
EDITING 
 
 
Dr. Jen Talbot 
Office: Thompson 318 
Phone: 501-450-5613 
Email: jtalbot@uca.edu 

 
 
 
Office Hours: M, 10-noon 
       T, 10:45-noon 
                 & by appointment

 
Required Materials 
Technical Editing, 5th ed. Carolyn Rude & Angela Eaton. Pearson, 2010. ISBN 978-0205786718  
Dropbox account 
Google account 
 
Catalog Description 
Introduction to Editing introduces fundamentals of comprehensive editing and hones basic 
copyediting skills. Students learn to work with writers as comprehensive editors from the concept 
stage of the writing process through analysis of audience and purpose, focus, organization, 
development, and more, finally moving to basic copyediting at the sentence level. One of a group of 
five courses from which students choose three for the Writing major, Professional Writing track. 
Elective in the Writing major and minor, General Writing track. One of a group of six courses from 
which students choose three in the Professional Writing minor. Prerequisite: at least junior standing. 
 
Course Description 
This class is linked with Introduction to Publishing, which is offered in the spring semester. The two 
courses together produce MUSE magazine <ucamusemag.com>, a biannual online publication 
devoted to exploring and providing insight about events in and around the College of Fine Arts and 
Communication. The initial vision for MUSE is as follows:  
 
“Muse’s content would focus on the creative world of UCA. Importantly, it would not publish creative 
output; rather, it would publish nonfiction pieces about creativity, creative people, and creative work.  
Articles, interviews, profiles, podcasts, and essays, for example, would all have a place in Muse. 
Content for Muse would be both solicited from the creative community and generated by students in 
our Professional Writing and Creative Writing degree programs.” 
 
In Editing, we will consult with representatives from CFAC administration about their continued 
vision for the magazine, plan the upcoming issues, solicit and/or produce content, and perform the 
full range of editing procedures, from comprehensive editing to copyediting to proofreading. You will 
work both collaboratively and individually, and practice both print and digital markup. 
 
The semester will be divided into roughly three sections. In the first section, we will focus on learning 
the principles of copyediting, practice mark up for both print and digital copy, and brush up on our 
grammar and style, using exercises from the textbook and sample documents collected from the wild. 
In the second section, we will begin comprehensive editing our actual content for MUSE, working 
together to establish an editorial tone, both within and across selections. In the third section, we will 
create style sheets for our content and edit for style, grammar, mechanics, consistency, and layout. 
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WORKLOAD 
Professionalism and Participation, 10% 
Introduction to Editing and MUSE magazine are intended as a hands-on space that simulates a 
workplace environment to the extent that a classroom can. Part of that involves working in groups, 
and being accountable to your team. The quality, reliability, and overall usefulness of your 
contributions to the project will be evaluated by your team members, and those evaluations will be 
taken into account in this portion of the grade. In general, you perform professionalism by being 
present and on time, by engaging in solving problems, by listening to your team members, and 
fulfilling all agreements about division of labor.  
 
Homework and In-class Activities, 20% 
Early in the semester, we will do a lot of textbook exercises in order to practice the basics of 
copyediting and proofreading before we start editing the content for MUSE.  
 
Content, 10% 
Each student will produce 2 content items for potential publication in MUSE. These items will be 
assessed on their appropriateness for the publication. 
 
Comprehensive Editing Unit, 20% 
This section will be broken into smaller components, including markup, instructions to author, 
procedure, reflection, and final product. You will be assessed as author/editor teams for the final 
product; other elements will be graded individually. 
 
Copyediting Unit, 20% 
As with the Comprehensive Editing Unit, this phase of the project will include smaller components 
such as markup, instructions to author, procedure, reflection, and final product. You will be assessed 
as author/editor teams for the final product; other elements will be graded individually. 
 
Final Product and Reflection, 20% 
You will be assessed as author/editor teams for the final product. The reflection will include 1) 
decision and rationale for which pieces should be included in MUSE, and 2) both quantitative and 
qualitative discussions of the contributions of all team members, including yourself. 
 
 
COURSE POLICIES 
Attendance 
Writing Department policy is that students may be dropped for non-attendance after missing two 
weeks of class meetings (in our case, 4 meetings). I do not require an explanation, excuse or note; I do 
not differentiate between excused and unexcused absences.  
 
Submission of Work 
The methods for submitting work in this class will vary: some things will be turned in as hard copies, 
some as Word documents via Dropbox, some as Google docs. You will be exchanging things among 
your team members, as well. In these cases you will want to set clear expectations about how 
documents will be delivered. 
 
For (individual) assignments that are to be turned in to me, assignments turned in after the deadline 
will receive half credit and no comments, unless another agreement has been put in place before the 
deadline. Each team will negotiate, and put in writing, its own policy about lateness. Teams will 
evaluate one another’s performance at the end of the semester, and those evaluations will factor into 
your professionalism and participation grade. 
 



