000.

75 people attended the performance.
OK or YOUR EDIT:

Marking for 5.1.e: The instructions stated "Do
not edit the sentences in any other way."
Rewriting the sentence earns 0 marks.

Seventy-five people attended the performance.

The winning candidate gained 52_% of the vote.

OK or YOUR EDIT:

The winning candidate gained 52% of the vote.

[Question 5.2 is on the next page]
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SAMPLE ONLY

5.2 Language features

For each of the 10 language features listed below, select the sentence (a—j) that best
demonstrates that feature. Type (or copy and paste) each term beside the correct sentence.
(5 marks)

acronym double negative
euphemism idiom
imperative jargon
nominalisation parallel structure
passive voice second person
Example sentence Feature
a. Dice the carrots and onions. imperative
acronym

b. | APEC health ministers met to discuss the SARS epidemic.

C. It's not uncommon to see this kind of thing. double negative

d. The club was founded in 1923. passive voice

e. | The talkfest was all over the shop. idiom
£ There was discussion as to the timeliness of the nominalisation
’ intervention.
They must be over 16, live locally and agree to attend all parallel structure
9 | sessions.
h. | Trading patterns are signalling a bearish-to-bullish trend. jargon
euphemism

i. We pause to remember those who are no longer with us.

j- You can update all your details here. second person

[Question 5.3 starts on the next page]
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5.3.a-e

5.3 Setting off information

Each of the following 10 sentences (a—j) contains an element that needs to be set off or marked
in some way. Edit the text in the box below YOUR EDIT, setting off the material appropriately.
Do not edit the sentences in any other way. (5 marks)

Note: If you wish to use italics, bold or underlining to set off the element, either apply the
formatting directly to the text using keystrokes (see link at bottom of page) or indicate formatting
using angled brackets on either side of the text, with the name of the set-off style in full showing
the start of the formatting and a solidus marking its end (e.g. <italics>text</>).

) _ _ o Note: The items that need to be set
a. The 2023 film UQroar is set in Dunedin in 1981. off are underlined. Type of set-off is
YOUR EDIT: in the edit box.

The 2023 film Uproar is set in Dunedin in 1981.

b. Nancy Wake 1912—-2011 is noted for her undercover work in occupied France in the
early 1940s.

YOUR EDIT:

Nancy Wake (1912-2011) is noted for her undercover work in occupied France in the
early 1940s.

c. Parthenium hysterophorus is an invasive noxious weed.
YOUR EDIT:

Parthenium hysterophorus is an invasive noxious weed.

d. Billy Hughes, popularly known as the Little Digger, held office from 1915 to 1923.
YOUR EDIT:

Billy Hughes, popularly known as 'the Little Digger', held office from 1915 to 1923.
[Alternative: quotation marks only around 'Little Digger'.]

e. Lindy Lee’s sculpture Quroboros was commissioned in 2022.
YOUR EDIT:

Lindy Lee’s sculpture Ouroboros was commissioned in 2022.

[Question 5.3 continues on the next page]
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(Question 5.3 continued)

f. The landing party reported that the site was “swampy and in the evening swarming with

Note: The items that need to be set off are underlined.
Type of set-off is in the edit box.

mesquitoes sic and therefore quite unsuitable”.

YOUR EDIT:

5.3.f,
5.4.a

The landing party reported that the site was “swampy and in the evening swarming
with mesquitoes [sic] and therefore quite unsuitable”.

g. The song Magic was a massive hit for Olivia Newton-John in 1980.

YOUR EDIT:

The song 'Magic' was a massive hit for Olivia Newton-John in 1980.

YOUR EDIT:

h. Andy Thomas'’s first space shuttle flight was on Endeavour in 1996.

Andy Thomas'’s first space shuttle flight was on Endeavourin 1996.

Lucinda.
YOUR EDIT:

i. Gillian Armstrong directed the film adaptation of Peter Carey’s novel Oscar and

Note for 5.3.f:
sic may be
roman
depending on
your style
guide. Both
the Australian
Government
style guide
and Fit to print
use italics for
sic. If your
style guide
does not
specify either
way, use
roman (as per
the Macquarie
dictionary
online).

Lucinda.

Gillian Armstrong directed the film adaptation of Peter Carey’s novel Oscar and

© Copyright 2024 TPEd Limited. All rights reserved.

YOUR EDIT:

j- The Concussion in Sport Group CISG is developing updated guidelines.

The Concussion in Sport Group (CISG) is developing updated guidelines.

