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Abstract

This report explores several editing training options for employees and discusses why
training is necessary to help retain employees and increase satisfaction within the
workplaces, and how properly edited internal or external training communications can
impact the workplace. Based on a short case study at the British Columbia Institute of
Technology Student Association (BCITSA), this report looks at three different editing
training options for distinct employee groups. The goals are to discover what worked,
what could work better, and why editing training is necessary for businesses. The aim is
to provide a basis for training options that businesses could use to train employees

better to understand the four main steps of the editing process and edit their own work.
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Introduction

Both spoken and written language are an integral part of traditional education.
Those who grew up within a conventional school setting may remember spelling tests,
language classes, and (those within a certain age bracket) digital literacy lessons.
Individuals are expected to carry these skills with them, sometimes without further
training, into their jobs and careers. While many workplaces still hire with language
competency in mind, many do not test past a basic understanding of written languages.
This lack of oversight can leave employees to their own devices when writing (and

editing) their work, which may include important internal and external documents.

When workplaces do not hire or train for skills that they demand, it can affect
many aspects of the business, including (but not limited to) creating unhappy
employees, reducing productivity, increasing staff turnover, and increasing business

expenses.

This report explores several editing training options for employees and discusses
why training is necessary to help retain employees and increase satisfaction within the
workplace. Based on a short case study at the British Columbia Institute of Technology
Student Association (BCITSA), it looks at three different editing training options for
distinct employee groups. The goals are to discover what worked, what could work

better, and why editing training is necessary for businesses.

Editing training is necessary, as editing, similar to spelling, is an aspect of
communication individuals and even organizations tend to rely on machines for (despite
the lessons learned when young), which leaves documents and other forms of
communication overrun with easy-to-fix mistakes. Workplaces tend to rely on their
employees to edit their own or each other’s work, often without oversight or training
options that are easy to take and helpful to the employees. Without being offered these
options, individuals can make grammar and spelling mistakes more often. These
mistakes can unintentionally change the meaning or clarity of important documents. This
report intends to be valuable to all businesses with any or all day-to-day internal and/or

external communication that must remain of professional value.



Although the information included in this report applies to a non-profit company
still recovering from the COVID-19 pandemic, the aim is to provide a basis for training
options that businesses could use to train employees better to understand the four main
steps of the editing process and edit their own work. A business can decide better when
to leave the editing to their employees and when to hire a professional editor by using

examples from this report.

This report aims to showcase ways businesses could implement editing training
in the workplace, why this is necessary, and the positive effects each kind of training has
on the workplace. The report will discuss how offering employees solutions by giving
them internal or external training options for everyday communications can impact the
workplace and show that there are other options for the workplace, such as hiring an

editor on a long-term employee or contract basis.

For the case study, the report will use the What, How, Why model designed by
Simon Sinek (Ruuth 2015). In marketing, the What, How, Why model, usually explains
the why first, however, this report begins with the What. What will explain who the
BCITSA is and where the research for the case study comes from. How will describe the
creation and implementation of the training. The report will conclude with the Why,

explaining the importance of training options for editing within the workplace.



Chapter 1. WHAT

British Columbia Institute of Technology Student
Association (BCITSA)

As a candidate for the Master of Publishing (MPub) at Simon Fraser University
(SFU), | completed a work placement as part of my training. These work placements
typically last three months and conclude with students writing a report with the

supervision of an industry supervisor and a member of the SFU faculty.

| completed my MPub placement on August 19, 2022 with the British Columbia
Institute of Technology Student Association (BCITSA), a non-profit student service and
advocacy organization at BCIT (British Columbia Institute of Technology) with a mandate
to enhance student life. After my placement, | stayed in the same department, continuing
to work for the Marketing and Communications department, and later as the Publications

Coordinator at Link magazine.

Link acts as the cultural magazine for the BCIT community, published by
students (with help from BCITSA employees). Link currently prints six times annually, is
distributed to all five BCIT campuses for free, and is available online. Link hires student
employees (who work ten hours per week and get paid hourly) and student contributors
(who can join at any time to submit articles, photographs, illustrations, etc. and get paid
upon completion). Link benefits employees and contributors as an experiential learning

magazine.

When | arrived, Link was missing formal training in editing, a skill students were
also not learning in BCIT classes. This report describes my contribution to Link
Magazine and the BCITSA through three different editing training options | helped
develop and implement for Link employees (who are transitional employees), Link
contributors (who are short-term contracted employees), and BCITSA employees (who
are permanent employees). This report will help showcase that implementing editing
training options in the workplace has positive outcomes for both the employees and the

business, using this case study as an example.



Missing Foundational Knowledge: What Are We Training
For?

Four types of editing need to be understood to edit appropriately. The first has
many terms, one of which is substantive editing. The second step in the process is line
editing, the third is copyediting, and the fourth is proofreading. Not all the editing
processes must happen on each piece of writing, and they can happen simultaneously,
but all four are part of basic editing procedures. Many other sections can be included in

editing training; however, the basics are appreciated.

When | started working at the BCITSA, Link hired student editors for the
magazine. However, there was a lack of responsibility to ensure students received
training for their editing position. While training documents are a good start, having an
accountability system so the BCITSA has proof that students are interacting with the
training, is an important step. As an experiential learning magazine, students’
development and education are the primary mandates that need to hold more weight.
While gaining experience, students should get the proper instruction to guarantee they

are not picking up lousy editing habits.

Unfortunately, this attitude is not always the most common one. Some
employers, such as Mr. Silver from The Wall Street Journal’s article, “This Embarrasses
You and | --- Grammar Gaffes Invade the Office in an Age of Informal Email, Texting and
Twitter,” believe that editing skills are something that people should come to the
workplace already having honed, leaving these employers to take a hard stance on
grammar mistakes. Mr. Silver admitted to imposing fines for employees who botched
grammar instead of creating training initiatives to resolve the problem. He admitted it
was a losing battle. Losing battles need solutions, and it is crucial to help employees
who may be struggling with things they have never received training for as adults. In the
case of the student editors, Link magazine was hiring for the skill of editing; however, as

a student learning experience, training should be a necessary part of the role.

Finding and fixing missing foundational knowledge should be a part of a
business’s training practice. A New York Times article suggests that businesses should
train for skills they need and skills in demand. Why not set workers up for success when

people are already hoping for these skills outside the workplace? (Eduardo 2016). Not



only would businesses be improving the outlook for workers, but they would also create
a situation that shows they care for their employees. While implementing training and/or

hiring editors is entirely up to the business, it has many implications.

External Tools and Why We Sometimes Don’t Have Them

While training employees to edit basic documents is important, on the job training
will never replace formal training. While internal training is necessary, needing an editor
for an important document is not a business failure, as there are many reasons to hire
an outsider editor for a particularly important job. Editors are versatile and can save time
and money, make sure messages are clear, and help make businesses look good
(Editors Canada 2009).

Any document that reflects an organization’s brand and business should undergo
a proper and complete editing process. Furthermore, it is best to use an outside editor
for documents that need to maintain perfect quality and accuracy. A business can hire
freelance or professional editors for internal and external documents; however, it makes
the most sense to use them as a resource for external or significant internal documents
where mistakes could affect profit and outside reliability. Editors are essential for these
types of documents as they help maintain objectivity. Documents may be a labour of
love (or frustration), leaving details to be seen by employees that an editor can catch
with a professional eye. Editors can save employees' frustration and help with the clarity
of documents that, even with the right tools, internal employees can miss. A hired editor
has no emotional attachment to the document. As Clark says in her article “7 Reasons to
Hire an Editor for Your Business,” a hired editor will be in a much "better position to

accurately assess it and propose changes" (Clark 2019).

