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Dear Yearbook Staffers,
Welcome to the Echo Yearbook 2012. We are very excited for you to be a staffer this year and look forward to your help to produce an amazing book. Yearbook teaches you organization, teamwork, and real world skills, but it also provides a unique class experience as well. This class quickly becomes more of a passion rather than an academic class. Don’t believe us? Just wait and see.
This summer, we revised this course pack to be a more useful tool for you. It provides instructions for every aspect of this class, and serves as a reference guide to answer any questions that you may have. Consider this course pack to be your textbook of yearbook. It includes topics like photography, journalistic writing, photo identification, and class procedures. We guarantee if you have a question, this course pack has an answer.

We think it is very important for you to familiarize yourself with the information in this course pack early on; doing so will make your yearbook experience less stressful.  Following and knowing the course pack is also the first step to producing an award winning yearbook, which is our goal this year. To reach our goal, we are asking that you bring this course pack to class every day to use as a reference tool. It can serve as a reminder of class procedures and help you avoid mistakes. Just remember, this course pack was created to help you.

We believe you, as staffers, are the most important part of this book. All of the coverage is completed solely by you through photos and stories. The editors provide the design elements, pull the theme together, and add the final touches, but without you, we would have an empty book. We would also like to point out that every editor has been a staffer before, we have all had the same experiences, and therefore if you have any questions please ask us for help. (Remember, we are all Wired.) We think that this staff has the potential to help us create a yearbook that the students will love and may win a few awards and we hope you will give yearbook your all. 

Sincerely,

Austin Blakemore & Laura Bauermeister
Co-Editors in Chief 

Phone List
3rd hour

1. Mary Adams (design editor)

2. Ruhi Ahluwalia (managing editor)

3. Brandon Allan (co-chief editor)

4. Audrey Aquino (design editor)

5. Sarah Campbell (returning senior)

6. Courtney Carr (co-assistant editor)

7. Matt Chema 

8. Rob Chron (design editor)

9. Nicole Desousa

10. Andy Garcia (co-ads editor)

11. Meghan Gillman (returning senior)

12. Rachel Goyette

13. Brandon Hazlewood

14. Erica Henderson (photo editor)

15. Lindsey Krasny (returning senior)

16. Jin Kwag

17. Courtney Lauzon (co-ads editor)

18. Ashley Leman

19. Hillary Leman

20. Christi Leshock (co-assistant editor)

21. Caitlin Mazurek

22. Alyssa Meyer (design editor)

23. Emily Millstead

24. Nick Nawrocki

25. Morgan Overstreet

26. Brittany Peel (co-chief editor)

27. Alex Rablau

28. Anna Rizik

29. Sarah Thai (returning senior)

30. Amy Venturino

31. Diana Wang

32. Hollie Whitmire

4th hour

1. Joanna Abud

2. Chelsea Acha

3. Mary Adams (design editor)

4. Ruhi Ahluwalia (managing editor)

5. Brandon Allan (co-chief editor)

6. Kaitlyn Andrykovich

7. Audrey Aquino (design editor)

8. Laura Bauermeister

9. Kaitlyn Brasher

10. Kelsey Brasher

11. Andrew Brown

12. Courtney Carr (co-assistant editor)

13. Drake Carr

14. Kelsey Castleman

15. Megan Chesley

16. Rob Chron (design editor)

17. Anissa Ciani

18. Alex Dawson

19. Elisha Defrain

20. Andy Garcia (co-ads editor)

21. Morgan Garleff

22. Brooke Gerrish

23. Erica Henderson (photo editor)

24. Lindsay Labrecque

25. Courtney Lauzon (co-ads editor)

26. Christi Leshock (co-assistant editor)

27. Alyssa Meyer (design editor)

28. Kylie Nickola

29. Brittany Peel (co-chief editor)

30. Shelby Sanborn

31. Missy Seyerle

32. Paige Shumaker

33. Adam VanHorn

Flowchart of Student Leadership


[image: image1]
[image: image20.jpg]4




STATEMENT OF PURPOSE

The objective of the Echo yearbook staff is to provide Grand Blanc High School with an accurate, balanced, comprehensive historic record of the events of the year. Staff members shall publish a journalistically accurate and sound book with special attention to unbiased, objective reporting that shows the unique character of the school and a complete record of the events and topics specific to the school year.

