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Editing and Proofreading Services 

Graham Hughes ◦ Apartment 4, The Quarter, Egerton Street, Chester, CH1 3NB 
Tel.: 07851 433505 ◦ Email: graham@gh-ed.com ◦ Web: www.gh-ed.com  

Advanced Professional Member of the Society for Editors and Proofreaders 

  
 
 

Terms and Conditions 
Version 1.1 

 

Introduction 
 
The following terms and conditions shall apply to any freelance proofreading or editing work carried out 
by Graham Hughes (‘the Freelance’ – see below), unless expressly agreed otherwise in writing by both 
the Freelance and the Client. 
 

Definitions 
 
‘The Freelance’ 
Graham Hughes, Apartment 4, The Quarter, Egerton Street, Chester, CH1 3NB, United Kingdom. 
 
‘The Client’ 
Unless agreed otherwise in writing by all parties, the person with whom the Freelance agrees terms for 
the work shall be considered as the Client for the purposes of these terms and conditions. 

A. Main terms and conditions 

Note: Items 1–22 below are the same as the model terms and conditions of the Society for Editors and 
Proofreaders (SfEP) as of 9 February 2018, other than some minor rewording (e.g. deleting ‘she’). 
 
1. These terms and conditions apply to any work done for the Client by the Freelance. 

2. The Client is under no obligation to offer the Freelance work; neither is the Freelance under any 
obligation to accept work offered by the Client. 

3. The Freelance will provide service(s) as mutually agreed, confirmed in writing by the Client. 

4. The work will be carried out unsupervised at such times and places as determined by the 
Freelance, using his own equipment. 

5. The Freelance confirms that he is self-employed, is responsible for his own income tax and National 
Insurance contributions, and for paying VAT (where applicable*) and will not claim benefits granted 
to the Client's employees. 

6. The Freelance agrees to attend the Client's or other premises for necessary meetings, the time 
spent and agreed reasonable expenses incurred to be reimbursed by the Client. 

7. The Client will reimburse the Freelance for agreed reasonable expenses over and above usual 
expenses incurred in the process of editorial work. 

8. The Client will pay the Freelance a fee per hour OR per printed page OR an agreed flat fee for the 
job, plus VAT where applicable.1 

9. The completed work will be delivered on or before the date agreed, for the agreed fee, which will be 
based on the description of the work required and the brief, both supplied by the Client. 

                                                      
1 Currently, VAT is not applicable, as the Freelance is not VAT-registered. 

mailto:graham@gh-ed.com
http://www.gh-ed.com/
https://www.sfep.org.uk/standards/contracts/model-terms-and-conditions
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10. If, however, on receipt of the item to be worked on or at an early stage, it becomes apparent that 
significantly more work is required than had been anticipated in the preliminary discussion/brief, the 
Freelance may renegotiate the fee and/or the deadline. 

11. Similarly, if, during the term of the Freelance's work, additional tasks are requested by the Client, 
the Freelance may renegotiate the fee and/or the deadline. 

12. If the project is lengthy, the Freelance may invoice periodically for completed stages. 

13. Any content created by the Freelance as part of the copy-editing/proofreading/project management 
process will become the copyright of the Client, unless otherwise agreed. 

14. The nature and content of the work will be kept confidential and not made known to anyone other 
than the Client and its contractors without prior written permission.2 

15. The Freelance guarantees that any work that he subcontracts on behalf of the Client will be 
completed to the same standard, schedule and budget and with the same conditions of 
confidentiality.3 

16. If the Freelance's work is unsatisfactory, the Freelance will rectify it in his own time and at his own 
expense. 

17. Unless agreed otherwise at the outset, payment will be made within 30 days of receipt of the 
Freelance's invoice, according to the Late Payment of Commercial Debts (Interest) Act 1998 
(amended 2002 and 2003). 

18. Under the terms of the Data Protection Act 1998, the Client and the Freelance may keep on record 
such information (e.g. contact details) as is necessary. Either may view the other's records to 
ensure that they are relevant, correct and up to date.4 

19. Either the Client or the Freelance has the right to terminate a contract for services if there is a 
serious breach of its terms. 

20. If the Freelance has made a substantial contribution to the copy-editing/proofreading/project 
management of the work, he will be entitled to receive one free copy of the work. 

21. The Freelance may use the Client's name and (where appropriate) the title of the work in his 
promotional material.  

22. This agreement is subject to the laws of England and Wales [or Scots or Northern Ireland law, as 
appropriate], and both Freelance and Client agree to submit to the jurisdiction of the English and 
Welsh [or Scots or Northern Ireland] courts. 