However, this option is not viable for some businesses if all documents need to
be edited. According to "Starting an Editing Business" by Aigner Loren Wilson, industry
medians for editors are between $6,538 and $2,892 per large job for different types of
editors (Wilson 2020). Even hiring an editor with a lower rate still adds an extra business
cost. A solution to this is to hire a permanent editor for the team who can have other
responsibilities that benefit the business or train current employees in editing. A
business should remember that depending on the size and/or demand, editing can be a

full-time job for one person and should not be given as an additional task on top of a full-



time job. Training teams in editing should eventually reduce the workload as employees

can become skilled in trained area.

Training employees in editing is an excellent step, so day-to-day communications
are taken care of internally, and crucial jobs can be saved for the professionals. Many
options exist, such as in-person, virtual, or self-directed editing courses. The cost of
such training must be kept in mind but finding the best option for employees will help
save money in the long run. Training that does not engage employees is a waste of time

and resources.

At the BCITSA, | created different training documents and courses that would be
the most helpful to the employees and students. These documents went through many
changes while deciding what would help employees best. It is uncommon for all
employees to enjoy the same option, but many options, such as a self-paced e-learning
course, a short document, and an in-class training course, could be run simultaneously.

Learning the best option for the workplace is necessary.

Training Buy-in

When creating training options, it is crucial to ensure buy-in at all levels before
beginning. Business management may have little time to help implement training or even
take training courses themselves. Management may even believe that training is tedious
(O’Hara 2015), but helping employees communicate better helps businesses better

communicate externally and even internally.

“‘How to Improve Your Business Writing” in Harvard Business Review explains
that everyone has the capacity to improve, and business writing is a skill individuals
cultivate. The same can be said for any writing and editing type. “Training Engage ment
Theory: A Multilevel Perspective on the Effectiveness of Work-Related Training,” from
the Journal of Management, helps explain the effectiveness of training. The paper
explains how the degree of training at different hierarchal levels influences other levels

to succeed or fail. Training will fail if there is no buy-in at the highest levels.

It is essential to ask, “How can we maximize the effectiveness of organizational
training initiatives?” (Sitzmann and Weinhardt 2015). The best option is for managers to

make training required in the workplace. Internal training works best when there is buy-in



and when employees are satisfied with the instructional experience (Sitzmann and
Weinhardt 2015). If employees feel it does not enhance their knowledge and skills, the
training does not take. Training also works better within a business when most

employees complete the training (Sitzmann and Weinhardt 2015).

Employees have many goals, and whether employers prioritize training is
determined by the training culture and how many resources there are for training.
Training should not be a punishment and should be implemented on each level.
Training, especially self-regulated training, works better when it includes internal and
external goals. It should be mandated, but not so much so that employees mentally
disengage from it when prioritizing training over other goals. Employees should receive

praise for engaging in training, not just being present.

Using the Tools Available

Tool implementation is essential for businesses when they need more funds (or
time) to hire new editors or put employees through proper training. Using what is
available with online courses can help turn emails and day-to-day editing tasks from
horrific to easy. This training supplements proper editing courses that students take and
should not stop employees from seeking to gain certification. Instead, this training
focuses on how employees and students can use the tools available to them to make
their working lives more manageable and how workplace training is helpful to employees

and employers.

When training employees on editing, recognize that editors have specialties and
every individual has specialties, and can get good at editing within their specialties.
Everyone on a team should know how to send that perfect email as “email is essential to
business and industry, convenience, a written record, and the ability to communicate
with several individuals at once” (Brown, 2005) (Granberry 2007). However, within their
departments, employees can be trained to edit work in their fields to the best of their

abilities.

Find out what options a business could be used to jump-start editing training. Are
there old documents that could be updated and cycled throughout the office? Are there

internal self-regulated online training services where management can create courses?



There may be money in the budget for training that has not been used for many years.

At the BCIT, all these things were not being used to the best of the business’s ability.

Training Options at BCITSA

There are three editing options that | helped create and started to implement
during my placement at the BCITSA. The first is an editing training course primarily for
BCIT students hired as employees for Link on yearly contracts, which will hopefully be
Link's first of many training options for student employees in the coming years. The
second, a condensed version of the first editing course, is a document created for the
BCIT student contributors that teaches them a bit about editing while they are writing
articles. The third is a blog learning packet (which can remain virtual or be printed) that is
created for all employees at the BCITSA to help them during the process of posting their
own blogs and self-editing (or business writing) along the way. This packet will be used
for both employees at the BCITSA and student employees who will join the BCITSA
during short-term placements. After internal feedback, this learning packet was turned
into a thirty-minute course taught to employees in the preceding year; it is also

highlighted in this report.

Before | arrived, there was no compulsory training within the BCITSA, and during
my project report, | withessed a loss of employees, which caused a decline in training
options. With the help of the Marketing and Communications team, | implemented all
three training options, which helped boost interest in the upcoming blog hosted by the

Marketing and Communications team.

At the BCITSA, there are external training options that employees can take
advantage of outside of the organization. As an employee at the BCITSA, you can take
paid BCIT courses for free after a certain amount of time working in your position. While
this is a remarkable option that many businesses cannot take advantage of, employees
are still limited by the editing courses available: one technical editing course available in
the communications department. In this six-week online course, students gain
knowledge of the role of professional editors in the workplace and are introduced to
copyediting and substantive editing. The course is said to help students pass
competency tests that may be required by employers that hire for writing positions

(BCIT). Having this course available is a fantastic and comprehensive option for



employees who have the time to take it. However, only some employees will choose this

option, and some specific details could be missing from a more generalized course.

Student employees at Link do not have the option to take courses for free, so
implementing copyediting training was essential. Copyediting ensures that the
magazine’s articles are clear, consistent, and well-organized (Morris 2007). It also
ensures that BCIT students can easily follow and understand the text without changing

the contributors’ meaning.

For full-time BCITSA employees, some tool introductions could be used to help
with everyday work. These are options that external training may not offer, such as
instruction on how to properly use online editing tools such as Grammarly, as well as
how to check for proper citations and links to online articles. These were all

considerations when creating suitable training options for BCITSA employees.



Chapter 2. HOW

Training Creation: Finding the Right Options for Your
Employees

Creating the proper training for a business can happen through trial and error.
During my work placement at the BCITSA, | created a document that would serve as
business writing training, keeping the employees' busy schedules in mind. To go along
with that, | was asked to create a short, thirty-minute training course to review the
document's contents and ensure that the ideas in it were clear. This in-person training
was produced through experimentation after introducing the blog training packet to the

Marketing and Communications team.

A lot of the feedback on all three forms of training is through self-assessment of
the employees who were involved in taking the online course, reading the documents,
and participating in the thirty-minute in-person training. As the Psicologia journal article,
"Evaluation of Learning, Reaction and Impact of Corporate Training at Work," states,
there is still relatively little research that investigates the relationship between learning
and the impacts of training on work, which leaves employers in a place where they have
to trust their employee's instincts on whether or not something will work for them.
Research that has been done is inconsistent and based on the fact that self-assessment
tools are usually used, training varies from business to business, and training can

depend on buy-in.

How honest employees can be about what options are best for them should be
considered when deciding the form of employee training, as only some businesses have
the opportunity to go through many forms of trial and error. "Training Engagement
Theory: A Multilevel Perspective on the Effectiveness of Work-Related Training," from
the Journal of Management, helps explain that deciding which type of learning
management system to train with (either hosted online or delivered through classroom
instruction) "...is a major component of an organization's training initiative. (Sitzmann
and Weinhardt 2015).

This report will attempt to explain which options were chosen for each group of

employees and why those were the best options given the circumstances of each group.
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“Improved skills and knowledge are the bedrock of an organization’s competitive edge in

today’s global world” (Nauman et al. 2020).

