
 

Copyediting and Proofreading 
 
 
Required Text(s): Booklet and handouts provided in class 
The Canadian Oxford Dictionary (2nd ed.) or other current Canadian dictionary 
 
 
Course Description and Objectives: 

This course introduces you to the rules, techniques, and tricks that professional copyeditors and 
proofreaders rely on to improve the three C’s—correctness, consistency, and clarity—of written 
material. Over six weeks you will learn to identify and fix common errors, inconsistencies, and 
weaknesses, whether in your own writing or other people’s. You’ll also learn the proper processes for 
editing and proofreading, and you’ll discover how the right tools (style guide,  style sheet, dictionary) 
can make you a better, faster editor. Each week you will apply what you learn to editing and 
proofreading exercises. 
 
 
Offering Feedback 

You will be assessed based on: 
• completion of exercises (in-class and homework), which you will compare with answer keys, 

asking instructor for clarification as needed 
• participation in partner and group exercises 
• courtesy, professional conduct, punctuality 

 
  



Course Schedule: 
 
Week One: 

• Introductions and course overview 
• Levels of editing: definitions 
• Approaches to editing (process, priorities, minimal editing, tools, and resources) 
• Diagnostic exercise 
• For next week: 
• Study diagnostic exercise and answer key 
• Read “Quality Start to Finish” (on Moodle) 
• Optional: Read chapters 1 and 2, The Copyeditor’s Handbook 

 
Week Two: 

• Copyediting: principal tasks 
• Editing for correctness (grammar, punctuation, spelling) 
• Tricky mechanics (hyphens, lists, capitalization, etc.) 
• Effective style sheets 
• For next week: 
• Read p. 47-54 (style sheets) 
• Exercise D (on Moodle) 
• Optional: Read Chapters 4 and 5; do exercises A and B, The Copyeditor’s Handbook 

 
Week Three: 

• Editing for consistency (editorial style, shifts, parallelism) 
• Editing for clarity (pronoun reference, modifier placement, usage) 
• For next week: Do “Advice for Editors” exercise (on Moodle) 
• Optional: Read Chapter 14; do exercise C, The Copyeditor’s Handbook 

 
Week Four: 

• Editing for content (facts, internal logic) 
• Research, fact checking, queries 
• For next week: 
• Read “How to Query” (on Moodle) 
• Do “Last Breath” exercise (on Moodle) 
• Optional: Read Chapter 10, The Copyeditor’s Handbook 

 
Week Five: 

• Proofreading: principal tasks 
• Process, tricks of the trade 
• Common errors in text 
• For next week: Do proofreading layout exercise (on Moodle) 
• Optional: Your choice of readings/exercises in The Copyeditor’s Handbook 

 
Week Six: 

• Common errors in layout 
• Extended practice: editing and proofreading 
• Personal weaknesses and “watch for” items 

 


