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[bookmark: _Toc39551265]A bit of preamble	

Why on earth do you want to become a beta reader? 
The first question might be What’s in it for me? This is a fair comment as you are going to spend time on a task that might be alien. Authors are rarely wealthy; maybe only the top 5% make the type of money associated with Harry Potter or Star Wars. Perhaps 15% do very well but turning writing into wealth is not so common. 
Fiction versus non-fiction
Writing fiction is one thing, but non fiction is a whole new category and most writer / authors don’t write for money but for personal satisfaction. A writer might produce a manuscript; an author is a writer who has his or her work published. Fiction of course is made up stories that may or may not have truth, accuracy or be based on facts.  Non-fiction takes the opposite position and should ideally be current. 
The work should mean something to you as the beta-reader. You want to do this or have a vested interest in the subject matter. You know the author personally (most likely). Being involved might be sufficient motivation. Developing a new skill perhaps might be your motivation?
Being the first to read something is exciting especially if the book takes many months to reach the sales platform. You will be provided with an acknowledgement; your name will be in print in the book. A free version is provided, more personal collaboration if you are asked to write the Foreword, and subsequent copies can be purchased at a lower price than the retail sales price. The e-books often come out before the printed version and so there can be a time lag. Having said this, I now look to order a pre-published copy and make my amendments and launch from a bound copy as this helps me check page numbers and formatting as I do all the formatting myself.
Become part of a unique club ‘Hi-Star’. 
[image: ]As someone signed up to my mailing list you can see any new materials being offered, or you may want to beta read another book. You can also cite your contribution in your Continuous Professional Development profile. Busypencilcase Communications Ltd will provide a certificate after the work has been completed as this is part of a professional’s capacity to stay up to date. Just ask if this is something you would find helpful.  Hi-Star contributors follow the author and open up articles and materials or are valued existing reviewers

Find your own words in print 
[image: ]Nothing is more satisfying than seeing your own words in print. It is important to respond with something that can be quoted, in part or whole. This is used as part of the blurb or promotional advertising. If you are uncomfortable then please make sure you say this at the outset. Publishing is a fickle market place and we need to boost our product as much as we can. The product being the book, the message and the story.
You will be asked to provide an Amazon review and rate the book after production and have received your copy. This is not a condition but a hope that you will feel promoting the book helpful. This guide will help you in your endeavours. 
The back cover shows three reviewers, but you will be used on Amazon’s pages as well and on other forms of publicity. The box and text below represent a book on Hallux Valgus published in 2019. Two beta-readers were used in publicity.
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Thanks for participating, David



[bookmark: _Toc39551266]What is a beta reader?

Copy Editing & Proof Reading
Unless you have been asked to take on the role as a beta reader, you are not acting as a copy editor or even proof reader. Of course you participate in both activities and one reviewer, who was used to looking over academic work, provided tracked comments against the text section found in Word under REVIEW (as shown). This will be repeated again on page 10
[image: ]

The copy editor is a professional who does the job of polishing the manuscript for a living and produces guaranteed work set to a deadline for financial payment. They will most likely be a published author. They will check facts, alter words to improve sentence balance and change structural layout. This is all part of their role. Proof reading is usually undertaken simultaneously but can be a separate action. 
And so while a beta reader does perform similar tasks to the copy editor and proof reader, you are not being asked to correct English or make literary changes unless you wish to. You could look at the task as though you were market testing written prose. Do the lyrics match the melody? Page 11 and Five Steps to Critique may assist you further.
Draft
The manuscript that you receive is a work in progress and is not complete. The word not is underlined because as a writer I make mistakes and do not write a perfect manuscript. However, I will have removed a fair proportion of material that would be unlikely to reach the final draft. You can add more brush strokes to give it colour and dimension. Drafts are often raw and may appear unrefined because they contain the first workings of a person’s mind. Leave a piece of bread out and it will grow mould. Under the right conditions the mould may be the penicillin of life, so a draft will develop a growth because when it is read for a second time, mistakes are easier to identify. This is the writer’s secret and so with any delay the reviewer and writer have an opportunity to improve. Some drafts will already have gone through this penicillin process as most writers won’t let anyone handle a draft manuscript until they feel it is near to the finished but not polished point in manufacture. So draft is not polished and final polish is done at the copy editor stage. More about that in a moment.
Timescale
[image: ]The main obligation is timescale. If you cannot get around to finishing a beta-review, then it is better to say so because the production of a book may well be delayed. The advised time scale will be provided. If the deadline is missed and a reminder ignored the author will move on. This is not personal, just good business. Most writers do not mind you asking for longer but just say so. As a rule I would not ask anyone to return a copy earlier than 4 weeks although I have had beta readers turn work around fast but this is not essential.