Creation of Link Employee and Contributor Editing Training

To decide the best option for the Link employees and contributors, | looked at the
options that the BCITSA already had and the available tools. The organization had
created training documents four years previously, which proved to be the ideal place to
start the creation of the training course. Finding what employees had learned in the past
and adding to it would help maintain consistency in the workplace. There is the
possibility of existing documentation explaining how the training went, which can also be

built upon.

Training Document

The available training documents had supplementary information that students
and employees would require for their jobs. Having important work material in
documents that also offers training may help keep the training relevant enough that
students look through the entire document, thus engaging with the content. However, in
this case, | believed that keeping the “how to get started,” daily information, and editing
training together could create a one-and-done document that students did not take time
to look through more than once. The goal for both sets of student employees, especially
the transitional employees who would only stay in their roles for one to two years, was to

create some editing training they could use continuously.

To combat the problem of students only looking at the document once, the “how
to get started” information became a welcome email that all new contributors received
upon joining Link and that the employees received with their formal training upon being
hired. However, the daily information relevant to the editing jobs remained with the
editing training, to keep the students engaged in the training. Another goal for this
training was to lay out the critical information for editing in a more digestible way. While
the original document was well laid out for print, it was less effective as a training

document.

11



The figures below look at the two table of contents of the previous and new
training documents. Figure 1 displays the previous training sections; Figure 2, the new
training document, shows more sections than previously available. In Figure 1, the
“Introduction to Link” and “SA Offices” were condensed into “Knowing Link Magazine,”
which can be seen in Figure 2, as this part was removed and replaced by a welcome
email that would have students engaging with the “getting started” pieces at a much

quicker rate.

“Hours and Responsibilities” and “Communication and Deadlines” in Figure 1
were replaced with “Scheduling” and “Working with Editors,” which | felt better explained
the responsibilities required of the contributors as this was a document that was

specifically for them instead of for both employees and contributors.

“Programs and Resources” in Figure 1 was expanded and replaced by the “Link
Style Guide,” “Track Changes in Word,” and “Citations” in Figure 2, as those are the
three most common resources that students needed. The other resources in the
previous document that may have been available widely are now given on a case-by-
case basis or are no longer available.

“‘Designers” in Figure 1 was replaced by an entirely separate document
explaining how designers would work with the Link designer. | also created a similar
document for those interested in creating a podcast episode for MicroLink, and the
MicroLink Podcast Host, an employee role at Link magazine. This document was very
specific and only relevant to a few employees, so it was separated from the editing

training documents.

12



INTRODUCTION TO LINK

SA OFFICES

HOURS & RESPONSIBILITIES

PROGRAMS & RESOURCES

COMMUNICATION & DEADLINES

DESIGNERS

EDITORS

Figure 2.1. Old Document—Table of Contents
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Knowing Link
Magazine

Scheduling

Track Changes in
Word

Copyediting

Link Style Guide

Working with
Editors

Substantive
Editing

Proofreading

Bias &
Sterotyping

Introduction to
Editing

Line Editing

Citations

Common
Mistakes

Figure 2.2. Contributor Editing—Table of Contents

“Editors,” from Figure 1, is a page seen below in Figure 3. This section was
broken down into seven different sections on editing. In Figure 3, there is a quick
overview of the editorial process but not much about what each of those sections entails.
To help the Link contributors learn, they must be thoroughly introduced to the editing

process, not only so they can understand why edits are taking place, but so they can edit

14




their work as they go. While they have an editor, in this circumstance, setting up
employees for success in other areas is a wonderful thing a business can do. As a
workplace with a mandate for experiential learning, the learning part should be taken

much more seriously.

"Introduction to Editing" (seen in Figure 4), "Substantive Editing," "Line Editing,"
"Copyediting," and "Proofreading" were created to break up the editing sections, which

can be seen in Figure 2.
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Editorial Process

Other Content in Link

dditio

Figure 2.3. Old Document—Editing
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* Substantive Editing
* Line Editing
* Copyediting

Once a piece of writing has been through all three stages, the designer will lay it out in
InDesign, and proofreading will occur, It is essential to go through these stages in order,
so that we don't waste time.

With editing, there are some grey areas between the three stages—paragraph
transitions, for exarmple, are something to consider in steps one and two.

* Ensuring the reader will understand the writing
* Preserving the voice of the author

If there is time, your editor should go through each stage of editing with you, getting you
to approve changes as you go. This step may take several drafts, Since Link is often on
a tight schedule, we may decide that we need to rush the process. No matter what,
step one should always be done separately and before other edits. Following that, we
can go through steps two and three simultanecusly.

Figure 2.4. Contributor Training—Introduction to Editing

In the two final sections, the document discusses critical edits for which the
contributors should check their work, such as errors, bias, stereotyping, and common
mistakes. With this type of hands-off training, a business cannot teach everything but
can introduce standard editing practices. While the contributors will not have time to do
all their own editing (and should not use their time for this), they can look carefully for
mistakes they know they make and ensure they are not using any inherent biases in
their work. This training document reminds them of this and prompts them to look for

such mistakes within their work.
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Figure 2.5.

12 Bias &

Stereotyping

Using sterectype and bias-free language is essential in creating a safe environment for
readers. Unfortunately, most writing will never be 100% stereotype and bias-free as
language can be inherently biased.

The easiest way to do this is to avoid making generalizations when writing.
This includes (but is not limited to) when writing about:

* Gender

* Ethnicity

* Sexual orientation

* Race

* Parsons with disabilities

If you mention any race, ethnicity or sexual orientation, it should be relevant to the
information in the piece.

Contributor Training—Bias
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Bias Examples

Using words like "mankind” or "man-hours” is gender bias, Gender bias can also include using he
or she instead of they when writing about the general you.”

Age discrimination can happen in either direction. Calling all Millennials “lazy” or all Boomers
“ignorant” are both hurtful stereotypes.

Calling something your “spirit animal” is offensive to some Indigenous groups. Another example
of ethnicity bias is saying "native English speaker” instead of “fluent in English.”

Using the word “lifestyle” to describe a member of the LGBTQ+ community's sexual orientation
is an example of bias.

Elitism bais can be found when placing higher worth on writers from certain post-secondary
institutions over others. Another example is mentioning sormeone’s educational background
when it is unnecessary -for example, to make them feel ashamed

Bias can be found in writing when assumptions are made based on someone’s mental health
diagnosis. Or when a writer diagnoses someone else based on perceived behaviour.

Unbiased language helps show our readers that we care and are invested in being an inclusive
publication. There are many more biases and stereotyping examples that you could find in
writing. It is an editor's job to look out for these.

Figure 2.6. Contributor Training—Bias Examples
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13- Common
Mistakes

Active Voice vs Passive Voice
Active: The buyer paid a large amount.
Passive: A large amount was paid by the buyer.

When the subject performs the action of the verb, the voice is active. When the subject
receives the action of the verb, the voice is passive,
Semicolons

When to use semicolons:
* To separate two closely related independent clauses
The outline for the report is due within a week; the report itself is due at the end of the month

+ When items in a series have commas within them
Qur previous meetings were on November 11, 2018; February 20, 2019; and April 28, 2020

* When separate clauses begin with a word such as however, therefore, or nevertheless
Our friend has been out at the pool all day; however, we have found another person who can
drive us to the beach
Parentheses and Punctuation
A period goes on the outside (hi),

An exclarmation mark goes on the inside (hif).

The rules for question marks and parentheses are similar to the rules for question marks and
quotation marks. If a question mark applies to the parenthetical infermation, place the question
mark inside the parentheses: | saw the chicken (or was it the rooster?)

Figure 2.7.