STAFF RESPONSIBILITIES

TEAMWORK: Yearbook class requires all members to know, help, and rely upon each other. Class members must be able to work together and keep past experiences and problems with class members out of yearbook business.

USE OF DISCRETION: Staff members are expected to use discretion at all times while working in the yearbook room or on yearbook-related assignments.

· Items discussed in the yearbook room, formally or informally, remain yearbook business. Please refrain from spreading rumors or gossip about the yearbook that will be counterproductive to sales or production.

· Students who are not on the yearbook staff may not hang out in the yearbook lab. This will protect expensive equipment and will maintain the integrity of workstations.

· Staff members will be polite and respectful of the student body, the faculty, and the staff when conducting business and will keep disruptions and noise to a minimum.

· Yearbook communication such as announcements, letters to parents, fliers, facebook posts, etc.) will be proofed and approved by the adviser before publication.

TECHNOLOGY POLICY: Staff members are expected to follow the district policy. In addition, staff is reminded of the following

· If a cell phone is needed to meet a deadline, please get clearance from the teacher first.

· Workstations must be cleared off at the end of each hour. Please treat all equipment with care, cleaning screens of fingerprints and keeping all food and beverages far from workstations

· Please notify the teacher of any malfunctions immediately.

· Students who are not on the yearbook staff may not use yearbook workstations

DEADLINES: all assignments are given a deadline and are due ON TIME.  Staff members will lose credit for late work (see yearbook grading scale).

· Extended vacations require assignments to be completed in advance.

· Students who participate in a field trip when an assignment or deadline is due must make arrangements with their spread partners and complete assigned work prior to leaving.

· Students are expected to complete their Double-page Spread (DPS) or section assignments completely. A DPS consists of the following:

1. determining topics and angles for modules on a pre-designed page

2. interviewing the school community and securing quotations

3. writing headline and sub-headlines

4. writing stories 

5. writing captions and photo identifications

6. correctly identifying and spelling the names of people on the spread

7. taking, selecting, and editing photographs

8. labeling photographs and captions on the spread layout

9. meeting with editors and adviser at assigned times to review work

10. editing photos and writing as specified by adviser and editors

11. making an index of all names and crossing them off on coverage boards

COMMITMENT TO ACCURACY AND JOURNALISTIC INTEGRITY: Staff members will be committed to producing accurate work with respect to the following processes:

· INTERVIEWING: Interviews will be conducted with thought, professionalism, and will be reported truthfully and without bias.

· WRITING: Staff members will apply journalistic writing style as outlined in the style manual to their work.

· EDITING: Pages will be edited for coverage content, grammar, spelling, and style.
1. Staff members will edit their work first, with special attention to identification and name spellings

2. Editors and advisor will edit the work during copy deadlines and return it for staff members to revise

3. Editors will edit work as it is input

4. Editors will edit work before it is shipped to the plant

5. Advisor, Editors, and Staff members will proof and edit the page proofs from the plant.

Capture students and staff in a way that is personal to them!

DAILY CLASS EXPECTATIONS
1. Class periods begin with announcements, lessons, and directions. Students must be in class before the tardy bell and in assigned seats during these communications.

2. Attendance during class is expected. Students will not be excused from class to sell items at lunch or take make-up tests unless they have made arrangements ahead of time with the teacher. If a student's work is complete, assistance in proofing, indexing, writing, and organizational tasks may be assigned.

3. Deadlines established by editors-in-chief are expected to be met by the beginning of class on the given date unless otherwise specified.

4. After school and lunch work sessions are necessary to meet deadlines, so plan accordingly.

5. Staff members are expected to sell yearbooks in a quantity to be determined by the adviser and editors based on previous sales during orientation.