5.4 Using graphs to present data

Marking for 5.4: 1 mark for each point from the following 8
sample answers, up to 2 marks. Candidate wording will vary.

a. Briefly describe 2 benefits of using graphs to present data. (1 mark)

Graphs enable readers to quickly and easily understand complex data relationships.

Graphs have a wide range of forms suited to different types of data and relationships.

More alternatives for 5.4.a:

— Graphs make large datasets coherent.

— Graphs are usually the most effective way to show trends across time and groups.

— Graphs can make a publication more attractive and may motivate readers to engage with content more closely.

— Graphs might appeal to a general audience more than complex tables do.
— The overall shape of a graph reveals trends and differences that might be hard to see in a table or text.

— Graphs can match readers' intuitive understanding of data relationships (e.g. that a horizontal line represents

measurements over time).
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5.4.b—c

(Question 5.4 continued)

b. Read the following paragraph and answer questions i and ii below.

January is Dunedin’s hottest month, with an average daily maximum of 13.9 °C. February

is almost as hot, with an average of 13.8 °C. Temperatures drop over March, April and May
(12.7 °C, 10.3 °C and 8.0 °C respectively), and the weather is at its coldest in June (5.7 °C),
July (5.0 °C) and August (6.1 °C). Spring brings warmer weather: September has an average
daily maximum of 7.9 °C, October 9.3 °C and November 10.8 °C. With the return of summer,
temperatures near their peak in December, at 12.8 °C.

i. Which of the following options is the most effective way to present this information to
readers? Select the best option (A, B, C or D) by clicking on the button beside that
option. (1 mark)

as a vertical list
as a line graph
as a vertical bar graph

as a histogram

O o0 w >
O0®O

. . _ Alternative for 5.4.b.ii:
ii.  Give 1 reason for your choice. (1 mark) || ine graphs show how data values for a measure (in
this case, average temperature) change over time.

Use a line graph to highlight trends or patterns over time, for datasets with more than
about 8 time points.

C. Read the following paragraph and answer questions i and ii below.

Of the customers who responded to our survey, 28% said they were highly likely to
recommend our products to their friends, while 24% said they were somewhat likely to do
so. A further 21% said they were neither likely nor unlikely to recommend our products,
while 12% said they were somewhat unlikely. Fifteen per cent said they were highly unlikely
to do so.

Which of the following options is the most effective way to present this information to
readers? Select the best option (A, B, C or D) by clicking on the button beside that
option. (1 mark)

as a vertical list
as a line graph

as a vertical bar graph

OO0 w >»

as a histogram

®©@000

Alternative for 5.4.c.ii:
. . _ Use a histogram to show frequency values across
ii.  Give 1 reason for your choice. (1 mark)  |the range of a measure, with few intervals.

Histograms show how frequency values vary across the range of a measure (in this
case, likelihood to recommend products).

[Question 5.5 is on the next page] Go to Kevstroke quidelines

Go to Questions — Summary list Go to Answer(s) continued



AB exam team
Text Box
Alternative for 5.4.b.ii: 
Line graphs show how data values for a measure (in this case, average temperature) change over time. 

AB exam team
Text Box
Alternative for 5.4.c.ii: 
Use a histogram to show frequency values across the range of a measure, with few intervals. 


Accreditation Exam KNOWLEDGE, page 25 of 32 Question 5 K

5.5
5.5 Developing an artwork brief

Sub-questions a and b are based on the following scenario.

Scenario:

You are editing an illustrated science textbook aimed at the Year 6 Australian
schools market. For a double-page spread within the topic area of earth science,
the author’s illustration suggestions for this spread consist of:

1. an incomplete, hand-drawn diagram of magma cooling and solidifying as it meets
the ocean; the labels are messy and hard to read

2. two references — a Wikipedia page about volcanoes, and a 1989 primary school
geography book, with blackline drawings that are “sort of what | want, but not
exactly”.

Artwork for this book is to be full colour, and at least one visual element per page
is required. Simple diagrams and other illustrations can be commissioned from
freelance illustrators. Photo research requests are to be sent to the research and
permissions department.

The publisher has asked you to prepare picture research and illustration briefs for
this content.

a. Write 2 questions that you would ask the author about their illustration suggestions.
(2 marks)

. How the author expects the text to be visually supported. / How do you expect the text
I to be visually supported?

© Copyright 2024 TPEd Limited. All rights reserved.