Contributor Training—Common Mistakes
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Dashes are used to:
* Surround a comment that is a sudden turn in thought
* Emphasize a word or phrase
* To set off a phrase that contains commas

Yau can make a dash on Microsoft Word by pressing Alt+Ctrl+ - (minus) on your keyboard
Hyphens are used to:
* Separate parts of compound words
* Shorten sentences that list similar hyphenated words by dropping the common part from all
but the last word
* Divide words at the end of a typed line

You can make a hyphen on Micresoft Word by pressing Ctrl+ - {minus) en your keyboard

Link should always be in italics.

The Chicago Manual of Style advises that titles of books, magazines, newspapers, works of art,
long poems, and other complete works should be italicized.

Figure 2.8. Contributor Training—Dashes

Implementing training for Link contributors, who do not have access to the online
learning portal employees use, can help make up for a lack of available resources.
Although | wish this option were available for everyone, it is understandable that

contributors that are only getting paid for their work after the fact would not want to put
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much time into mandatory training. For contributors, easily digestible options they will
find helpful and want to use to make their jobs easier is a priority. For employees, there
is more incentive to create mandatory training as they are paid hourly, so BCITSA can

pay them for their training hours.

The Online Training Course

When | was brought on to work for Link Magazine, one of my tasks was to create
a training course so that all students would receive the same information on how Link
magazine edits and so that they could use it as a helpful resource. | used Articulate 360
(Figure 9), available at the BCITSA through the HR department, to create a course
called The Editing Process. Internally, training options are available if an employee can
create the course for the online portal. Some of the available process training options
were Roberts Rules, Introductions to the SA (for different types of employees or
volunteers), and financial literacy courses for different employees. There were also
internal mandatory health and safety, workplace bullying and harassment, and another
skills-based course, Customer Service Training. The Editing Process is only the second

“skills” course created, after Customer Service Training.

articulgte 3¢ Dashboard Rise 360 Review 360 Articulate 360 Training

Courses Juestion Ba - ©

vf e
|| & v @.—-@ AN
Introduction to the The Editing Process The Editing Process
BCIT Student - Link Magazine - 2 - Link Magazine

Association
(volunteers)

Figure 2.9. Articulate 360

While creating this training course, | was able to create modules that had many

different learning options. Creating modules using Articulate 360 was a very easy-to-use
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tool that was not being used as often as | imagined; it would be helpful to employees at
the BCITSA.

Within the modules, | could put relevant information that Link employees would
need to know for their jobs and information that would be helpful to look back on. Since
this online training course was specifically for Link employees, | focused on their jobs
and how they would work with the contributors (Figure 10). In contrast, for the
contributors, | explained how to work with the editors. Teaching editors how to work with
writers is an important step when instructing editors, as working with someone’s writing
is very personal. When writers, prominent or not, have poured themselves into any
document, the last thing the editor wants to do is upset them. These nuances are
essential when doing any formal training. Employees should not only know the steps to

take but also why they are taken.

Lesson 2 of 11

Working With Writers
@BC\TSAHR

= Working With Writers Some contributors may be nervous about working with an editor. They
may think you will hate their work, think they're not ready to be
published, or that you may think lesser of them if their work needs

multiple edits. They may not know what to expect.

Figure 2.10. The Editing Process—Working with Writers

23



The Editing Process

Lesson 3 of 11

Introduction to Editing

Q BCITSAHR

There are three kinds of editing that you
Working With Writers should be aware of:

Substantive Editing Substantive Editing
Line Editing

Copyediting

Proofreading

Figure 2.11. The Editing Process—Introduction to Editing

| created eleven modules in the online training. In the third module (Figure 11), |
introduced editing and the forms the employees would need to use. This introduction is
the same information given to the contributors; however, | could expand on the
knowledge in this online training course. This extension was beneficial for the employees

as it would relate directly to their jobs while editing.

Using Articulate 360, | created different “quiz” sections in the different modules
where the employees could test their knowledge based on the information they had been
provided in that module. While the system does not mark the employees or let me (as an
administrator of the training) know how they did, they do have to complete these quizzes

to complete the course.

There were a few different ways to create these quick, unmarked tests, which
allow the employees to understand if they are comprehending the information without
properly testing them. The employees were encouraged to reach out if they would like
any of the concepts in training to be explained further. The goal of training (rather than
coursework) is not to test the employees but to enhance their knowledge and create a

better working environment.
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Test Your Knowledge!

What should you review the piece for? (click all that apply)

Overly wordy sentences

Repetition of words/terms/ideas

Information that shouldn’t be shared with
the public

Names of our student executives

Figure 2.12. The Editing Process - Test Your Knowledge

Write out the sentence with the correct dash or hyphen.

Canada, USA, Mexico these are the countries we hope to

concentrate on.

Type your answer here

Figure 2.13. The Editing Process—Write Out an Answer
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Articulate 360 allows the creation of sections where a photo can be placed,
creating pop-up notes on the photo (Figure 14). In The Editing Process, | used this
system to show tools that the employees would be using at Link magazine. While new
systems are best explained in person, this helped create a base understanding of the
processes used while editing.

Adobe Acrobat

~Q00® < L O O #(+
-

+ - —
w2 T T View Comments " o D)

Y 1 Comment

You can view, edit, and make general

comments here. If you have no comments o
for the proof, please write that in general

comments so we know you have read

through it.

Figure 2.14. The Editing Process—Adobe Acrobat

This process is a better option than documentation if there is a new system many
employees would not have used before. It allows the employees to interact with the
system better than just seeing photos in a training document (in the training document
the contributors were given, this was the only option). When a photo is the only option,

highlighting or circling the most important parts of it helps show the process of using the
system (as seen in Figure 15).
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File  Home Insert Draw Design Layout References Mailings Help

& = AN B g AE

Editor Spelling and Thesaurus Word Read Check Translate Language New
Grammar ~ Count Aloud | Accessibility ~ v - Comment
Proofing Speech Accessibility Language Cec

| I% .E'g All Markup v E_B] EH Eﬁprwious
/ X

Track B Show Markup ™ Accept Reject D’ Nexi
Changes ~ | [F] Reviewing Pane ~ - v
Tracking Y Changes

Once you start writing, it will appear in a colour that is different than the other track
changes already shown and available, You can delete, rewrite, or make comments.

If someone else has used track changes, you can accept/deny these by clicking on
them and clicking on the accept checkmark or reject x.

Please save a copy with your track changes before sending it back to your editor so
you can easily see your original track changes after you have accepted/denied them.
Make sure you do not save over this copy.

Figure 2.15. Contributor Training—Tracking in Word

Both a PDF and Articulate 360 training systems allow for links. Adding these links
was more helpful than previous sources that were unlinked and created for print. With

linking, a document can provide helpful resources.
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Citation Machines
Citation machines help you create your in-text citations and
bibliography (which should go at the bottom of your article). Link

typically uses the Chicago Citation Style.

Figure 2.16. The Editing Process—Citation Machines
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A citation is a reference to a source. It is a way to tell your audience that you have
drawn from others' ideas and that certain parts of your blog have come from other
sources. Citing helps your readers (and you) find that source again. It is also essential to
source work so you do not break copyright laws.

When you cite sources, you credit the original author of that work or research. If you do
not do this, you could be plagiarizing.

* People can learn more by following tham to their original source
* If something is disproven, you can prove you got that research from another source
» Strengthens your own ideas

Citations don't make your work less original. Instead, it connects you to many people
conversing about the same topic and adds your piece to that growing network!

* Quote
* Paraphrase
* You know of another work that uses the exact same ideas

Citation machines help you create your in-text citations and bibliography (which should
go at the bottom of an article). Link typically uses the Chicago Citation Style,

* httpsdfwww bibme.org!