6. Students will work in pairs and will be given assigned classrooms to take orders.

7. Yearbook sales can be conducted during lunches to assigned areas of the building. Students are NOT to spend sales time hanging out in the commons, halls, etc.

8. Business Banner Ads to be sold in the community through September 30th, 2011.
9. Yearbook sales will be conducted through January 22nd, 2012.
10. Outside research assignments will consist of contributions to the following class-compiled resources:

· Individually-assigned Jobs – each student will be given a specific job to help the class function smoothly. Monitor and stay caught up with the task as needed and be aware that some tasks require extra time and help during crunch times.

· Headline Notebook – each week, each student will contribute 2 headlines from a newspaper, magazine, T.V. show, or other appropriate source to be included in the headline notebook. Headlines should be unique and usable. Staff members are encouraged to use the notebook for inspiration.

· Photo Contests – Throughout the year, the photo editor will post photo requirements for various photo contests. All students are encouraged to submit digital images for competition.

11. Class members will be evaluated and graded based on the grading rubric published in the staff manual.

Individual Yearbook Assignments

1. Each student will be assigned a single larger or two smaller tasks.
2. These tasks are to be performed in a timely, regular fashion without fail as soon as each student has received instruction and training as to the responsibilities of each job. Please inquire as to your responsibilities.

3. If a student is absent, it is that student's responsibility to find a substitute and give instruction about task requirements.

Treasurer – 4 (two in each hour)

· collects receipts and money during book sales

· copies checks

E-mail to staff – 1 person
· Sends bi-weekly e-mail to staff using yearbook e-mail to let them know what the yearbook class is up to, to attach a few fun pictures (of staff), and to solicit ideas for what we can cover in their class, sport, or club

Posters and Flyers – 4 (two in each hour)

· Creates posters and flyers to advertise yearbook information

· Posts all information and removes outdated posters

Weekly P.A. Announcements – 1 

· Submits announcements regarding yearbook information online for video announcements

Showcase Designer – 2 people in same class

· Gathers information from class announcements and publicity crew to post online on yearbook website

Sales receipts/order forms organizer – 2

· In September and periodically before January, sort and file order forms and receipts alphabetically

Personalization and order checker -2

· Works with the managing editor to ensure personalization and book orders are accurate

Hot Hotter Hottest Sales Target List – 6

· After January sales are complete, tracks book sales and targets students who appear in yearbook but have not purchased one. Send postcard reminders in school to those who can still purchase a book. Works with managing editor.

Headline Notebook – 4 (two in each hour)

· Gathers 2 headlines weekly from class members

· Pastes them in notebook in sections (student life, sports, academics, etc)

Sports and Club Sports pictures – 1

· Obtains a list of all three seasons of sports

· Verifies receipt of team photos on a checklist

· Reminds yearbook students and coaches to acquire pictures

· Ensures that team members are properly identified on time

· Ensures that team photos are in directory folders on computer

Sports and Club Sports records – 1
· Gathers final win/loss information for all three seasons of sports from athletic office, coaches as seasons end

Adult staff index – 2
· Creates a list of all adults working at both campuses

· Provides correct title (Mrs. or Ms), name spelling, and job title

· Teachers, Secretaries, Aides, Cafeteria Staff, Custodians, Hall Monitors, Administrators, Coaches

Student index (from corrected proof pages) – 6
· Assists the managing editor with indexing club and team photos on last two deadlines

Dead list coordinator – 4 

· Coordinates with adult and student index workers to determine who should not be used on future pages

· makes weekly announcements and keeps an updated list

Senior Picture Captain – 2

· alphabetizes pictures of students who have turned in photos

· highlights names in senior notebook of students who have turned in a photo

Senior Signature Captain – 2

· Alphabetizes index cards with senior signatures

· Ensures that signatures are in black, fine tip felt ink

· Keeps track of needed signatures and delegates their acquisition

· Signatures not needed for students without a photo

Senior picture courtesy letters (Must be done on time!) – 4
· Delivers letters to seniors upon receipt of their picture