23. The Client agrees to provide their current postal address, which the Freelance will need to use 
when creating an invoice in order to comply with HMRC requirements (for invoicing, and for record-
keeping for at least six years). 

24. Unless agreed otherwise in advance, the Freelance shall send an invoice (normally via email) on 
completion of the work. 

25. If the Freelance does not receive the material to be proofread or edited by the agreed time on the 
agreed date, he is not obliged to meet the stated deadline or target for completion, and reserves the 
right to postpone some or all of the work until a later date/time. 

26. If a job is cancelled after work has begun, a pro rata fee will be charged, based on the proportion of 
the work that has been completed (or, if an hourly payment rate has been agreed, on the number of 
hours worked). 

27. If the Client pays a deposit, it is non-refundable, unless the Freelance cancels the job, in which 
case it will be refunded either in full or on a pro-rata basis, depending on the amount of work 
completed. 

                                                      
2 The Freelance does not normally subcontract work, and will not do so without the Client’s express prior 
agreement. 
3 See note 2. 
4 See also the Freelance’s data protection policy, particularly in relation to the GDPR (General Data Protection 
Regulation). 
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28. If the Freelance provides a quote on the basis of a sample provided by the Client, the Freelance 
reserves the right to invalidate the quote if he subsequently discovers that it was not reasonably 
representative of the actual content that was submitted for proofreading/editing. 

29. Following completion of the agreed work and handover to the Client, the Freelance will generally be 
willing to answer some subsequent queries from the Client, but does not guarantee to do this 
immediately or to spend an unlimited amount of time on it. 

30. If the Freelance does not receive the agreed payment within the timescale stated on the invoice, he 
reserves the right to issue a further invoice with the following amounts added to the initial fee, as 
per the terms of the UK Late Payment of Commercial Debts (Interest) Act 1998 (amended 2002 
and 2003): 

a. interest for each day beyond the end of the stated payment period, calculated on a per 
annum basis as 8 per cent plus the current Bank of England base rate; 

b. a compensation amount as defined on the UK Government web page regarding the Late 
Payment of Commercial Debts (Interest) Act 1998. 

31. The Freelance shall not accept any responsibility for litigation in connection with the use of the 
published material. 

 

B. Additional terms and conditions applicable to working for students 
 
Additional definition: ‘The Paper’ 
The dissertation, thesis, essay or other paper that is to be proofread or edited. 
 
1. The terms and conditions in this section shall apply to all work carried out by the Freelance for 

students at any level, up to and including postgraduate level, if the Paper is being produced as part 
of the Client’s educational/academic course. They also apply to any personal statement that is to be 
used in applying to join a course. 

2. The Freelance shall not do any of the following under any circumstances: 

a. write the Paper ‘from scratch’; 

b. summarise or paraphrase passages of text that the Client has, or might have, copied 
verbatim from another source. 

3. In general, it shall be the Client’s responsibility to check that their educational institution approves of 
their use of a hired proofreader/editor to provide the proposed service. 

4. The Freelance shall not do any of the following, unless (i) it is agreed in writing at the outset, by 
both the Freelance and the Client, that this shall be a part of the job; and (ii) the Freelance is given 
written evidence that the Client’s educational institution approves of such work being done by a 
hired proofreader/editor:5 

a. do any rewriting or extensive editing (i.e. provide a service that goes beyond proofreading); 

b. check facts, or make corrections to factual inaccuracies; 

c. reduce or increase the length of the Paper to comply with a required word count; 

d. provide an appraisal or assessment of the overall quality of the Paper, including its 
structure, flow or cohesion. 

5. The Freelance does not give any guarantee regarding the grade that the Client will achieve as a 
result of the Paper being submitted.  

                                                      
5 For these purposes, email can be accepted as a form of writing. 

http://www.legislation.gov.uk/ukpga/1998/20/section/5A
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Update history 

Version Date Summary of changes 

1.1 9 Feb 2018 Section B (‘Additional terms and conditions’) merged into Section A (formerly 
‘Model terms and conditions of the Society for Editors and Proofreaders 
(SfEP)’, now ‘Main terms and conditions’), with note about SfEP model added 
underneath Section A heading. 

Added item 23 in Section A, regarding client’s postal address. 

Updated items referring to the Late Payment of Commercial Debts (Interest) 
Act 1998, to include ‘(amended 2002 and 2003)’. 

Added footnote to item 18 in Section A regarding GDPR. 

Rearranged sub-item 30(b), with no material change to its meaning. 

Renamed Section C as B. 

Footnotes used instead of asterisked notes. 

 