Accuracy
The content does need to be accurate and a beta-reader is chosen to ensure ambiguity or plain confusion does not jump out of the page. Is the explanation clear and accurate in what it intends to convey? It may be that you do not completely agree or see where the writer is going and so when looking at several reviews, if more than one person spots a glaring error, then this validates the point. It is best to mention something at the beta-reading stage so that the writer can re-script. This is what a good writer cum author must do.
It may surprise you that everyone has a book in their ability but most people can write one manuscript but it never sees the light of day. This happens for a good reason. Embarrassment in sharing. Once you overcome this hurdle and accept useful critique then the next hurdle is much easier.


Responses from a beta-reader
This was a person who had agreed to review written material as a lay reader when reviewing non-fictional work. There IS no financial remuneration and there ARE no legal obligations, but there is a certain etiquette to decline if you feel unable to perform the task. The other obligation is to be honest in your appraisal. 
This comes from a trusted beta reader…
I feel very honoured that you trusted me with your latest literary baby
These are responses that are helpful as they touch on both diplomacy and effective critique. There is an important message given to all writers, ‘show don’t tell.’ 
These comments SHOW…
‘I’m going to be frank – because I don’t know any other way to be!’
‘I am acutely aware that writing styles need to vary because not everyone needs or wants to consume content or indeed learn in the same way. So what follows are just my observations as a reader of one certain type.’
‘Personally I would love to see more sub headings. There were sections that were titled as being about x, I started off reading about x and part way down you were discussing something that wasn’t x and I had not realised we had moved on to a different area.’
‘The stories you tell to emphasise your points had me laughing & cringing in equal measure.’
‘…struggled to follow the flow of the content, or thread together the different elements of the text.’
‘…I found the chapters wandered round the houses & I was left having to tease the action points or key learning points out for myself.’ 
The most important part about feedback is to be helpful so that you leave in a little bit of your own preference for the author to be able to re-draft your ideas. In this way you will become part of the book that is being created. Writers will make many drafts during the course of their efforts to bring words to print. 
First drafts are usually not sent out but if they are then the crude or raw edges might be visible any case. The idea in a first draft would be to see if the general thoughts might appeal to the prospective reader. It is more usual to send out a reasonably correct draft.
Suicide is not one of the writer’s intentions. However, there will still be crude aspects embedded that will need to be smoothed over. The writer is exposing himself here so please allow a little leeway.
A beta reader becomes part of the design, flow and eventual production. I wrote to one reviewer stating an important assurance;
‘It is my rule never to respond to a beta reader to justify why I had done this or that as frankly I believe this rude and a sign of weakness over one's writing… 
Thank you so much for completing your review in such an honest and open way… 
If all reviewers were this helpful it would save enormous problems later on. I did note that you almost seemed apologetic in part of your reply, for which there is no need.’
Truth in attempting to be kind can have a negative effect on the final production. Here is a professional comment on the subject of health.
‘… I am not too sure about the value of including the wound pictures, they seem a bit gratuitous in a way and I am not sure that patients would really pick up on the fact that this is a very temporary appearance.’ 
In the case of the above comment, 80% of the original pictures were in fact removed. The comment had great value.