+ httpsd fwww.citationmachine.net
» https:)fwww.easybib.com/

* https:fwwwmybib.com/

* https:/fwww.bibliography.com/

Creative Commons (CC)

When sending the Link team photos to use with an article, ensure you have permission. If
you do not have your own images, make sure to use one with CC, which provides free
licenses for creators to make their work available to anyone,

Figure 2.17. Contributor Training—Citations

While the training document is easier to go back to, the online training course

had a system where documents could be downloaded directly (as seen in Figure 18).
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Download The Style Guide

Link Style Guide.pdf
86.8 KB

|

PDF

CONTINUE

Figure 2.18. The Editing Process—Download

There was some documentation | could completely reuse, such as the Link style
guide (Figure 19). When looking through old documents, some forms may be

reimplemented without many or any changes.
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STYLE GUIDE

" ts all communication produced in rela o by Link nehiding
linkbeit.ca Link, or Link magazine, never LINK magazine, or Link Magazine
Print, Digital BCIT Student Association or BCITSA, never BCIT SA

The Chicago Manual of Style; The Canadian Press Caps & Spelling, Collins Gage Canadian Dictionary
This style guide supercedes these reference manuals. Readability and clarity are paramount

Link is published eight times annually by students at the British Columbia Institute of Technology (BCIT).
We feature exceptional people in our community, big ideas in a changing world, and evolving social
dialogue. We welcome writers, photographers and artists of all backgrounds and abilities.

Qur purpose is to provide a collaborative platform for student expression, and to connect you with
one another's stories and experiences. Printed editions are distributed to all five BCIT campuses and
additional content is published online at linkbcit.ca

BCIT Students are our first and primary consideration, but they are not the only audience. We also are
read by alumni, staff, and community members—for that reason, concepts that will only be understood
by students should be explained.

Educated, but not formal. We are a publication by students, for students. Humour is acceptable, and
inclusiveness is always integral,

Link should use varied sentence lengths, clear and easy to read sentences, and language that is educated
without being snobbish. Colloguialisms are acceptable, out of context siang is not. Detall is always
encouraged, and topics should be fully explored.

8.5" x 11" per page, 11" x 17" per spread, We are printed on 12" x 18" paper and trimmed.

Varied lengths, from 200-2000 words.

Figure 2.19. The Style Guide

To finish creating the online learning course, | downloaded the created course
from Articulate 360 and uploaded it to an online hosting system called Litmos (Figure
20). All BCITSA employees take their work training courses in Litmos, and can go back

to them after completing them.
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Figure 2.20. Litmos

Training Implementation Student Link Training

Link employees are on a contract from mid-August till the end of May. After they
are hired each year in August, new employees are given a training package by the HR
team. This year the employees were provided logins to access The Editing Process,
which they were given two weeks to complete. Once they had completed the course, the
system notified all administrators of the course. All employees provided with a link

completed the course in the first few days, and it took them less than an hour each.

Some of the employees rehired from the previous year only had to complete the
editing training, and did not have to complete any other courses. | noticed that having
the editing training separate from the required training kept it more relevant to their jobs
and less of a box to tick. In the future, | would like it to be given out a week after their
other HR training so that the editing training can be more engaging for the work they will

be completing.

Employee Feedback

Feedback is an essential part of training as it helps create changes so that the
training better serves the employees. While some of the training will be absorbed by
most employees, learning what works best for different employees helps create new

options.
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To get feedback from the Link employees, | conducted a survey. The survey
asked how they felt, how much they had used the training after completion, and if they

thought we should implement any changes to the course.

One of the questions was about how much they felt the course had taught them.
This question was asked to help answer how much material the course should have
added or removed from it. One of the students said they thought “it provided a strong,
informative basis to those being introduced to editing for the first time.” This statement
reflected that half of the students believed they learned more than anticipated, and the

other half learned a few new things, as shown in Figure 21.

Which of these best describes your feelings about The Editing Process?
4 responses

@ | didn't learn anything

@ | already knew most of what was taught
| learned a few new things

@ | learned more than | anticipated

Figure 2.21. Survey—How Much Did You Learn?

An essential question for those taking the training was their comfort level with the
material before and after completing it. For The Editing Process, the comfort level of
some who took the training shifted backwards because they started to learn what they
did not know (as shown in Figure 23). This question gave valuable information, as some
employees may not even be aware of what they are expected to know (which happens

in many kinds of training, not just in editing).
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What was your comfort level with editing before taking the training course: The Editing Process?
4 responses

1.00 1 1 1 1

(25%) (25%) (25%) (25%)

0.75

0.50

0.25

0(0%)  0(0%)  0(0%)  0(0%) 0 (0%) 0 (0%)
0.00
1 2 3 4 5 6 7 8 9 10

Figure 2.22. Survey—Comfort Levels Before

What is your comfort level with editing after taking the training course: The Editing Process?
4 responses

z 2

(50%)

1 1
(25%) (25%)

0 (0%) 0 (0%) 0 (0%) 0 (0%) 0 (0%) 0 (0%)

0 (0%)

1 2 3 4 5 6 7 8 9

10

Figure 2.23. Survey—Comfort Levels After

Link employees had different responses when asked what they learned from The
Editing Process. A typical reply was, “It was more complicated than | thought. | learned

that there are three main types of editing.” While creating the course, | overestimated the

amount students would have been aware of or would have previously learned. When

asked how much they felt they knew going into the training, one employee stated that

much of it was new; they did not know “The whole process overall since | am a

When creating this training in the future | will explain that it is okay to not know of some

novice.”

topics and terms as some employees may fear being judged or be embarrassed for

being unaware.
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Was the material easy to understand?
4 responses

® Yes
@® Most of it
Some of it

® No

Figure 2.24. Survey—Were Materials Easy to Understand?

When administrating training, it is helpful to ask questions to learn what is
sticking with those who are receiving the training. Another employee discussed certain
things they did not know, such as, “I learned a little more about using hyphens, en- and

em-dashes,” and “The biases nuanced by certain language.”

Another important enquiry was how much the employees had looked at the
provided resources since taking The Editing Course. While some were provided directly
in the course, most were provided outside of it in altered or unaltered formats. In this
case, it is still unclear if having the documents in many places is helpful for training, but
the employees appreciate it, so BCITSA will continue to provide it. It is also important to
note that it is much less important for some employees to look at the Link Style Guide or
other editing documents because these may do not relate directly to their jobs. While it
could be helpful to them in the future, it is not something they would look back on

regularly for their work for Link magazine.
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Have you looked at the Link Style Guide since August?
4 responses

® Yes
@® No

Figure 2.25. Survey—Style Guide

Have you looked at any of the provided editing documents (style guide, pamphlet, etc.) since taking
The Editing Process?

4 responses

@ Yes
® No

Figure 2.26. Survey—Documents Provided

Implemented Changes

To gather feedback, | surveyed the Link employees and met with them one-on-
one to discuss the training they had received. One of the Link employees mentioned
during a one-on-one meeting that the online training course could have more step-by-
step guides. Another employee suggested the same thing on the online survey: "Maybe
more step-by-step guides? | enjoy that sort of format personally." Adding step-by-step
guides would be helpful and will be considered when the new version of the training
course is created. | will also consider this for the student contributors. Eventually, once

the blog is created for the BCITSA employees, | will create some helpful step-by-step
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documents. That way, the step-by-step guides can be helpful for the internal students

and anyone within the external BCIT community.

Exercises to test employees’ knowledge were also mentioned, and | would
implement them, but businesses must be aware of employees' time. Sometimes
businesses will get suggestions they will have difficulty implementing. Easier changes
suggested are creating a comprehensive overview at the start of each module for the

rest.