· Delivers letters to students who have not turned in photos the day after the first senior photo deadline with information about the late deadline

It is YOUR JOB to learn YOUR JOB. Make an appointment during lunch, before school, or after school with an editor or Ms. Butzu to learn your job WITHIN THE FIRST TWO WEEKS OF SCHOOL. This is part of your grade!
YEARBOOK GRADING POLICY
Every deadline is worth 200 points. For example:

Deadline 1

· Coverage/Planning – 50 pts.

· Photo – 50 pts.

· Copy – 50 pts.

· Final – 50 pts.

· Editors will check deadlines with oversight from the teacher, who will assign final point values and post grades on Snapgrades.

· Students will lose 20 points for each day a deadline is not met completely or on time. This applies to copy, photo, and final deadline dates.

· Since students will get photo and writing credit for the work they have completed on each page, group members may not receive the same grade

· Students who are dissatisfied with a grade must submit meet with the teacher for grade re-evaluation with specific reasons for refuting the grade.

Other assignments, such as book sales, business sponsorships, and headline notebook work will have varying point values, usually between 25-50 points.

You think you’ve got this covered?

Your obligation is to tell the story of the ENTIRE school year. This is the only permanent written record of your school. Studies prove that if an event doesn’t appear in a yearbook, after five years, it’s as if it never happened. 

Your obligation is to tell EVERYONE’S story in a UNIQUE way that is PERSONAL to them. If you could present yourself in the yearbook, how would you like to be “immortalized?” A good yearbook staff member will strive to cover each individual with care and integrity.

What’s What in the Echo:

Lifestyles Sections: Provides coverage of students and staff in their lives AT SCHOOL and OFF CAMPUS

· Open your eyes to the stories of today – what motivates us, how we spend our time, and what defines us

· Investigate lessons that happen in all kinds of classes, not just honors classes

· Spend time in a classroom to discover the intent of the lesson (avoid dropping into the class or pulling a student out of a class)

· Humanize the coverage by determining an angle and investigating it

· Photograph individuals and groups – a variety of subjects in the environment, both candid and planned posed photos

People Section: Every student’s portrait appears here

· Sidebar and spinoff coverage allows you to find ways to cover topics that are specific to this year and this grade in particular.

Sports: Cover each sport and club sport equally and fairly

· Include highlights and emotions, but remember to include facts, too.

· Use action photos

· Cover all athletes, but also the “bench warmers,” trainers, statisticians, coaches, and fans

· Look for athletes who have special skills, records, or special roles on the team

Courses Offered at GBHS – Let’s Cover ALL of Them!

Art

Art Fundamentals

Drawing and Painting

Studio Art I and II

Textiles I and II

Pottery I and II

Graphic Design

Business, Mgmt., Marketing, Tech.

Business Tech I, II, III, IV

Business Tech Co-op

Accounting/Finance I, II

Student Store

Marketing

Business Law

Entrepreneurship

Multimedia Production I, II, III, IV

English

English 9, Honors, General

English 10, Honors, General

American Lit, 

AP Language

AP Literature

Lit Survey

Writing Survey

Expository Writing

Senior Research Skills

Career Communications

Journalism

Newslab (Bobcat Banner)