[bookmark: _Toc39551267] How detailed should you make your reply?
As detailed as you wish is the answer. 
The more information the better. You can write a summary on a word document, post an e-mail back or provide a tracked response. Again, the bar below shows the method of using tracked comments but these are not essential and you can use whatever method you wish. The format is Microsoft Word.
[image: ]

Tracked comments
Beta readers have persuaded me that this is an effective way and without doubt it ensures all parts of the manuscript are considered, but it takes time and time that you may not have.
I know I have mentioned this earlier, but if you want to correct spelling, sentences that fail to make an impact or make sense, say so. Your input is no less valid but to help you manage your time you can keep to a focused script. All feedback holds equal value. 
The writer will pour through each of your comments and adjust the manuscript. This improves the copy before it goes before an editor. When you see the final production you may see a very different book and this is because the author will also add new material and thoughts as much from your input as from other areas. Take a recent book. Because of the effect of Covid-19 this became topical in one chapter whereas before it would not have featured.


Please never return manuscripts in a pdf format.

[bookmark: _Toc39551268]In the next section I have highlighted a few steps as a guide.


[bookmark: _Toc39551269]Five steps to critique

Overview
Look through the manuscript, cover (if supplied), content, introduction and try to get a feel of the book without indulging in heavy reading. How does it feel? Please do not worry about formatting and also note your copy may not have a cover, index or images. It will have a content to show you the direction of flow. Are there sufficient words and material for each chapter/section? Is the prose too long. Could the explanation be simplified? The table below allows comparisons between different book styles. My non fiction books are between 30,000 – 50,000 as a guide.
	Type
	Length in words

	Short story
	<7,500

	Novelette
	7,500-17,500

	Novella
	17,500-40,000

	Novel
	>40,000

	Autobiography
	80,000+



Read every word or speed read?
Well that is up to you and your method of reading. I often write reviews and have to read carefully and double back to check. Unless it is a formal academic text book for professionals, the narrative should flow freely without too much effort. The intended message provided by the text should be clear.
Design of the book
Layout or design provides comfort in navigating the pages so the content (index if present. P.14) should help. E-books tend to have links embedded so you can move back and forwards easily without flipping (P.13). Often I leave these in and it is useful to check that they open up.  Chapters or sections should divide up logically and should be helped by the contents page.
References, glossary and footnotes
These all have a part to play in helping the reader. E-books are less dependent on this format as it is easy to click a link to the internet with Kindle, tablets and Smart phone products. The inclusion in this type of reference material should not hinder the reader. Academic texts may have formal referencing. Other works may have an author’s note which helps to identify the source.
Figures, plates, illustrations
Such additional information can be powerful and aid the text. Do comment if this is helpful or not. Tables and lists can be added here as Fig.Y or Table. X. Do these add anything or not?
[bookmark: _Toc39488770][bookmark: _Toc39551271]Galley[footnoteRef:1] [1:  While 5x8 in us commonly used other formatted sizes such as 6x9 in offers better options for images] 

[image: ]
[bookmark: _Toc39550878]Working from hard copy
It can be valuable to receive a galley or pre-published format. The text is laid out as it will be trimmed but sits on the larger A4 page in the case of this book’s size (5x8”). 
Going through the final copy is undertaken as one of the last checks. If you receive a galley there is plenty of room to mark a hard copy or to use the review page. 
Fine tuning goes right up to the last minute and the example shown is after a proof reader or editor might have been involved. The serious author still has to critique everything and if it does not look right, it never will unless corrected.