Source(s) the author used to create their diagram. / What source(s) did you use to
create the diagram?

|See "Answers continued" (2) for marking guidance and more alternative sample answers to 5.5.a.

b. List 3 pieces of further information you would request from the publisher to help you
develop appropriate artwork briefs. (3 marks)

What the overall textbook/series style is for visual material

The budget available for photo research and illustrations

.. | The exact page dimensions for the book
iii.

Marking for 5.5.b: 1 mark per item from the 6 sample answers (3 above, 3 below), up to 3 marks.
Candidate wording will vary.

More alternatives for 5.5.b:

— Whether it's OK to remove some of the text from the extract for use as captions or in illustrated fact boxes
— The maximum number/size of illustrations per page or per spread

— Whether the author needs to approve the briefs prior to sending to the illustrator and picture researcher

Go to Keystroke gquidelines
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6.1-6.2
Question 6. Completeness and consistency

Answer any 4 of the following 5 sub-questions (6.1-6.5).
Marks are shown beside each sub-question. (Total 20 marks)
6.1 Identify 5 items to be checked in first page proofs. (5 marks)
6.2 ldentify 5 matters to be covered in a fiction style sheet. (5 marks)

6.3 Answer 10 true—false questions about usability and functionality of digital content.
(5 marks)

Marking for 6.1: 1 mark per item, up to 3 marks. Candidate

6.4 Identify 10 parts of a table. (5 marks) wording will vary.

6.5 ldentify the missing element in each of 5 M€ Alternative  answers -

— Spacing around block quotes / lists / illustrations / tables
— Folios / page numbering

6.1 Checking first page proofs — Correct placement of components (e.g. part titles on recto
with blank verso)

Identify 5 aspects of layout and typography that you would check on receiving first page proofs
of a book from a typesetter. (5 marks)

a. |[Spacing, margin, indents

b. |Fonts

c. |Word breaks

d. |Headings

© Copyright 2024 TPEd Limited. All rights reserved.

€. |Headers and footers / running heads

6.2 Style sheets

Identify 5 style matters that you would expect to see covered in the style sheet for a work of
fiction but not in the style sheet for a mathematics textbook. (5 marks)

a. [Treatment of dialogue (e.g. use/style of quotation marks, how to show interruptions)

b. |[Spelling of slang or other non-standard terms

c. |Treatment of characters' quoted thoughts

d. |Notes on characters (e.g. spelling of name, nickname, age)

e. |Notes on locations

[Question 6.3 is on the next page]

Marking for 6.2: 1 mark per item, up to 5 marks. Candidate wording will vary.

Alternative answers :
— Treatment of written/printed text with story (e.g. signs, headlines, SMS)
— Timeline of actions and events
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Alternative answers: 
– Treatment of written/printed text with story (e.g. signs, headlines, SMS) 
– Timeline of actions and events
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6.3
6.3 Digital content usability and functionality

Answer True or False to the following 10 statements (a—j) about digital content usability and
functionality. To answer, select a button to the right of each statement. (5 marks)

a. AAA success criteria are mandatory in Australia and O True @ False
New Zealand.

b. According to WCAG principles, digital content should O True @ False
be perceivable, navigable, understandable and robust.

C. An accessibility statement gives users information O True False

about how you’ve addressed building access

requirements.

d. Conveying information by colour alone is helpful for O True False

making content accessible.
e. Information in diagrams and infographics should be @ True False
accessible to people who use screen readers.
f. Providing equal access to online government O True False
information services is recommended in Australia and
New Zealand.

O ® O 0O ® O & @

g. Text fields, check boxes and radio buttons are all @ True False
accessible form inputs.

h. Text-based hyperlinks are called anchor text. @ True False

i. Usability is the same as accessibility. O True False

i You should provide a text alternative to video and audio @ True False

to meet the needs of users under time pressure.

[Question 6.4 is on the next page]

Go to Keystroke gquidelines
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6.4
6.4 Parts of a table

The table below has its parts labelled a—j.

For each of the 10 terms listed below, select the part of the table (a—j) that it applies to. Type
(or copy and paste) each term beside the correct letter. (5 marks)

cluster column heading column heading

data cell keyed note

row heading source

stub heading table number and name
totals units

a. [|table number and name

b. |stub heading

c. [cluster column heading

d. [column heading

e. |units

f.  |row heading

g. |data cell

h. [totals

i.  |keyed note
J- |source

[Question 6.5 is on the next page]
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6.5
6.5 References list entries

The following 5 reference list entries (a—e) follow the author—date system as set out in the
Australian Government style manual, but each one is missing an element of information.