Yearbook

Humanities

Bible as Literature

Shakespeare

World Affairs

Drama I, II, III

Tech Theatre

Speech I, II

Competitive Debate

Family and Consumer Science

Foods and Nutrition

Child Psych and Parenting

Life Management

Personal Living

Peer Mediation

Health Sciences

Medical Careers Education I, II, Co-op

Industrial Tech

Woodworking I, II, III

Carpentry

Pre-Engineering Drafting

Pre-Engineering Design

Pre-Engineering Architecture

Modern Tech I, II

Principles of Engineering

Digital Electronics

Automotive Technology I, II, Block

Study Courses

ACT Prep

Study Skills

Math and Computer Programming

Geometry, Tech, Block

Math Survey

Pre-Algebra

Algebra I Support

Algebra I

Algebra II, A, Block, Honors

Trigonometry, honors

Intro to Calculus, AP

Probability and Statistics

Analytic Geometry, honors

AP Statistics

Computer Science I, II, AP

Music

Mixed Chorus

Girls’ Glee

Chorale

Concert Band Woodwinds

Concert Band Brass/Percussion

Symphonic Band Woodwinds

Symphonic Band Brass/Percussion

Wind Ensemble

Marching Band/Color Guard

Physical and Health Education

Required Phys Ed

Required Health

Advanced Sports Skills, Male, Female

Physical Conditioning, Male, Female

Science

IPS, General, FME

Biology, General, AP

Earth Science, General

Oceanography

Chemistry, General, Honors, AP

Physics, Principles, PSSC

Social Studies

Western History & Geography, General

US History, AP

AP American Govt and Politics

AP Macroeconomics

Humanities

Psychology, AP

Sociology

Law and Society

AP Human Geography

World Languages

French I-V

German I-V

Spanish I-V

Skill Center

Sessions 1, 2, 3

Gen Net

American Sign Language

Marine Biology

Forensic Science

Sports Medicine
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HOW TO CREATE A COMPLETE DPS (double-page spread)
1. In early September, each student will receive dps assignments for the entire year, set up by deadlines.

· Students may be assigned to work in pairs, or in groups depending on the difficulty of the coverage. 

· Partners are expected to determine how to divide work evenly and to be involved in the work of their partners.

· Large groups select a captain to delegate responsibility, monitor progress, and gather completed work.

· Group members are expected to confer with editors and/or adviser if partners are not meeting agreed-upon expectations.

2. Prioritize what events you need to cover at different points during the year.

· Fall sports need to be photographed immediately, even if they are not due until 3rd deadline.

· Academics and Student Life assignments require photography all year long.

3. Consult athletic and club meeting schedules IMMEDIATELY and take note of major events.

4. Plan to attend events, practices, competitions, team dinners, etc. to take photos and gather information. Photos will be on campus and off-campus.

5. Be mindful of deadlines and stay ahead of due dates

· For each spread, there will be four deadlines: Planning/Coverage, Photo, Copy, and Final deadlines.

· Your best, complete work is expected on all deadline dates

· Plan to check out cameras in advance, type all copy and save on the yearbook drive, and interview at any moment of the day needed.
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Order of Attack for your first spread (and all others!):
1. Acquire a copy of the layout for your spread.

2. Brainstorm and research ideas and angles for your spread. 

3. Listen to your peers

4. Find trends online and on Facebook

5. Examine contemporary magazines to determine current issues and trends

6. Talk to people – students, teachers, staff, parents – to develop ideas and angles

7. With your group, determine module topics for each module of the page. Modules should connect thematically and be current issues and trends.

8. Interview, poll, and survey the school community and secure lots of good quotations.

9. Count the number of words on the spread mockup and make your story a similar number of words.

10. Write copy (journalistic text) for each module as specified by the layout.

11. Write a title and subhead for each module.

12. Take, select, and edit photographs for each space on the spread.

13. Label the photos and text on the spread layout.

14. Write correctly-spelled photo identifications for all identifiable people in the picture (It’s not okay to write “Varsity Soccer Team” when only 3-4 people are in the photo.

15. Secure a team photo, if applicable.

16. Complete a list of names for each page of the spread for indexing purposes.

17. Cross off every person’s name on the coverage boards

18. Meet with editors and adviser at assigned times to review work.

19. Edit photos and writing as specified by adviser and editors.
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How to Research and Interview

Research: A good interview begins with research.

· Read last year's yearbook coverage and forget about it! Don’t write last year’s story!

· Read previous school and local newspaper stories about the subject; for sports angles, read ESPN or Sports Illustrated; for Student Life Issues, read contemporary culture magazines such as Time and People. Use internet news sources.

