Reporting & sub editing


A definition: sub editing

SUB-EDITING

Copy editing is the process by which an editor makes formatting changes and other improvements to text. Copy, in this case a noun, refers to material (such as handwritten or typewritten pages) to be set (as in typesetting) for printing. A person who performs the task of copy editing is called a copy editor.

There is no single, universal form for the term. In magazine and book publishing, it is often written as one word  (copyediting).  The  newspaper  industry  writes  the  expression  as  two  words  (copy  editing)  or

hyphenates it (copy-editing), and the hyphenated form is probably the one most commonly used in

Britain. Similarly, the term copy editor may be spelled as one word, two words, or hyphenated.

Take the first step to becoming a sub-editor!
In the news business, presentation is everything and the correct use of language is the cornerstone of presentation.  The sub-editor  is responsible for  ensuring  every story goes to print  or to air in clear language that maintains the credibility and reputation of the organization they work for.

The Thomson Education Direct Sub-editing for Newspapers, Magazines and TV course gives aspiring journalists a solid grounding in the principles and practices of subbing.

You’ll learn how to cut and rewrite copy for news and features, correct grammatical errors, lay out pages

and write headlines, sub-heads and captions.

As well as those with journalistic aspirations, the course is ideal for freelance writers looking to add an extra string to their bow, or to deepen their understanding of the in-house editorial process.

Role Of a sub editor
Work activities vary and can depend on the extent to which production and layout work falls within a sub-editor's remit. Only senior sub-editors would be expected to have much legal knowledge, but there

are common activities that form much of the work of most sub-editors. These include:

    Editing copy to remove spelling mistakes and grammatical errors;


Rewriting material so that it flows or reads better and adheres to the house style of a particular publication;

    Ensuring that a story fits a particular word count by cutting or expanding material as necessary;

    Writing headlines that capture the essence of the story or are clever or amusing;

    Writing stand-firsts (brief introductions which sum up the story);

    Liaising with reporters or journalists to clarify facts and details about a story;

    Editing press releases or reports;

    Compiling routine information, such as tables of sports results or financial data;


Checking stories to ensure they are accurate do not break the law or go against the publication's policy;

    Cropping photos and deciding where to use them for best effect;

    Writing the captions for pictures;

    Discussing concerns with editors;

    Proofreading complete pages produced by other sub-editors;

    Working to a page plan to ensure that the right stories appear in the

    Correct place on each page;

    Laying out pages and, depending on the nature of the role, playing a part in page design;

    Adding last minute news stories;

    Keeping up to date with sector issues, e.g. by reading related publications.

Parts of Speech
A  large  section  of  the  English  education  system  went  through  a  phase  when  even  a  rudimentary knowledge of grammar  was considered unnecessary.  The message was:” It’s  what you  think  that’s important, not whether you can write, spell or use words properly.”

As a journalist who writes for a living, you should appreciate that basic literacy is a core element of the job. If you never knew, or just need a reminder, words are classified according to the job they do in a

sentence. These are the most important:
NOUN – common nouns are naming words (editor, television, and albatross).They can be singular or plural. A proper noun is a name and usually starts with a capital letter (Denmark, Mars, Angela). Nouns which refer to collections of people and things are called collective nouns (the team, the Cabinet).

VERB – verbs express action or a state of being (write, hit, be).

PRONOUN – pronouns take the place of nouns (he, her, we, and them).

ADJECTIVE – an adjective is a describing word (Welsh, big, blue).

ADVERB – an adverb describes a verb or adjective (clearly, gracefully, finally, suddenly). PREPOSITION – prepositions are the little words which hold a sentence together, often by showing direction or location (in, to, from, by, with, beyond). Don’t worry. This is not a grammar book (far from it), but some or all of these words may appear occasionally in the following pages.

The Basics
The first rule of writing is to know what you want to say. This may seem a statement of the obvious, but items are often broadcast which are not exactly what the writer intended:


For the second time in six months, a prisoner at Durham jail has died after hanging himself in his cell.

The ability of some people to die more than once is also illustrated in this headline:

    A suicide bomber has struck again in Jerusalem. The afterlife seems to exist according to this writer:

    Sixty women have come forward to claim they have been assaulted by a dead gynecologist.

It’s a good idea to remember the subject of the sentence:

    A walker crossing Tower Bridge spotted the body

    It’s understood he was about five-and-a-half and Afro-Caribbean. And this remains true even if the police are involved:


The police in Hounslow, west London, were so concerned about a surge in street crime that they carried out a survey to discover why.

Who is getting on better with whom?

    The Liberal Democrats get on better with Labor than the Tories. Lack of thought produces sentences such as this:

    It’s a sad and tragic fact that if you’re a farmer you are three times more likely to die than the

average factory worker.

An item on Bank Holiday traffic problems offered this unlikely spectacle:

    There’s an overturned tractor trailer heading north on the M11.