Note: You will have free online access to the Australian

For each entry, identify the missing element. X
Government style manual in the exam.

a. Bartos AG (2017) ‘Systemic risks in Australian and New Zealand architecture: it's
too late now’, in Krausemann (ed) The health of our built environment: lessons from
architecture, Academic Press, Perth.

MISSING ELEMENT:

the initial(s) of the editor

b.  Burke K (2009) ‘Building codes fall short, say insurers’, The Sydney Morning Herald,
accessed 3 February 2024.

MISSING ELEMENT:

the full date of the newspaper article

c. Choi BH (2014) Sustainable buildings and contemporary fire protection regimes in an
Australian context [master’s thesis], accessed 30 January 2024.

MISSING ELEMENT:

the name of the institution awarding the degree

d. Lewis Jetal. (2019) ‘A system-based approach to building design and construction’,
Journal of Construction Law, 34(3):341-353, doi:10.385/k.1586-20258.20191.343.x.

MISSING ELEMENT:

the names of the other authors

®

NSW Fair Trading (2023) Reforms to fire safety regulation, Fair Trading website,
accessed 2024.

MISSING ELEMENT:

the full access date

End of Question 6.

Return to start of Question 6 or use the links below
to navigate to another part of the document.
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Note: You will have free online access to the Australian Government style manual in the exam. 
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Answer(s) continued

Use the box below and on the next page to provide any further information to a question
or questions. Remember to indicate which question number the extra information is for.
Remember to select this option in the Questions — Summary list too.

Question 1.2 (alternative answers for items on an imprint page):

— National Library of Australia Prepublication Data Service statement (formerly Cataloguing
in Publication (CIP))

— Printer's name and address

— Editing credits

— Design credits

— Typeface used

— Type of paper used

— Permissions information (i.e. procedure for obtaining permission to reproduce material)

Question 1.5 (more sample answers for making text more readable online):

— Reword or recast text to adopt a more direct, personal style.

— Highlight key words.

— Use images and captions to do some of the work of getting the message across.

— Use hyperlinks/links to more detailed information if the reader wants to go deeper.

— Use colour, especially for key words and headings.

— Use icons for different modes of transport, with information next to the icons for each.

Question 2.1.c (alternative answers for assisting author resolve permissions issue):

— Provide a template or model letter for the author to use in obtaining permission.

— Keep a record of all attempts to contact the copyright holders and obtain permission.

— Ensure that all copyright holders are acknowledged in the report for allowing use of their
copyright material.

— Draft a disclaimer for the report stating that attempts were made to contact the copyright
holders and obtain copyright permission. (This does not necessarily provide protection
against legal action for infringement but does at least indicate the intention to avoid
infringement.)

Question 2.2.b (alternative answer for assisting author resolve privacy issue):

— Check the website of the relevant government privacy authority (the Office of the
Australian Information Commissioner or, in Aotearoa New Zealand, the Office of the
Privacy Commissioner) for specific guidelines on privacy issues.

Question 2.3.a (alternative answers for copyright difficulties with First Nations stories):

— Copyright law doesn't protect First Nations stories that might be considered inappropriate
to set down in writing.

— Copyright law doesn't protect First Nations stories that might not be intended for sharing
with outsiders, uninitiated people, or people of different ages or genders.

— Copyright law focuses on individuals rather than cultures, and may be an unsuitable
framework to apply to this type of collection.

— Some First Nations communities may consider they have communal moral rights to their
cultural stories.

Go to Questions — Summary list Go to Keystroke quidelines
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Question 2.3.b (3 sample justifications on inappropriateness of colonial spellings):

— Many colonial documents introduced inaccuracy and misrepresentation of First Nations
languages and cultures, including inaccurate spellings for people, communities and places.
— Many First Nations cultures are oral-based traditions, and oral sources would take
precedence. It's better to use the spellings that locals use for words from their languages.
— Consultation with current community members about their language preferences,
including their spelling preferences, is more appropriate.

Question 3.1 (17 further sample questions to ask to clarify a project):

— Who is the intended audience?

— Do | need to create a design brief / prepare a sample of text for the designer?

— Are there any visual elements (e.qg. illustrations, graphs, maps), tables or appendices that
must be included?

— How much time should be spent selecting images?

— Is there a / What is the budget for picture research (e.g. permissions costs)?

— Will | be required to undertake any of the picture research / permissions work?

— What sources should be used for the images?

— Will the book need an index?