Another change will eventually be creating a more comprehensive list of
resources for the employees who wish to learn more, which every training program
should have. "Maybe add resources on editing (such as ex-Wall Street Journal editor
Shani Raja's editing courses) and communicating feedback (such as Nonviolent
Communication and The Communication Book: 44 Ideas for Better Conversations Every
Day)". It is great to hear from employees about what resources have helped them so

businesses can share these with their coworkers.

| anticipate eventually creating more downloadable resources throughout the
training for the employees to use. At the BCITSA, this is happening slowly, as the
capacity for training in any given workplace differs at various times of the year. The
important thing is to ensure there are training options created and that the business is
allowing the time to for employees to take them, even if the courses are not perfect.

Changes can always come when a business has the time.

For the Link contributors, | noticed that they would email me questions in the
training guide | had given them at the start of the year. Therefore, | took the most crucial
information and created a pamphlet, which | printed out to distribute throughout 2022.
The challenge with pamphlets is that they will have to be updated, but at least that is a

straightforward amendment.
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Communication &
Deadlines
The foundation of a publication like K‘?

SHALEETA

Link is communication.

Meetings

You should have a 1-1 meeting with the
Publications Coordinator each issue. If you
need to discuss an article or have an extra
conversation, please send an email 1o

mharris@bcitsa.ca 1o request a meeting.

Deadlines

For a periodical like Link, deadlines are
integral to our success. Two common
questions are “how strict are deadlines?” and
“why do the deadlines matter?” Well, the
answer to the first is—very strict. Think of all .
of the deadlines as a line of dominoes. As long ContaCt & Contrl bUtel
as every piece is placed in the right spot,
everything will go smoothly. If one piece is
placed incorrectly, all of them fall. If we
receive a single article late, our design team

can’t do the layout, and we can’t go to print.

Visit Us
Fall Term 2022

BCITSA

Figure 2.27. Pamphlet—Page 1
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Your Self-Editing lllustrations &
Checklist Photography Timeline

Please reach out to mharris @bcitsa.ca if you would Fall Issue
like 10 be considered for one of these options. We
cannot guarantee to fit everyone in each issue,

Winter Issue

o = -
Photography for Interviews

MicroLink

Would you like to record a segment for our
Podcast, or submit your own episode? Reach out 1o
mharris@bcitsa.ca to chat, or speak directly with
our MicroLink host by emailing
tyakovleva@bcitsa.ca

Figure 2.28. Pamphlet—Page 2

Creation of Business Writing Training

The idea of a blog was brought to the Marketing and Communications team at
the BCITSA when the publishing department decided to stop publishing an internal
information magazine. This new form of communication would benefit employees
internally but also serve to give information to BCIT students. The idea that the blog
could be used as a tool to be continuously publish to the community, with oversite from
the Marketing and Communications team, was exciting for many teams throughout the
organization. The problem was not the blog set-up but ensuring teams had the proper

training to feel confident to write and post their blogs publicly.

Created an implementing training on how to submit, edit, and write the blog in a
professional way may give employees enough confidence to give it a go. Business
writing is used in a professional setting and conveys relevant information that is clear

and concise, easy to follow, and grammatical (CFI Team 2022). It can be categorized

39



into four different types. Instructional writing is clear and concise and directs the reader
through a task. Mastery of this form is important for many teams within a business,
especially support teams. Informational business writing allows for short form and notes,
is usually the core function of plans and outlines, and can be used for meeting minutes,
financial statements, and reports. Transactional business writing is communication, such

as emails, forms, and invoices. These need to be clear, concise, and professional.

Finally, persuasive writing “impresses the reader and influences their decisions”
(CFIl Team 2022). This type of writing is usually found in marketing, sales, bulk
marketing emails, blogs, press releases, and newsletters. It was the form | used in my
training documents and courses, whose primary purpose was to help employees of the
BCITSA create and post blogs, both internally and externally. The team at the BCITSA
that will mainly use this training is the Marketing and Communication team, as they will

be editing and approving blogs written within the organization.

Some of the primary concepts added to the generation of business writing
training were to help writers clearly express their purpose and opinions. One of the
principles of good business writing is conveying accurate and relevant information (CFlI
Team 2022), which should be a primary goal for any employee writing for the blog. The
information they are communicating should be valuable and consistently accurate. This

blog is value-added for both internal employees and BCIT students.

This training discussed making things easier for the second set of eyes by
reading and revising themselves. Correcting small items such as spelling, grammar, and

sentence structure can be integral for creating a smooth posting process.

The employees using the blog and taking this training are also the group with the
highest capacity for in-person learning, as they are long-term permanent employees at
the BCITSA. After discussion, a thirty-minute, in-person training was decided upon,

using the blog training packet created as a supplemental document.

Training Implementation Business Writing Training

A blog is a new tool that the BCITSA employees can use to share information

internally and externally. A new guide needed to be created by the Marketing and
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Communications team. Creating this training was a task | took on during my work

placement.

f.@- LEARNING PACKET

Figure 2.29. Blog Packet—Front Page
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Table of Contents
The BCITSA Brand Vaice &5
How Long Should Your Blog Be? 6-7
Formatting Your Blog Post 8-10
What Are Keywords and SEO? n-1z
Categories and Tags 13
Metadata 1%
Citing and Linking 15-16
Creative Commons 17
Creating your Headline/Title 8
Editing 19
How To Submit Your Blog 20
Working With Your Editor 21
Resources 22

Figure 2.30. Blog Packet—Table of Contents

Although there was not much previous documentation, | was able to have
meetings with the entire Marketing and Communications team, where they discussed
what they would like employees of the BCITSA to learn about the creation of the blog.
The guide was created entirely from scratch with the idea that employees would need to

learn how to create a blog, self-edit that blog, and submit that blog properly. Because the
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employees at the BCITSA have been given no editing training, anything significant would
have to be included so they would understand the importance of self-editing and working
with their editor. Two editors would work with all the blogs, in this case, so only the

basics were needed.

How to work with their editor properly was one of the most important pieces of
information that needed to be shared with those writing the blogs, as shown in Figure 31.
Working with an editor will also be communicated more in-depth during the thirty-minute
training session. Other vital sections included letting the employees know how to write

their blogs and how to implement important SEO and photographs into them.

How To Work With Your Editor

Once you post your blog, your lovely publications editors will edit all your hard work! Your editor
promises to be kind and respectful while editing your blog and may give constructive feedback

They will keep your work's integrity and voice while ensuring it matches the BCITSA tone and that
it is best optimized for our blog. Once they have edited your blog, they will send you your blog
back to you. Once you give the thumbs up, Marketing can post it on the blog website!

If you feel uncomfortable providing the thumbs up based on the edits you receive, do not
hesitate to contact publications@bcitsa.ca. Your editor will be happy to work with you to develop
a satisfactory blog for everyone!

The Marketing and Communications team is so happy to work with you on this project, and we are
excited that everyone will get to share their knowledge. During the editing and posting process, we
ask for patience and kindness so that the BCITSA blog can be as amazing as we know it can be!

Figure 2.31. Blog Packet—Working with Editors
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It was also imperative for the BCITSA employees to know how to submit their
blogs correctly. The blog document that was created could serve well both onscreen and

printed.

o Submit Your Blog
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Department - The department you are writing for.

Ewait * Project name is for internal use only.
Use gasy descriplons so that we can
find your post later (without having
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Three suggested titles. Make these

Sugesied Title 1 fun and use keywords!