· Locate statistics

· Talk with people familiar with the subject in everyday conversation mode.

· Learn the basic objectives and values of your topic – use the internet to read up on it!

Find people whose JOURNEYS you want to feature 
to tell and illustrate the story

Compile questions ahead of time: people are often nervous to be interviewed and will look to you for guidance or they will want to make a joke of your assignment.
· Brainstorm ideas for questions and angles you can take. Your copy will only be as good as the questions that you, the interviewer, ask.
· Write key words that will spark your question, such as "enrollment" or "hype." These questions will be a guide, but don't feel compelled to ask them in order.
· Be curious about the subject of the story. Ask questions that interest you.
· Talk about the story with an editor, advisor, or fellow reporter.
· Ask questions using superlatives such as best/worst, most/least, hardest/easiest, funniest/saddest, etc.
· Ask for group traditions, events or moments that promote unity.
· Ask open-ended questions (avoid questions that allow "yes" or "no" responses).
Don’t’ ask for “a quote;” ask for their “experience!”

Circulate a Survey

· Include your name, a space for interviewee's name, due date, and where to turn in survey
· Use survey to delve beyond the 5 ws and to discover the character and unique view of this one person
Set up a Focus Group: invite all or a specific cross-section of the people in a group or on a team to meet with you in their environment. The interview process is more organic and people may build off of each other's ideas as well as feel more comfortable.

Interview the following people to gather information about your topic:
· coach or adviser

· captain, president, or committee chair

· team, club, or committee members

· spectators and customers

· Behind-the-scenes people – custodial staff, administrators, teachers, etc.

Club and Activity ice-breaker questions might include the following:

· The number of official members

· Policy on attendance

· Officers

· How often/when they meet

· Best/worst memory

· Sample products created/sold/promoted

· Sample agenda or activity

· Traditions

· Complications/frustrations

· New activities/goals

· Accomplishments (examine the whole year/timeline)

· Why students join/quit

· What students put into it/get out of it

· History of the group

· PURPOSES AND GOALS OF GROUP SHOULD NOT BE INCLUDED!

Sports ice-breaker questions might include the following:

· Describe key plays, re-live exciting moments

· Team and individual goals?

· Set the geography (location, environment, tone)

· What position do you play and why do you play that position?

· Why do you like this sport so much? What is your history with this sport?

· Is there any one outstanding reason that you are in this sport?

· What extra conditioning do you do in the off season? What conditioning is required during the season?

· Is there something you do before every game that brings you good luck?

· What rivalries have motivated or frustrated you?

· How do you motivate yourself during practice or a competition?

· Do you like your parents to be in the stands? Do you notice spectator noise?

· What emotions do you go through after a win/loss?

· How does the sport affect your home life? School work? Social life?
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Running the Interview:

1. Begin by introducing yourself and explaining your purpose for the interview.

2. Request permission to set up a recording device. Smartphone users – download a free app and use this!

3. Make eye contact and be attentive and interested in what the source says.

4. Start the interview with casual conversation. There might be a piece of artwork in the room you can discuss, or the slogan on a t-shirt a person is wearing.

5. Start with personality information: heros, hobbies, items you can’t live without, music, movie, guilty pleasures, who would you invite to be a guest at a fantasy dinner party

6. Ask "softball" questions – easy questions that the source can answer easily. It allows them to get comfortable. Save tough questions for the end.

7. Let the conversation direct the interview. Although it is a conversation, keep in mind your original list of questions. Do more than riddle them with questions.

8. Ask the right question. This is the question that is interesting. Why is her hair blue? What is the story behind the tattoo? What made him think he could take a last-minute 3-point shot?

9. Be ready to temporarily abandon your questions to build on a good story.

10. Allow the source to talk. Do not interrupt or complete sentences for the source. Try not to lead your discussion. Sometimes lulls in conversation spark answers to questions.

11. Be polite, be quiet.

12. Don't be afraid to ask the person to repeat or clarify something or to slow down for accuracy. Repeat quotes back to the person to check your work and their meaning.

