COLLINS ERGLISH LIBRARY

Guide to Writers

¥ho is it for?

You will be writing a book for people who are
learning English as a foreign language.

Language—-learners spend a great deal of their
time on units the size of a sentence or less. They
spend a lot of time relating words to each other
within the sentence, but often they have little
chance to pick up the habit of relating sentences
to each other.

We aim to provide them with nothing less than a
good read. Language-learners can achieve a
wonderful sense of accomplishment by finding they
can pick up a normal reading speed, and keep going
without constant breakdown. There is great pleasure
to be had from reading a text in a second language,
and realising at the end of it that you have
understood the ideas, and followed the happenings,
and become involved with the characters - all
without having to concentrate on the language
itself.

These books are meant to be read for pleasure,
and not under the eye of a teacher. They do not set
out to teach vocabulary or grammar. They are
certainly not meant to be used as exam material.
When people know they are going to be examined on
what they have read, their reading speed slows up
considerably, and their purpose becomes one of
trying to guess the questions they are going to be
asked. With this in mind, they try to take in and
memorise absolutely everything, both the important
and the trivial. In short, by picking through word
by word, they lose all sense of reading fluently.

We take care to avoid anything in the nature of
exercises or comprehension questions at the end of
the books. We normally include a word-game or
puzzle, but this is purely for fun, and readers can
please themselves whether they bother with these or
not. To make quite sure that teachers can't treat
these puzzles as materials for classroom tests, we
print the answers too.

Grading

There is not much pleasure to be had from a text
when you are constantly having to stop because of
language problems. For this reason, we take great
care to match the books to the abilities

of readers.
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Each book is written at one of six different
levels, corresponding roughly to years of learning
English. Each level has its own set of STRUCTURES,
and its own list of WORDS. When you write at any
chosen level, you will use the words and structures
that are available at that level.

The structures at each level are the result of
analysing a number of courses for people learning
English. In Collins English Library, these
structures are fed into the grading system in the
order in which they are commonly taught.

No single method proved good enough when it came
to selecting items for the Wordlist. We compared
variocus frequency counts, and amalgated them all
into a rank order that gave the highest possible
level of agreement between them. The reliability of
word-counts is pretty good for the first thousand
words or so, but beyond that they become less and
less useful.

So we took into account range - that is, the
number of different contexts where you would come
across a particular word (eg novels, newspapers,
broadcasts, history-books, magazines). A word with
a wide range should obviously be made available
early.

Spoken forms don't usually feature highly in
print, but story-telling needs plenty of words for
dialogue, so we imported a good supply of these (eg
oh, well, ha ha, hi there, ow).

Because of the popularity of crime-and-action
plots, we've also made sure that even the early
levels have a handy supply of words like gun,
police, shoot, and hide.

Finally, the Vordlist had to have one unusual
property - it had to serve as an Explaining
Vocabulary. That is to say, it has to contain
words that are needed for explaining words outside
the Wordlist. Vith this property built in, the
Wordlist is no longer a straitjacket. It's not
possible to write a sensible account of Madame
Tussaud's, for example, without the word wax.

And wax is not in the Wordlist. But the vocabulary
of the Wordlist allows you to explain the word wax
and then go on using it in your text.

After ten years of publishing Collins English
Library books, and with over a hundred titles
behind us, we decided to take stock. And in 1990 we
combed through the wordlist again and updated it.
During the previous ten years, some words (eg air-
hostess) had faded away, and others (eg computer)
had leapt to high frequency.
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we were also allowed access to the huge irequency
jists oI LUBUILD (Collins and Birmingham University
International Language Database). [his store o1 2V
million words in daily use (with another 20U million
irom more specialised texts,) was compiled ror
Ccollins CURBUILD Bnglish Language DLictionary. (ross-
checking our CEL wordlist against the COBUILD data-

base produced the 1inal touches to the update.

You'll Tind abbreviations such as #Mrs, Rd, and
eg in their normal alphabetic place in the Word-
list. You'll also find prefixes such as un—, anti-,
and pre-, as well as suifixes such as -able, -less,
and —-wards. With these, you can build extensions on
to basic words so as to produce 1orms such as unkind,
anti-pritish, pre—war, eatable, useless, and homewards.

Whenever there may be doubt about which function
01T a word is intended, the wordlist will add one of

tour indicators:

N (=noun, eg cat, Justice, rice

V (=verb) eg begin, weep, mend
ADJ (=adjective, eg blue, wonderrul, hot
ADV (=adv,) eg happily, badly, easily

Ihese can help to distinguish such word-pairs as:

well ADV (eg Didn't we do well?)
well N (eg They got water from the well.)

Or:

light ADJ (eg It was a light colour.)
light V (eg Light the fire.)

There is a wordlist for each different reading
level, and each list contains ALL the words
available at that level. So, for example, the Level 3
list includes all words available at levels 1, 2,
and 3.
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YOUR TYPESCRIPT
Fage—format

We ask that you type out your script in the page-
format it will have in the finished book:

ALL LEVELS: 47 characters per line
LEVELS 1, 2, & 3: 32 lines per page
LEVELS 4, 5, & ©: 35 lines per page

You will find that this helps you as much as it
helps us, because it does away with the need to
count words.

Please use one side only of A4 paper. Leave as
much space between lines as you can.

Use double quotes for dialogue. Single quotes are
indistinguishable from apostrophes and other uses.

There is no need to right-justify your script so
that the right-hand side of the text is all lined
up. (Only word-processors can do it anyway.> That
is taken care of by the printers.

Your typescript will probably be photocopied, and
the result will be in black and white only. So
don't make distinctions that rely on different
coloured inks. And remember that anything written
faintly in pencil may not copy at all.

How many pages?

Every CEL book devotes some of its pages to
illustrations. These can be especially useful for
showing the meanings of unfamiliar words. They can
be used to suggest atmosphere. And they can break
up the monotony of pages of unrelieved print.

Although it's true that in general the lowest
levels use the most illustrations, there are no
hard-and-fast rules about precisely how many pages
are available for your text.

To give you a better guide, we have made an
analysis of the last hundred CEL books, to see what
proportions have actually been used.

T g o U i)
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This table shows the target-ranges for numbers of
text-pages at different levels. Notice that text
includes the word-puzzle (which may use up to four
pages):

Total of ALL available Pages available for
pages (ie text plus text only (including
illustrations) word-puzzle)
Level 1 28 14 - 23
Level 2 44 31 - 35
Levels 3 & 4 60 48 - 54
76 61 - 69
Level 5 60 48 - 54
76 61 = 69
92 74 - 83
108 86 - 97
Level © 60 51 - 57
76 65 - 72
92 78 - 87
108 92 - 103

When you've decided omn a level, go to the right-
hand column and choose a target-range for pages of
text.

Number the pages consecutively from start to
finish.

Chapters

Don't start the page—numbering afresh with each new
chapter.

You will need to head each chapter by a number Or
a title. Allot this amount of space for the chapter
heading:

Levels 1, 2, & 3: 7 lines

Levels 4, 5, & 6: 10 lines
Position your chapter heading somewhere in the
middle of this space: the designers will do the

rest. This applies whether your chapter begins at
the top of the page Or somewhere in the middle.