[bookmark: _Toc39551272]Indexing

On the next page you will see an index and it is clear that this has little value to the reader for smaller books with few pages, while the content is much more helpful. 
Footnote
On the previous page I have used a footnote as an example of how a different method of content extension can be used. Are these of value or not? 
Where material is not explained in the text, audiences that may have less extensive knowledge can benefit from a footnote, especially for abbreviations. You will see the footnote method has been used with the galley page 160
Internal linking
Content is hyperlinked internally to allow navigation between pages. 
External linking
External hyperlinking is valuable and prevents a need to expand a particular subject within the text saving pages, but leaves the reader with the option to advance their knowledge. 
Example hyperlinking. 
The highlighted area often in blue is known to most people and has an embedded link or code known as an URL, which when clicked over takes the reader to the intended webpage. 
This only works for the e-books which can be used for YouTube video or even podcasts. Links of course disappear if anything on the webpage changes. The beta reader can check links for the author who will find it helpful if something does not work. When used as a PDF however the links disappear. 
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It is not worth providing an index for short booklets but a comprehensive content sheet is valued and can have up to three sub-headings. After this too many headings will become confusing. It is useful to have beta reader check the content page. It is not unusual to find page numbers do not tally!
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PROJECTING YOUR IMAGE

Conference to Village Halls

For the novice or established public speaker
by the same author of Thinking as You Build Your Talk.
This book concentrates on organising yourself,
timing, the opening hook, delivery methods, audience
awareness, location, venue support with 2% case
studies illuminating common mistakes, many by the
author, offeping tips, quotes and much more.

“David... draws on his experience R well organised ﬁaklné . “You give the reader the
across the globe, notably in the it easier to dip in and.ost perspective of how to present
United States... will guide you as needed...” from all angles... This is a great

book for any novice presenter.
| will definitely recommend this
highly to my students”

every step of the way...”

Professor David Pratl,

Roy Jones, Professional Fducator (former) Director

Bioenginvering, Birmingham
Dr Reza Naraghi, Podiatry
Lecturer, Western Australia
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And what some readers had to say...

... I had to scratch around the internet looking at blogs, which mainly were American. In fact, had | read
your book | may well have saved myself some money. | particularly enjoyed your patients’ diaries Your
book is extremely well written and | would highly recommend anyone considering surgery to read this
first. There was more post-op information than anything that | could find!

Nicola Harvey, Registered Nurse and foot surgery patient

This is a very comprehensive book, covering all aspects of hallux valgus surgery. | think it's an essential
read for anyone undergoing this type of procedure, explaining things in layman's terms. The ‘real’ stories
answer the age-old question from patients ‘Is there someone | can speak to who has had this done?’

Mr Tony Wilkinson, Consultant Podiatric Surgeon & Former Dean, College of Podiatry
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Selling Foot Health as Podiatry
David R Tollafield
denominator here was opportunity, market, justified
reason for using a product because it offers a better ﬂuep
option.

The mainstay treatment for foot pain, callus, ulcers,
hammer toes and bunions was a combination of
dressings. The material varied in thickness, colour
and material density. Podiatrists were trained for
hours in cutting out shapes. Silipos products arrived
and removed all the cutting and trimming originally
used as the key stone of podiatric skills?

Zinc oxide tape came as white or skin tone. Modern
tapes have aimed at the self help market but are
used in clinics in different vivid colours as are
polyurethane casts for children. The idea that [ are
appropriate for managing viral skin infections
(warts) is unreliable. There are risks of caustic
toxicity and alarming reactions. The same arises A
with cryosurgery, so when aktemnative controllable WAL
thesaral methods were introduced, the market
Lhanoed dnd—led—fe—an—rrrsrmn—mip'rcrvn‘cm'e

fng materials.
Clmu:lans can package the product in terms of
efficiency, clean delivery, lower side effects, which
arc all potentially better for the patient.

¢

2 1t is not suggested that such skills were wasted or should be
removed. Dexterity gained from this particular art and skill increases
the psycho-motor ability required which can extend to surgery. Eye-
hand coordination is important and in the absence of mass produced
products applying shaping skills remains unique to this profession.

160
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