Remember: 

1) Report first (before writing)

2) Look for the human angle

3) Find the right person(s)

4) Talk to them in depth

5) Help them feel comfortable in your interview setting

You will not use all or even most of the information that you gather at the interview. When you finish the interview, ask yourself, “What is the real story of that person’s experience? THAT is your angle. You may need to interview the subject again or other people to get the whole story.
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BODY COPY – THE STORY OF THE SPREAD

Body copy complements photos to tell a cohesive story. Story length will vary depending on the module for which it is written. To determine the length of your story, count the number of words in the copy block and narrow down your story to a similar word count.

By being accurate, responsible, and fair, the best yearbook staffs avoid serious controversy, but they provide complete coverage of the year. Anything included in the book should be in good taste.

Bring your reporting and writing together:

1) Find the right person

2) Tell that person’s story in a logical order

3) Put the reader in the middle of the action

4) Build the story around direct quotes (#1 technique to writing a good story!)

5) Use literary devices to breathe life into the story
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Content/Angle: 

Look for a fresh view of each organization or topic.

· There are no boring stories, only boring reporters.
· Don’t interview morons. Find someone who has an experience and tell the story of the journey of how they got where they are.

· Observation is the most important fact-finding tool.

Find an angle that approaches the subject with respect to the theme.

· Use your senses: seeing, hearing, smelling, tasting, touching.

· Discover an unusual aspect of any event, member, or controversy.

Report what needs to be told.

· Consider the greater good when deciding whether to write something.

· Write with an open exchange of views and give a voice to the voiceless.

Remain objective and do not editorialize.

Who says Joe Smith is the most changed since freshman year? Who says that

Michigan is more favored than MSU?
Tell the story of the event or year THROUGH PEOPLE (not yourself).

· Focus on one or several people's experiences.

· Enhance the information they give you by reporting required reading titles, songs played at the dance, scores from competitions, exact dollars raised, and cost of items like tickets. These are details worth mentioning since they offer insight into how the year differs from previous years.

Get the facts – don't go by rumor or gossip. 

· Know if your source is biased.

· Check your facts before publishing.

Find several sources that are familiar with the story. Stories have more than one

dimension.

· Know your school personnel – secretaries, hall monitors, and janitors often are "in the know."

· Use school website for facts and ideas.
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  Building a Story from Scratch:

1) After the interviews and fact-gathering, write the story. Just write it! Tell the story of the journey.

2) Start with your hook. Select a portion of the journey to focus on. Maybe start at the end of the journey – the defining moment.

3) Use a “zinger” quote. Use it early. This should pull the reader in

4) Rewind and tell the story leading up to the zinger. Here is where you can include your facts and information about the topic

5) Include a second quotation – maybe from a second source.

6) End with a strong quote – maybe it completes the journey to the present and maybe leads into the future.

7) Read your story out loud. Listen for tone, pace, redundancy, excess baggage. Cut, cut, cut.

8) Incorporate tools of the trade (select a few and use sparingly)

· Anecdote (story that represents a larger truth)

· Dialogue

· Repetition

· Partial Sentences

· Personification

· Allusion

· Simile (be original – not “Flat as a pancake,” but “Flat as a mummy’s EKG.”

· Internal dialogue (you must ask them in the interview, “What were you thinking when…” to use this

Quote correctly and cite sources.

· Don't waste your readers' time with quoted facts or repetitive quotes

· Select quotes that enrich the story.
· Use the most knowledgeable sources' quotes and use at least three sources
Paraphrase (write what the speaker had to say in fewer, more focused words)

· When paraphrasing, don't change meanings or context. 

· Run your paraphrasing by the source to make sure you have it right.

Make your writing narrative and write about what you observed.

· Don't, for example, describe a generic playoff game.

· Use the name, the specific event, date, and score.

· Choose active verbs and eliminate passive voice.