The key to good writing is simple thoughts simply expressed. Use short sentences and short words. Anything which is confused, complicated, poorly written or capable of being misunderstood risks losing

the listener or viewer, and once you have done that, you might just as well not have come to work.

In broadcasting, the basic sentence structure  Subject-Verb-Object works every time. The audience grasps what you are saying straight away. Anything more flamboyant, such as a subordinate clause, is a potential barrier to understanding.

    With what his political opponents called a leap in the dark, the Prime Minister today committed

Britain to a European daylight saving regime.

Whose political opponents? Who are the political opponents? What leap in the dark? Decide what you want to say and get on with saying it. Aim to be simple (not simplistic), fluent and easy on the ear. Your

first duty is to your audience, not to your own idea of arresting prose.

Broadcasting is all about the spoken word, and good spoken English is at the heart of what we do. There is a kind of journalese which flies in the face of this simple truth. It has its origins in the press and in American radio and some broadcasters think it adds impact to their output. In real life, people do not say Liverpool and England striker Michael Owen, or former Prime

Minister Margaret Thatcher, or Microsoft boss Bill Gates. In conversation they would always use the definite article, and so should we. If in doubt, ask yourself how you would tell the story to the man on the Manchester tram, and use that as your guide. You have a relationship with the audience, so try to make it a pleasant and productive one. Here are some tips to consider:


Do not describe news as good, bad, shocking or horrendous. Tell the story and let the listener 
decide.

Do not frighten off your audience. One presenter began his program by declaring that many people thought parliamentary reform was boring, but he was still going to talk about it.


Do try to get a strong active verb in the first sentence. You want to make an impact and keep people listening.


Do not start a news report with a question. The audience wants to be informed, not take part in a quiz.


Do not begin a story with as expected. If your item was predictable and you have nothing new to say, why should the listener or viewer pay attention?

    Be positive. Make assertions wherever possible, and try to avoid negatives. It is more direct to

say

The plan failed than the plan was not successful.

Despite the above, we are mainly dealing with advice, not rules. The most interesting writing often involves creating something unexpected, and rules tend to get in the way. But daily journalism has its discipline and that is the subject of this guide.

Reference: BBC Style Guide
ABBREVIATIONS
Unless an abbreviation or acronym is so familiar that it is used more often than the full form (e.g., PPP, PML, BBC, DNA, IMF, NATO), write the words in full on first appearance: thus Centre for Development Studies (not CDS). After the first mention, try not to repeat the abbreviation too often, so write the bureau rather than the CBI, the party rather than the PPP, to avoid spattering the page with capital letters. There is no need to give the initials of an organization if it is not referred to again.

If an abbreviation can be pronounced (e.g., AIDS, NATO, UNESCO), it does not generally require the definite article (it can also been written in the lower case like Wapda, Wasa, etc.). Other organizations,

except companies, should usually be preceded by the (the PPP, the BBC, the KGB, the CBI, but CNN not

the CNN).

Use lower case for kg, km, lb (never lbs, km’s, kg’s), mph and other measures, and for i.e., e.g., which should both be followed by commas. When used with figures, these lower-case abbreviations should

follow immediately, with no space (11am, 15kg, 35mm, 100mph, 78rpm, as should AD and BC (76AD,

55BC). This kind of usage is preferable since it ensures that, for instance, 11 and a.m or 15 and kg do not go into separate lines.

Most upper-case abbreviations take upper case initial letters when written in full (e.g., the GCU is the

Government College University), but there are exceptions: MAF but million acre feet, GDP but gross domestic product, etc.

Do not repeat Prof, Gen, Col, Dr. after the first reference. Use the surname thereafter. Also, do not refer

to people by their first names, unless it is a generic nightmare, or a clever alliteration or wordplay comes into effect (and even this is justifiable only in headings).

CAPITALS
1. People: Use upper case for ranks and titles when written in conjunction with a name, but lower case when on their own. Thus Prime Minister Shaukat Aziz, but the prime minister, President George W Bush,

but the president, Pope John Paul, but the pope.

2. Organizations, ministries, departments, treaties, acts, etc, generally take the upper case when their full name (or something pretty close to it, e.g., Finance Ministry) is used. Thus, High Court, Supreme Court, Amnesty International, Greenpeace, Ministry of Health, etc.

3. The full name of political parties in upper case, including the word party.

4. A political, economic or religious label formed from a proper name, e.g., Marxist, Hindu, Christian, Muslim, Leninist, Luddite should have a capital.

5. Places: Use initial capitals for definite geographical places, regions, areas and countries; (The Hague)

and for vague but recognized political or geographical areas: the Middle East, South-East Asia, the West, Central America, South India, Eastern Europe, the North-East (north-eastern India).

In most contexts sacrifice precision to simplicity and use Britain to Great Britain or the United Kingdom,

and America rather than the United States of America. Try to eliminate, or at least reduce, the use of US, UK and the like. When in doubt, use lower case.
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