Suggesied Title 2 *
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Plagss nciude information sooul sech rmage, mciuding whees £ camae foom, wial iy in Imag{\S .nclud.ng ah fext, and

11 ETIGHH (B0 o L) CTEd0e WE bl 07 BCCRIDNNY ]|, B0 YOUF BUQGIbed Capticn: where the image came from
lincluding permissions),

Vil Uipiocadt *

Figng et LEVDIC WOUR 40K DO CTRCn W0 InCiLte CRENY, s, 30 reberener) il B Use word or Google Docs to upload
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~ all citations. links, and references
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Catwgeries * If you have questions about where
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us know in the notes section

Taga *
Treese wte rmiportacd el arid wif sl studels o knoa whal pour post o sbot Choose as many or as little relevant
Ensurw that T 0res you Choose ane Eruly relevant 10 T cortent, and if you fave any tags as you wveould like.
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Ky, * Keywords help our marketing team
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optimization). Any words in your
blog that someone would search on
Google to find your blogs
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information should go here!
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Figure 2.32. Blog Packet—Submissions
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Training Feedback: Higher-ups and Co-workers

Following a meeting with the Marketing and Communications team, | was
instructed to turn the training packet into a proper thirty-minute training course that |
would teach. This short course would be presented in person or on Microsoft Teams, the
online video-calling application of choice at the BCITSA. The Director of the Marketing
and Communications team felt this would be the easiest way to engage the employees
in creating the blog. Any employee who took the training course would use the document

designed to reference what they learned.

The course was titled Blog Lunch and Learn, as that is a format that employees
are knowledgeable about at the BCITSA. The employees learn about something online
while eating their lunch in this format. Eating would be less practical in a classroom or
boardroom setting but would follow a similar structure of a quick lesson with some

interaction and questions.

Blog Lunch
& Learn

Presented by
The Publication Team

Figure 2.33. Blog Lunch and Learn—Title Page

| simplified pages from the blog packet for the screen so that BCITSA employees could

easily discuss them, and then could use the supplemental document to learn more.
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Keywords
& SEO

What is On-Page Search Engine Optimization (SEOQ)

Title Tags - Headings Keywords - Internal Links
Improve search rankings & optimize elements of your
blog

High

aBcIT

Low # of Keywords High

Figure 2.34. Blog Lunch and Learn—Keywords and SEO
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What Are Keywords And SEO?

What is On-Page Search Engine Optimization (SEO)

Title tags, headings keywords, and internal links help improve search rankings and optimize
elerments of your bleg, All of these things help with on-page SEQ, making it easier for search
engines to grab hold of when telling people and the internet about your blog.

What Are Keywords?

Good keywords are essential parts of SEO and are helpful to drive readers to your blog.

For example, the keyword "student” will be too competitive for a blog you are using to drive traffic
to the blog site. Narrowing keywords down can help a lot. Better keywords could be “BCIT
student” or “Burnaby students.” Long-tail keywords can also help a lot with this and are usually
around 4-5+ words. They are more specific, and while they have less search valume, people
locking for that particular thing will find you first instead of last.

High

Short tall careey sarvices

Middle: tad: career services for business shadents

DLNOA YIUESS

Long tal: career servioes for business students at BCIT

Low # of Keywords High

Figure 2.35. Blog Packet—Keywords and SEO

In the Blog Lunch and Learn, | was able to add instruction that would fit better
into a classroom setting, such as creating an outline or discussing writing in an active

voice. These pieces can be interactive in an in-person teaching space that you may not
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be able to explain as quickly and efficiently in an entirely written format such as a

document or even on a self-guided online course.

Create an Outline

Title

Section 1

Section 2

Section 3

Section 4

Research links

L — Title ideas

7
/—"' Group ideas into sections and headers

&
Organize the info into different sections to
create a detailed outline,
Once you have your outline, you can fill in the
blanks, using the outline as a guide.

& Research links

Figure 2.36. Blog Lunch and Learn—Outlines
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Write in Active Voice

(subject + active verb + object)

“A new fish was
bought by me.”

“I bought a
new fish."

Figure 2.37. Blog Lunch and Learn—Active Voice

Part of the training feedback included adding further explanation in-person about
the proper submission of the blog, as it must be done correctly to make things easier for
the editor and the entire Marketing and Communications team. Training can make
administrators’ and managers’ lives easier and discussing these steps that can be added

to training helps add buy-in for managers.
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Submitting Your Blog

Any words in your blog that
someone would search on
ot our blog 9031 o cther woeds Google to find your blog's

Keywords
Ay WONCH Ehad yOu think peop &
and deds that are related o wt 1] 4 & A b 5

information should go here!

Suggested Post Date ©
Fiease allow tw o moee wreks 10 e and If your blog coincides with a

* 4 — holiday or event, let us know in
the notes. We will still need at
least two weeks

Nobes

After editing, Marcom will send you your blog
back to you. Send a thumbs up to post!

If you feel uncomfortable providing the
thumbs up based on the edits you receive, do
not hesitate to contact publications@bcitsa.ca.

Figure 2.38. Blog Lunch and Learn—Submissions

Implemented Changes (Feedback Matters)

After the first Blog Lunch and Learn with the Marketing and Communications
team, | implemented some changes. | added some cautions about where employees
should do research while writing blog posts and explained the issues regarding
untrustworthy websites after suggesting that some individuals may not check their

internal “bull” meter when researching for their writing.

In the meeting to discuss change, the team decided that adding more information
about image alt text, an accessibility tool, would help those writing blogs know more
about its importance. These in-person courses are a great place to get feedback about
how the training is implemented, and anyone attending may have some great
suggestions on creating better training options. In this instance, there was some back
and forth about how much personality and perspective an individual should add to a
blog. One employee thought it should be footnote-sized rather than the entire document,
especially when creating a how-to-style blog post. Another thought that adding
personality made the blog much more enjoyable. The team agreed that these are

conversations all training groups should have because they also add a bit to the
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“Choosing Your Post Type” section. Different types of blogs should have different levels
of personality added. | would not have thought of this on my own if | had not done a trial

run of the training and then asked for feedback.

Conclusion and Decisions

The feedback from the Marketing and Communications team on the updated
training course was positive. For this training, as it is for long-term employees, there will

be more test presentations and reviews before launching the blog.

The feedback from both the BCITSA and Link employees and contributors is
ongoing. After the first version of The Editing Process online training had been
implemented, HR discussed using the program to create and implement more training
opportunities throughout the BCITSA. To help expedite this, | trained the HR team on the

programs used to develop The Editing Process (Articulate 360 and Litmos).

Gaining this level of support from management is essential as these types of skill
training should be further implemented throughout the BCITSA. | would like to see the
BCITSA employees have access to a different version of The Editing Process to help
them learn how to edit their internal documents and day-to-day professional

communications.

Giving more advanced editing training to permanent full-time employees could
help with principal documents and even minor details such as emails. Burgess, Jackson,
and Edwards explain in “Email Training Significantly Reduces Email Defects” that
organizations are now becoming aware of email use (and other) problems, and BCITSA
is no different. The quality of emails needs to be heightened by grammar and
professionalism. There is effectiveness in training, which can significantly reduce some
of the email defects and even improve how employees write emails. Grammar training
helps with this. Even the most educated employees can have knowledge gaps in
expressing themselves through different mediums.

In the same article, Burgess, Jackson, and Edwards share the quote, “Research
has shown that more than 65% of all email messages fail to give the recipients enough
information to act upon, and ambiguous poorly written email can lead to

misunderstandings that can cause tension within the workplace (Frazee, 1996)”
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(Burgess, Jackson, and Edwards 2005). Something like this could be helped with
specific training on how to write and edit emails to support the effectiveness of the

information being shared.

Another important piece | hope to create for the BCITSA is training the
employees on how to use systems like Grammarly properly so that they can use these
types of tools without introducing more mistakes into their writing. Giving employees
tools they can use is very important, but if they lack the know-how, the employees can

misuse these tools and introduce more problems than solutions.
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Chapter 3. WHY

Training Benefits: Long-term Learning

After exploring the various editing training options at the BCITSA, | have
discovered that distinct types of training work for unique groups of employees throughout
the organization. Long-term employees value longer forms of training, and shorter-term
employees appreciate quick and efficient training options that do not take up too much of
their time. The longer training options are only desired by employees who can get paid

for the training and see it benefit their everyday work.