— Who is compiling the reference list and when will this be ready for an edit?

— What style is preferred for references?

— Will | be responsible for liaising with the author(s) or will the managing editor handle that?
(OR Will I send queries directly to the author(s) or via the publications unit?)

— Will author liaison be with one (lead) author or with multiple authors?

— What stages of production will you require me to work on? OR How many rounds of
corrections will | be responsible for / will there be?

— What is the production schedule? OR What length of time will be allowed for editing? OR
When will the edited manuscript be required for production?

— What is the exact arrival date of the manuscript? OR Is the manuscript expected to arrive
as scheduled?

— What is the budget for editing? OR What is the proposed hourly rate?

— Can | invoice at regular intervals throughout the project or only on completion?

Question 5.5.a (artwork brief questions for author):

[Marking: 1 mark per question, up to 2 marks. Candidate wording will vary. Answers may
be worded as descriptions of question content OR as direct questions — both are shown in
the sample answers].

— More detail about what to depict in the diagram, and what should be labelled. / What
other details should be depicted in the diagram, and which details should be labelled?

— What the author likes about the illustration in the 1979 schoolbook (mentioned in
scenario), so as to develop possible alternatives. / What do you particularly like about the
illustration in the 1979 schoolbook, in case we need to consider possible alternatives?

— Appropriate references for the scientific/technical information contained in the proposed
illustrations. / Are there approprate references for the scientific/technical information
contained in the proposed illustrations?

Go to Questions — Summary list Go to Keystroke quidelines
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End of KNOWLEDGE part.

Before you close this document, ensure that you have:

+ entered your CANDIDATE NUMBER in the box provided under the main heading
of the document; AND

» checked the box next to the 2 optional questions you answered in
the Questions — Summary list; AND

+ SAVED the document using your candidate number at the end of the filename.
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	Candidate number
	General instructions
	Questions – Summary list
	Keystroke guidelines
	Q1. Professional practice
	1.1 Features of a publication
	1.2 Imprint pages
	1.3 Terminology of editing practice
	1.4 Accessibility
	1.5 Editing for online viewing

	Q2. Ethical and legal matters
	Scenario for 2.1 and 2.2
	2.1 Using pictures
	2.2 Using personal information
	2.3 Working with First Nations cultures and communities
	2.4 Legal terminology

	Q3. Management and liaison
	Scenario for 3.1–3.4
	3.1 Project definition
	3.2 Project scheduling
	3.3 Monitoring and managing a project schedule
	3.4 Adapting a project schedule
	3.5 Agreements

	Q4. Substance and structure
	4.1 Lists
	4.2 Heading hierarchy
	4.3 Principles of headings
	4.4 Transition words and phrases
	4.5 Logical order

	Q5. Language and illustrations
	5.1 Numbers and units
	5.2 Language features
	5.3 Setting off information
	5.4 Using graphs to present data
	5.5 Developing an artwork brief

	Q6. Completeness and consistency
	6.1 Checking first page proofs
	6.2 Style sheets
	6.3 Digital content usability and functionality
	6.4 Parts of a table
	6.5 References list entries

	Answer(s) continued (1)
	Answer(s) continued (2)

	Candidate number: 23456
	Q3: Yes
	Q4: Yes
	Q5: Yes
	Q6: Yes
	Answers continued: Yes
	1: 
	1: 
	a: screen shots, bullet lists, tips 
	e: 4-colour throughout, cartoons, technical diagrams, lists, answer section, boxed text
	b: matt art paper, 4-colour photographs throughout 
	c: executive summary, tables, lists, available on website 
as PDF or a Word document
	d: black-and-white photographs on glossy paper in 3 special sections within the book

	2: 
	a: Publisher name, address, website
	e: Copyright notices
	b: ISBN
	c: Year of publication
	d: Publishing history if more than one edition

	3: 
	a: D
	b: C
	c: C
	d: D
	e: B

	4: 
	a: Web Content Accessibility Guidelines (WCAG)
	b: 
	i: content should be perceivable
	ii: content should be operable
	iii: content should be understandable
	iv: content should be robust


	5: 
	a: Break text up into short paragraphs; "chunk" information.
	b: Use just one topic per paragraph.
	c: Use short but informative headings to allow the text to be more easily scanned. 
	d: Use bullet points and numbered lists where possible. 
	e: Cut down the number of words, without losing depth of meaning. 


