
 

 

 

Editing and proofreading skills – Outline for a one-day course  

 

Overview 

We all know that reports, publications and web content must be polished and professional –  

and free of errors – but how do you ensure that intended readers will get the messages that the 

writers intended?  

How do you ensure your style is consistent and effective? As an editor, how do you know when  

to make changes and when to leave text untouched? As a proofreader, how do you know what  

to look for?  

This highly practical workshop-style course will give participants the confidence, skills and resources 

needed to review written materials effectively. It is delivered by Sarah Marriott, an experienced trainer 

and a former sub-editor with The Irish Times – and uses authentic material, including some from your 

published reports and website. Participants carry out exercises in a group, in pairs and individually. 

NB: Both the editing section and the proofreading section can be delivered as half-day 

sessions but the two cannot be combined to create one half-day session (as this would not 

allow sufficient time for practical exercises). 

 

Course content 

Part 1 – Introduction 

Roles: What are the differences between an editor and a proofreader?   

Best practice in the process: Who does what – and when? 

When do editors and proofreaders make changes? 

Consider accessibility of language and layout – and compliance with the Disability Act 2005 

How to plan for team writing  

Tools: Using the Flesch readability test and a style guide 

 

 



 

 

Part 2 – Editing: Check content, structure and language  

Strategies: How to develop a fresh eye to analyse writing 

Process: Steps for efficient editing 

Use an editing checklist: Clarity, brevity and humanity 

Provide constructive feedback on colleagues’ writing  

Edit to make the writing strong, including: 

 Reading critically – assessing every word, number and punctuation mark 

 How to ensure clarity and correct grammar 

 Quick way to check content and structure  

 How to deal with jargon and complex information 

 Capture scanners’ attention (especially for web content) 

 Cut dead wood, wordiness, over-formal language and repetition 

 Use sentences and paragraphs effectively 

 Check tenses, word order and active voice  

 Check signposting (i.e. topic sentences, sub-headings and linking words) 

 

Part 3 – Proofreading: Check for errors and inconsistencies 

Process of proofreading: Before and after the designer’s input 

Check for consistency and accuracy – common issues 

Common errors of grammar – learn to hear alarm bells: 

 Double meanings and fragments 

 Singular or plural? 

 Sticky grammar (e.g. that or which? / less or fewer?) 

 Punctuation refresher 

 Commonly confused words (e.g. affect vs effect / imply vs infer) 

 Proofreading tips – for your personal action plan 

 Useful resources (factsheets and checklists)  

 

 

Pre-course work 

Participants are requested to submit – or bring along – an example of their own writing to use 

in an individual editing exercise. 


