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Session Description 

Learn everything you ever wanted to know about the Editors Canada certification tests from 
members of the Editors Canada Certification Steering Committee, who will provide valuable tips 
on how to prepare for the tests. You’ll also have the chance to test your mettle with sample 
questions and discuss your answers with other editors. 

 

About the Presenters 

Anne Brennan started editing almost as soon as she started reading. She figured out how to get 

paid for it in 1983. Today she’s a certified professional editor with a BA in psychology and 

anthropology. After 25 years in house, mostly as a managing editor for magazines, websites, 

and post-secondary distance education materials, she switched to freelancing in 2008. She edits 

educational, technical, and corporate materials and develops and builds simple websites 

(except for her own, which she never seems to get to). Anne has been a member of the Editors 

Canada certification steering committee since 2009, and served as co-chair from 2011 to 2017. 

You can contact her at brennan@allegrocommunications.ca and follow her on Twitter at 

@Anne_Brennan. 

Wendy Carroll is a medical editor living and working in Ottawa, Ontario. She is an in-house 

editor at Joule Inc., a Canadian Medical Association company, and is the managing editor of the 

Canadian Journal of Surgery and the Journal of Psychiatry and Neuroscience. She also does 

some freelance editing of healthcare-related publications. Wendy wrote the Editors Canada 

certification tests between 2008 and 2010, and earned the full certified professional editor 

(CPE) designation in 2010. She co-chairs the Certification Steering Committee with Jeanne 

McKane, and has also marked Editors Canada certification tests. In her spare time, Wendy is a 

voracious reader of fiction. You can reach Wendy at wlc.carroll@gmail.com. 

Jeanne McKane is a Toronto-based freelance editor with a focus on health care and medical 

editing. She works with government agencies, scholarly journals, researchers and nonprofits to 

improve the clarity of scientific communication. She earned certified professional editor (CPE) 

status in 2011 and joined the Certification Steering Committee in 2013, becoming co-chair in 

2015. Jeanne also holds diplomate certification from the U.S.-based Board of Editors in the Life 

Sciences, so she knows a lot about certifying editors! Visit Jeanne at jeannemckane.com or via 

Twitter @jeannemckane. 

mailto:brennan@allegrocommunications.ca
mailto:wlc.carroll@gmail.com
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My Experience 

Take a few minutes to write down a few things that make you qualified to be a certified editor: 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Exercise 1 

Identify the standard(s) being tested in the two sample test questions that follow. 

1. Give two specific examples of when proofreading with a partner would be an advantage 

over solo style.  

Standard(s) being tested: _________________________ 

2. You are the in-house editor of a series of informational booklets for the general public 

on a variety of legal topics. Recently, you worked on a revision to one of your 

bestsellers, a booklet on how to immigrate to Canada. You edit the material, noting 

carefully the placement of the new text and art, and pass on the booklet to design. You 

oversee the proofreading and further stages of production. When the booklet arrives 

from the printer (all 10,000 copies), you discover that although you had indicated 

changes to a table, the printer has used the original version, not the revision. 

(a) What would you do to solve the immediate problem, assuming that reprinting is not 

possible because of budget and time restraints? 

 (b) Suggest two possible reasons why this error may have occurred. 

 (c) What steps would you take to ensure this kind of error doesn’t happen again? 

Standard(s) being tested: ____________________________________________ 
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My Study Plan  

Take a few minutes to write down some things you will want to review/practise as you prepare 

for the test: 

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

Exercise 2 

How many of the following questions can you answer in 15 minutes? How much time did you 

spend searching the index/table of contents in your chosen reference guide to find the 

answers? Use document flags to mark key sections in your chosen reference guide. Does that 

help you find the answers more quickly? 

1) For which of the following is permission for use definitely NOT required?  

a) A half-page excerpt from a paper in an online journal, quoted in an academic essay 

b) A three-line poem, quoted in its entirety by a character in a novel 

c) Ten lines from a 20-line poem, quoted by the writer of a book review 

d) Two verses of a popular song recorded in the last two years, quoted in a teachers’ 

resource guide 
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2) What is a half-title? 

a) The main title of a manuscript without the subtitle 

b) The title listing that appears in CIP data 

c) The verso opposite the title page 

d) The first recto of the preliminary pages, presenting the main title of the book 

3) When setting a schedule for a publication, you must remember that (circle the right answer) 

a) Copy editing occurs before proofreading. 

b) Copy editing is less important than proofreading.  

c) Copy editing occurs after proofreading. 

d) Copy editing and proofreading take the same amount of time. 

4) Match each term in the left-hand column with its correct definition in the right-hand column. 

  bleed 

  gutter 

  trim size 

  pica 

  sewn 

  dummy 

 

 

 

 

 

 

 

 

 

a) A physical mock-up of a publication 

b) A type of file used to encode graphics so they can be 

embedded within compatible applications 

c) Two inner margins of facing pages 

d) A printer's unit of measurement equal to 12 points, or 

about one-sixth of an inch 

e) Cyan, magenta, yellow and black 

f) A binding process for hardcover books 

g) The dimensions of a full page, including the margins 

h) A design element, often graphic, that extends to the edge 

of a page 

i) Copy that has been previously approved for use and can be 

dropped into a project 

 

 



 

5) Are the following true or false? 

  Running heads should be half a line length or less. 

  In Canada, copyright must be registered. 

  A quotation, or excerpt, of 50 words or more from a third party always requires 

 permission from the copyright holder to include it in a publication. 

  An imposition is the arrangement of pages in a form so that they will be in proper order 

 when the press sheet is folded after printing. 

  Data borrowed from another source always needs permission for use in a publication. 

  The invention of movable type permitted the typesetter to work with individual 

 characters to compose a page. 

 

6) What are the steps you need to follow to project the page count of a book or document? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 



6 
 

Appendix 1: Sample Work-Back Schedule 

Sun Mon Tues Wed Thurs Fri Sat 

October 2017 

1 2 3 4 5 
Review PES 

6 
Decide what 
standards 
need work 

7 
Reading 
 
 
 

8 
Study group 

9 
Reading 
 

10 
 

11 12 13 14 
 
 
 
 

15 
Study group 

16 
Practical 
exercises 
 

17 18 19 20 21 
 
 
 
 

22 
Study group 

23 
Practical 
exercises 
 

24 25 26 27 28 
 
 
 
 

29 
Study group  
Write & 
mark 
practice test 

30 
 
Review PES 
that need 
improvement 
 

31     

November 2017 

 
 
 
 
 

  1 
Review PES 
that need 
improvement 

2 
Focused 
practical 
exercises 

3 4 

5 
Study group 

6 
Focused 
practical 
exercises 
 

7 8 
Style guide 
review and 
tagging 

9 
 

10 11 

12 
Study group 
 

13 
Review 
exercises 
 

14 15 
 

16 17 
Prepare test 
“kit” 
Sleep well 

18 
EXAM 
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Appendix 2: Create A Style Sheet 

Exercise 3 

Read the article on the next page. What style decisions have been applied? Use this page to 

create a style sheet that reflects the style of the article. 
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