	2: 
	1: 
	a: The pictures may be copyright, and permissions from the copyright owners are required to reproduce them. 
	b: To alert the author and publisher to the legal requirement to obtain permission to use copyright material. 
	c: 
	i: Highlight the specific material in the report for which permission is needed to reproduce it in the report. 
	ii: Suggest other sources for imagery, e.g. photo library or other source, where purchasing the rights to the image would solve the permissions issue. 
	iii: Give details of photographers or illustrators from whom work can be commissioned. 
	iv: Help the author to contact the website/copyright holder for each of the pictures and to seek permission to reproduce each one. 


	2: 
	a: The issue is privacy. Privacy legislation applies to the collection and publication of personal information such as names and addresses.
	b: 
	i: Completely remove the list from the report to avoid any privacy issues. 
	ii: Suggest that the people be contacted and their permission sought to include just names, or names and work contact details, in the report. 
	iii: Ask the author to supply proof that permission has been obtained from each person, as required by relevant legislation.


	3: 
	a: 
	i: First Nations stories may have existed for many generations whereas copyright law applies to the author's lifetime plus a set number of years. 
	ii: First Nations stories may have no single attributable author whereas copyright law focuses on the authorship rights of individuals. 
	iii: First Nations stories may be oral, not written, whereas copyright law generally covers ideas in written form.   
	iv: Copyright law doesn't protect First Nations stories that may be considered sacred. 

	b: No, it's not appropriate. [See "Answer(s) continued" (2) for possible justifications]

	4: 
	a: plagiarism
	b: copyright
	c: fair dealing
OR 
fair use
	d: moral rights
	e: defamation


	3: 
	1: 
	a: How many authors are there?
	b: Can I see a sample of the manuscript?
	c: Will I be required to style (format) the manuscript?
	d: How will the manuscript be supplied – as individual chapter files or as a single file?
	e: What is the proposed/expected page extent? 

	2: 
	a:  Hand over picture research brief to in-house researcher.  
	b:  Receive first page proofs from typesetter.  
	c:  Receive second page proofs; check and send to proofreader.  
	d:  Index received; send to typesetter.  
	e:  Send print-ready PDFs to printer.  

	3: 
	a: See if the manuscript can be sent in batches, so you can start working on the part that's ready now. 
	b: See if the end date of 13 June is flexible; find out why this date has been chosen and see if it can be moved. 
	c: Batch the delivery of sections to the typesetter and catch up the delayed sections at second pages. 

	4: 
	a: Inform the managing editor of the issues.
	b: Adjust the schedule if possible, to take delay into account.

	5: 
	a: Name and contact details of author and editor 
	b: Title of work (or working title)
	c: Genre of work
	d: Extent (word count)
	e: Tasks to be done; specific services to be provided by editor (e.g. level of editing) 


	4: 
	1: What to wear and bring on the kayaking excursion:
– clothes that you are happy to get wet in (e.g. shorts and T-shirt)
– shoes that are sturdy enough for clambering up the riverbank (no slip-ons or thongs)
– hat
– sunscreen
– sunglasses (attach a strap in case they fall off)
– water bottle
– small towel 
– snacks if desired (our trip lasts for about three hours).
 
[Marking: 
Clear introductory phrase: 1 mark. 
Separating 8 items into vertical bullet list: 1 mark. 
Consistent wording (parallel structure) and deletion of extraneous words: 1 mark. 
Retention and consistent treatment of useful extra information: 1 mark. 
Punctuation (colon at end of lead-in; full stop after last item; nothing for interim items): 1 mark. 
Deduct 0.5 mark for each edit done incorrectly within each category.]
	2: <A> Australia’s main agricultural exports: an overview 
<B> Introduction 
<B> Meat 
<C> Beef                                0.5 mark for <C>
<C> Lamb and mutton 
<C> Goat meat                       0.5 mark for parallel wording
<C> Pork                                0.5 mark for moving Pork under Meat
<B> Wool 
<B> Cotton                             0.5 mark for <B>; 0.5 mark for parallel wording
<B> Grain 
<C> Wheat 
<C> Barley                             0.5 mark for parallel wording
<C> Rice                                0.5 mark for <C>
<B> Dairy products                0.5 mark for parallel wording 
<B> Wine                               0.5 mark for parallel wording
<B> Sugar 
<B> Fruit                                0.5 mark for <B>
	3: 
	a: Do the headings follow a logical hierarchy or sequence?
	b: Are all of the headings necessary? Should there be more or fewer headings?
	c: Are the chunks of content beneath the headings of appropriate length and importance?
	d: Are the headings usefully and concisely worded?
	e: Do the headings accurately reflect the content that follows them?