UNIVERSITY POLICIES 
Academic Integrity Statement 
“The University of Central Arkansas affirms its commitment to academic integrity and expects all 
members of the university community to accept shared responsibility for maintaining academic 
integrity. Students in this course are subject to the provisions of the university’s Academic Integrity 
Policy, approved by the Board of Trustees as Board Policy No. 709 on February 10, 2010, and 
published in the Student Handbook. Penalties for academic misconduct in this course may include a 
failing grade on an assignment, a failing grade in the course, or any other course-related sanction the 
instructor determines to be appropriate. Continued enrollment in this course affirms a student’s 
acceptance of this university policy.” 
 
Students are expected to cite all quotations, ideas, and images according to MLA style and/or Creative 
Commons licensure, as appropriate. Failure to do so will affect the student’s grade in proportion to 
the severity of the offense, as assessed by the instructor. Work that is taken from the internet or 
completed by another student will be penalized to the fullest extent, including failing the course and 
an official report to the Provost for academic misconduct. 
 
Accessibility Statement 
“The University of Central Arkansas adheres to the requirements of the Americans with Disabilities 
Act. If you need an accommodation under this Act due to a disability, contact the UCA Office of 
Disability Support Services at 450-3613.” 
 
If you require an accommodation, please see me during office hours as soon as possible so we can 
work together to create strategies for fulfilling the course requirements.  
 
Building Emergency Plan Statement 
“An Emergency Procedures Summary (EPS) for the building in which this class is held will be 
discussed during the first week of this course. EPS documents for most buildings on campus are 
available at http://uca.edu/mysafety/bep/. Every student should be familiar with emergency 
procedures for any campus building in which he/she spends time for classes or other purposes.” 
 
In the event of an evacuation order, classes that meet in Thompson 105 will exit through the east door 
and reconvene at the Harding Centennial Plaza fountain to await further instructions from campus 
police. 
 
In the event of a shelter in place order, classes that meet in Thompson 105 will lock doors and stay 
away from windows. 
 
In the event of a tornado, classes that meet in Thompson 105 will shelter in first floor stairwells, 
restrooms, or kitchen. 
 
Disruptive Behavior 
Any student whose behavior regularly interferes with the instructor’s ability to conduct the class and 
foster student learning, or who exhibits a behavior so outrageous as to severely impede the conduct of 
the class, may be dropped from the class with or without warning. Students dropped for disruptive 
behavior will receive a grade of WF, and a record of this disciplinary action will remain on the 
student’s record with the university permanently. 
 
Additionally, students whose inattention is distracting to others will be asked to leave and counted 
absent. This includes any off-task behavior, including, but not limited to, texting, interrupting/talking 
over, using the computer for non-class-related purposes, etc.  
 



Sexual Harassment Policy 
Sexual harassment by any faculty member, staff member or student is a violation of both law and 
University policy and will not be tolerated.  Please consult your Student Handbook for the policy, 
definition and procedures concerning sexual harassment.  If you have questions or concerns, please 
contact your instructor or the chair.  Individuals who believe they have been subjected to harassment 
should report the incident promptly to their academic dean or to a departmental chair or directly to 
the university’s Affirmative Action officer, legal counsel or assistant vice president for human 
resources. 
 
Title IX Disclosure 
If a student discloses an act of sexual harassment, discrimination, assault, or other sexual misconduct 
to a faculty member (as it relates to "student-on-student" or "employee-on-student"), the faculty 
member cannot maintain complete confidentiality and is required to report the act and may be 
required to reveal the names of the parties involved.  Any allegations made by a student may or may 
not trigger an investigation.  Each situation differs and the obligation to conduct an investigation will 
depend on those specific set of circumstances.  The determination to conduct an investigation will be 
made by the Title IX Coordinator.  For further information, please visit:  https://uca.edu/titleix.   
 
*Disclosure of sexual misconduct by a third party who is not a student and/or employee is also 
required if the misconduct occurs when the third party is a participant in a university-sponsored 
program, event, or activity 
 
Course Evaluations 
Student evaluations of a course and its professor are a crucial element in helping faculty members 
achieve excellence in the classroom and the institution in demonstrating that students are gaining 
knowledge. Students may evaluate courses they are taking starting on Monday of the twelfth week of 
instruction through the end of finals week by logging in to myUCA and clicking on the Evals button on 
the top right. 
 
Counseling Services 
If, during any point of the semester, you find that personal problems are keeping you from completing 
your course work, you may find it beneficial to visit the counseling center.  All students are entitled to 
free, confidential, professional counseling.  Please contact the University Counseling Center at 450-
3138.  They are located in the Student Health Center, suite 327. 
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