For the first training option, we focused on Link magazine contributors who work
with Link magazine while in school at BCIT and get paid for submitted work. Any training
these students do with the BCITSA is unpaid and, therefore, cannot be mandatory. The
best options for these employees were bite-sized training options in the form of
pamphlets and short documents that gave them important information, which helped

keep these students engaged.

The second training option was for Link employees, who work, on average, ten
hours per week and get paid hourly. They used part of their paid hours for the online
training, The Editing Process. Although they said it was the correct length, they would
have preferred more exercises, more step-by-step guides, and more options for
downloaded documents that had the training in easy-to-read segments. These
employees are in a transitional role while in school, typically staying in the position for up
to two years. They are using their positions as a learning experience, and it makes
sense that they would want to add to their development as much as possible. The
publications team will look to implement more training options throughout the year and
tighten the first mandatory training the employees take at the beginning of the year to
better go through the basics. These employees looking to further their careers are

typically the ones most interested in available training options.

The third training option is for the BCITSA employees who are learning to edit
and create blogs to further their continuing careers. These employees are busy with their
jobs and prefer having reference documents and in-person learning to ask questions as

they think of them instead of having to email or set meetings that would conflict with their
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busy schedules. BCITSA employees tended to want short training sessions to help with
their jobs and elevate their status at the student association. The training we offered
them would do that and make their jobs easier by assisting them in learning to edit their
work. An essential part of their training was helping them understand the systems so
they could quickly and properly submit their blogs. | found discrepancies between these
employees that varied from one to the next. Some employees wanted to do lots of
training, while some with the busiest schedules did not want to be bothered. For these
long-term employees, it is best to implement training from the top down if it is integral, so
that it becomes a part of the business culture. This way, training does not take away
from the job but adds to it.

Extended Learning Benefits for Students and Employees

Available training can help expand skills and increase good work habits and habit
change. These habit changes are primarily self-regulated, but with buy-in from
management and a business putting this kind of self-betterment in their mandates,
businesses can help employees by implementing internal company training. Training
should include self-regulation resources, as when these options are low, employees are
likely to succumb to bad habits (Russell et al. 2021). Self-regulation is also an essential
part of editing work. These helpful self-regulation tips must be implemented for the blog

and contributors as there is much less external regulation.
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Edit Your Blog

Check for

* Common mistakes (double words, run-on sentences,
grammar, spelling)

Spell-check (but do not blindly accept)
* That you have cited your work

» That your links work

* People's names and titles are correct

e Jargon

Figure 3.1. Blog Lunch and Learn—Editing

The training implemented for the Link employees helped the employees become
more interested in training. One of the employees at Link magazine hopes to be more
involved in the training process. To include the student employee, they will work with the
Marketing and Communications team to help present the thirty-minute blog training. The
student employee will focus on the editing training as part of their education in editing
training, with any assistance needed available during the presentation. They will start
with the one slide created for editing (Figure 39) and expand on that to create the best

training experience for those employees.

"How Training at Work Influences Employees' Job Satisfaction: Roles of Affective
Commitment and Job Performance" explains how organizations must upgrade their
employees' skills through training, and states that it has been shown through studies that
training has a positive effect on employees' satisfaction, commitment to the business,

and job performance.

Having a student assist with training will help them understand the editing better
and follow Link magazine's mandate to create a learning experience. This student has

expressed interest in teaching as a career and helping them expand on their sKkills in
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their preferred area is also an essential part of the training options that a business can

offer.

Internal Communication Benefits (Employee Satisfaction)

When working with short-term and long-term employees, the benefits of internal
training relate to how the employees feel about and after training and how operations
change internally (anything not seen by external factors). Training can be essential to job
satisfaction, and "Trained employees are found to be more satisfied than untrained”
(Nauman et al. 2020).

Job satisfaction is separate from just enjoying a job. "Job satisfaction reduces the
incidence of absenteeism, accidents, and turnover and increases productivity,
motivation, and mental and physical health" (Nauman et al. 2020). Training opportunities
not only help employees develop their knowledge and skills but also build their
organizational commitment. Commitment to a business continues after someone leaves
for other opportunities. Job satisfaction helps bring other good employees to the job
board.

Employees are a vital resource to any business, and training should be
implemented to help with skills that employees may need now and in the future (Nauman
et al. 2020). Editing training is an important part of this, and at BCITSA, three different
groups of employees needed that training to help internal and external communications

run smoothly.

Internally, it is best to recognize employees' efforts when they participate in
training because the training outcomes may differ. As Morris explains in "Why Do We
Bother to Copy-Edit?," copyediting should be invisible to the reader. Sometimes, the
effects of the training can be invisible, especially if management is not looking for
specific changes. This can be true for copyediting and self-editing through all forms. The
fact that editing can be invisible is why instructors in school settings tend to ask for
drafts. While at Link magazine, it is easier to see that the editing training is working, as
management can receive drafts. However, it will be harder to view BCITSA employees in

their daily work as this is something that an editor or manager is not receiving.
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To help with employee satisfaction, reward or acknowledge employees for
participating in the training. Findings in "How Training at Work Influences Employees'
Job Satisfaction: Roles of Affective Commitment and Job Performance" suggest that
training employees can enhance their performance and is vital to creating a motivated,

satisfied, effective workplace and employees. Employees must want to be trained.

External Communication Benefits

Many external communication benefits can come with proper editing training. For
the greater public, social media, like Facebook, are full of things like “fake news” (Benton
2016). However, with proper editing and communication, people can believe that a

business is truthful and trustworthy.

There are also important documents that can benefit from proper editing.
Whether a business uses in-house copyediting, which can be done with the proper
training, or external copyediting, which is expensive it is beneficial for businesses to

have their documents adequately edited.

Appropriate content and line editing should be outsourced on essential
documents, but well-trained internal employees can do copyediting as relying on expert
copyeditors is expensive. It is essential to recognize that copyediting removes mistakes
that those outside the organization may notice if it is done poorly. However, having the
wrong information due to poor content editing is much worse for a business. Creating
truthful and easy-to-understand documents free of spelling and grammar mistakes

should be the goal when training and hiring editors.

Conclusion: Which Training and Editors Would Work Best?

This report aimed to provide a basis for training options that businesses could
use to train employees better to understand the four main steps of the editing process

and edit their own work.

The case study with BCITSA helped gain an understanding that groups of
employees accept different levels of training. Transitional employees will accept the

most training, while short-term workers will not accept as much training for their
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contracted jobs. Offering training options that best fit each employee is the most

beneficial option.

My recommendations for the BCITSA include developing more internal training
options to develop editing and writing skills for both transitional and full-time employees.
These training options should be effective for their current and future work. Creating
task-oriented training that helps employees build new abilities can enhance the business
and the employee’s work lives. Expecting employees to retain editing lessons from

childhood is an oversight that the workplace should not fall into.

While developing training options, | overestimated how much student employees
would know about editing, leaving students wanting more basic step-by-step training
options. Part of creating training options is helping employees cultivate an awareness of
what they do not know. If done in a respectful and nonconfrontational way, businesses
can help raise consciousness of informational gaps. Starting with basics will help
businesses learn the gaps for each employee; then they can offer more formal training if
they have the funds to do so. Not offering these training options may affect the business
and lead to unhappy employees, reduced productivity, increased staff turnover, and

increased business expenses.

Training is a necessary step to take to not only help retain employees and
increase satisfaction within the workplace but to create clear internal and external
communication. Once training steps have been taken, businesses can make better
decisions about when to leave the editing to their employees and when to hire a

professional editor.
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