	4: 
	a: On Anchor Island the kakapo enjoys a predator-free habitat. However, the island provides very limited food resources for the bird. 
	b: One of Sam’s goals for the year was to enhance her business network. To that end, she [Alternative: So she] joined the National Society of Accountants, the professional organisation in her field. 
	c: Our funding from the government has been cut significantly in this year’s budget. Consequently, we will need to reprioritise our research goals.
	d: The report contains numerous inaccuracies. In addition, its style is inappropriate for the intended audience. [Alternatives: Also, / Further, / Moreover, / Furthermore, ]
	e: Massage therapy is good for you in so many ways. For example, it can speed the healing of soft-tissue injuries. [Alternative: For instance, ]

	5: 
	i: B
	v: E
	ii: F
	iii: C
	iv: A


	5: 
	1: 
	a OK: Off
	a Edit: The train travels at an average speed of 85 km/h.
	b OK: Off
	b Edit: King Charles III was crowned in Westminster Abbey, London.
	c OK: Yes
	c Edit: The new library cost $65 million to build.
	d OK: Off
	d Edit: An adult male fur seal has an average weight of about 125 kg.
	e OK: Off
	e EDIT: Each tank holds 600 L of water.
	f OK: Off
	f EDIT: The pen’s tip is very fine, at just 0.25 mm.
	g OK: Yes
	g EDIT: The foreword is on page vii of the book.
	h OK: Off
	h EDIT: The map is at a scale of 1:50,000. 
	i OK: Off
	i EDIT: Seventy-five people attended the performance.
	j OK: Off
	j EDIT: The winning candidate gained 52% of the vote.

	2: 
	a: imperative 
	b: acronym
	c: double negative
	d: passive voice
	e: idiom
	f: nominalisation
	g: parallel structure
	h: jargon
	i: euphemism
	j: second person

	3: 
	a: The 2023 film Uproar is set in Dunedin in 1981. 
	b: Nancy Wake (1912–2011) is noted for her undercover work in occupied France in the early 1940s.
	c: Parthenium hysterophorus is an invasive noxious weed.
	e: Lindy Lee’s sculpture Ouroboros was commissioned in 2022.
	f: The landing party reported that the site was “swampy and in the evening swarming with mesquitoes [sic] and therefore quite unsuitable”.
	g: The song 'Magic' was a massive hit for Olivia Newton-John in 1980.
	h: Andy Thomas’s first space shuttle flight was on Endeavour in 1996.
	i: Gillian Armstrong directed the film adaptation of Peter Carey’s novel Oscar and Lucinda.
	j: The Concussion in Sport Group (CISG) is developing updated guidelines.
	d: Billy Hughes, popularly known as 'the Little Digger', held office from 1915 to 1923. 
[Alternative: quotation marks only around 'Little Digger'.] 

	4: 
	a: 
	i: Graphs enable readers to quickly and easily understand complex data relationships. 
	ii: Graphs have a wide range of forms suited to different types of data and relationships.

	b: 
	i: B
	ii: Use a line graph to highlight trends or patterns over time, for datasets with more than about 8 time points.

	c: 
	i: D
	ii: Histograms show how frequency values vary across the range of a measure (in this case, likelihood to recommend products).


	5: 
	a: 
	i: How the author expects the text to be visually supported. / How do you expect the text to be visually supported? 
	ii: Source(s) the author used to create their diagram. / What source(s) did you use to create the diagram? 

	b: 
	i: What the overall textbook/series style is for visual material
	ii: The budget available for photo research and illustrations
	iii: The exact page dimensions for the book



	6: 
	1: 
	a: Spacing, margin, indents
	b: Fonts
	c: Word breaks
	d: Headings
	e: Headers and footers / running heads

	2: 
	a: Treatment of dialogue (e.g. use/style of quotation marks, how to show interruptions)
	b: Spelling of slang or other non-standard terms
	c: Treatment of characters' quoted thoughts
	d: Notes on characters (e.g. spelling of name, nickname, age)
	e: Notes on locations

	3: 
	a: False
	b: False
	c: False
	d: False
	e: True
	f: False
	g: True
	h: True
	i: False
	j: True

	4: 
	a: table number and name
	b: stub heading
	c: cluster column heading
	d: column heading
	e: units
	f: row heading
	g: data cell
	h: totals
	i: keyed note
	j: source

	5: 
	a: the initial(s) of the editor
	b: the full date of the newspaper article
	c: the name of the institution awarding the degree
	d: the names of the other authors
	e: the full access date


	AC 1: Question 1.2 (alternative answers for items on an imprint page): 
– National Library of Australia Prepublication Data Service statement (formerly Cataloguing in Publication (CIP)) 
– Printer's name and address
– Editing credits
– Design credits
– Typeface used
– Type of paper used
– Permissions information (i.e. procedure for obtaining permission to reproduce material)
 
Question 1.5 (more sample answers for making text more readable online): 
– Reword or recast text to adopt a more direct, personal style.
– Highlight key words. 
– Use images and captions to do some of the work of getting the message across. 
– Use hyperlinks/links to more detailed information if the reader wants to go deeper. 
– Use colour, especially for key words and headings. 
– Use icons for different modes of transport, with information next to the icons for each. 
 
Question 2.1.c (alternative answers for assisting author resolve permissions issue): 
– Provide a template or model letter for the author to use in obtaining permission.
– Keep a record of all attempts to contact the copyright holders and obtain permission.
– Ensure that all copyright holders are acknowledged in the report for allowing use of their copyright material. 
– Draft a disclaimer for the report stating that attempts were made to contact the copyright holders and obtain copyright permission. (This does not necessarily provide protection against legal action for infringement but does at least indicate the intention to avoid infringement.)
 
Question 2.2.b (alternative answer for assisting author resolve privacy issue): 
–  Check the website of the relevant government privacy authority (the Office of the Australian Information Commissioner or, in Aotearoa New Zealand, the Office of the Privacy Commissioner) for specific guidelines on privacy issues. 
 
Question 2.3.a (alternative answers for copyright difficulties with First Nations stories): 
– Copyright law doesn't protect First Nations stories that might be considered inappropriate to set down in writing. 
– Copyright law doesn't protect First Nations stories that might not be intended for sharing with outsiders, uninitiated people, or people of different ages or genders. 
– Copyright law focuses on individuals rather than cultures, and may be an unsuitable framework to apply to this type of collection. 
– Some First Nations communities may consider they have communal moral rights to their cultural stories. 
 
	AC 2: Question 2.3.b (3 sample justifications on inappropriateness of colonial spellings):  
– Many colonial documents introduced inaccuracy and misrepresentation of First Nations languages and cultures, including inaccurate spellings for people, communities and places.
– Many First Nations cultures are oral-based traditions, and oral sources would take precedence. It's better to use the spellings that locals use for words from their languages.
– Consultation with current community members about their language preferences, including their spelling preferences, is more appropriate. 
 
Question 3.1 (17 further sample questions to ask to clarify a project): 
– Who is the intended audience? 
– Do I need to create a design brief / prepare a sample of text for the designer? 
– Are there any visual elements (e.g. illustrations, graphs, maps), tables or appendices that must be included? 
– How much time should be spent selecting images?
– Is there a / What is the budget for picture research (e.g. permissions costs)?
– Will I be required to undertake any of the picture research / permissions work? 
– What sources should be used for the images?
– Will the book need an index? 
– Who is compiling the reference list and when will this be ready for an edit? 
– What style is preferred for references? 
– Will I be responsible for liaising with the author(s) or will the managing editor handle that? (OR Will I send queries directly to the author(s) or via the publications unit?) 
– Will author liaison be with one (lead) author or with multiple authors?
– What stages of production will you require me to work on? OR How many rounds of corrections will I be responsible for / will there be?
– What is the production schedule? OR What length of time will be allowed for editing? OR When will the edited manuscript be required for production? 
– What is the exact arrival date of the manuscript? OR Is the manuscript expected to arrive as scheduled? 
– What is the budget for editing? OR What is the proposed hourly rate?
– Can I invoice at regular intervals throughout the project or only on completion?
 
Question 5.5.a (artwork brief questions for author): 
 
[Marking: 1 mark per question, up to 2 marks. Candidate wording will vary. Answers may be worded as descriptions of question content OR as direct questions – both are shown in the sample answers].
 
– More detail about what to depict in the diagram, and what should be labelled. / What other details should be depicted in the diagram, and which details should be labelled?
– What the author likes about the illustration in the 1979 schoolbook (mentioned in scenario), so as to develop possible alternatives. / What do you particularly like about the illustration in the 1979 schoolbook, in case we need to consider possible alternatives? 
– Appropriate references for the scientific/technical information contained in the proposed illustrations. / Are there approprate references for the scientific/technical information contained in the proposed illustrations? 