· Eliminate weak verbs. Choose acquire, not get. Choose place, not put. Choose banter, not talk. Choose stroll, not walk.

· Choose words with the narrowest meanings (for example, choose among these: smart, experienced, quick-witted, bookworm – which one tells your story vividly?)

· Be consistent with your tone. Is this a devastating story? Is it joyful? Is it quietly reflective?

· Write with your ear. When do you need long sentences? When will short, punchy sentences help set a quicker tone?

· Use simile, metaphor, and allusion to help enliven copy

· Don't be afraid to report on a loss.

· Eliminate libel – printed false communication that exposes a person to shame, public ridicule, or disgrace, damaging a person's reputation.

Begin with a one- to three-sentence lead to make the reader want to read on.

· Grab attention

· Indicate what the story is about

· Set the tone

· Sucky leads are:

· Clichés

· Forced and faked

· Webster definitions

· Start with “most, many, some” etc

· Chit-chatty – “well,”

· Fake drama

· Start with “Imagine”

· Start with “When asked…”

Divide your story into short, precise paragraphs. Quotations should stand alone as

a paragraph.

Organize your story to read fluidly and to tell a story.

· Bring order to chaos – organize your ideas, keeping the best material and throwing out irrelevant or uninteresting details.

· Free write and rewrite. Get used to editing your work.
· Read aloud with a writing partner and do not take critiques personally.
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The One-to-Five formula for story reporting and writing:

One: Find ONE ANGLE – a single point of view

Two: Two’s company – discuss your story idea with another staff member or editor

Three: Three’s a charm – quotations are responses and reactions, NOT FACTS. Highlight your THREE most meaningful quotations.

Four: A difference of four – FIND FOUR THINGS that make this story different than previous stories in previous yearbooks

Five: Find five people to ask these questions

1. First words that come to your mind about this event

2. Describe sensory images

3. What surprised you most about the outcome

4. Whay did the event matter to you or anyone else?

5. What was the biggest challenge facing you about this event?

TEN QUICK THINGS TO PUT INTO COPY
1. An interesting lead

2. Place the attribution early, near the beginning of the quote – don’t bury it!

3. Specific, visual nouns

4. Action verbs that add impact

5. Active (not passive) voice: For example, "Joe threw the ball to Jim" instead of "The ball was thrown to Joe by Jim."

6. Commas and periods always go inside quotes.

7. Prefer the plain word to the fancy.

8. Prefer the simple sentence to the complex.

9. Plain, conversational language. Write like you talk – minus the slang.

10. Vary sentence length and structure.

BONUS: Use “said,” unless you have dialogue

TEN QUICK THINGS NOT TO PUT INTO COPY

1. "This year" or "2011"  (duh…)

2. "Grand Blanc High School" or "Bobcats" ( this IS the Echo, isn't it?)

3. Indefinite terms such as most/many/some students (how many? Be specific.)

4. Editorialized adjectives and adverbs (“tried their hardest,” “gave it their all”)

5. Lists – of courses, officers, or projects

6. Clichés (“we really came together as a family;” “I’m always there for her.”)

7. Second person "you."

8. Congratulations, encouragement, or speculation about how next year will be

9. Question leads/openers

10. Evaluation of overall results (“The team did a great job this season”)

Sample Starters…

The Quote:



"It was a dream come true," said Head Coach Pat Dobratz of the women's basketball season. It was a year in which the team finished the regular season undefeated and then marched through the playoffs without a loss.

The Hook:



You can blame your parents. Better yet, blame Dad. Mom is just the victim of circumstances. It wasn't her fault she fell in love with an R, or a T or a W.


"I don't like being at the end of the alphabet," said Junior Elliot Wajskol. "I'm always the last to be called up whether it's receiving awards or giving speeches."

Setting the Scene:


It was the night of the first game, and football was in the air. The thousands of Bobcat faithful who had driven to the north end of Flint breathed in the smell of hot dogs and torn-up turf. 


In the 4th row, a little left of the 50-yeard line, a slightly gray-haired parent pulled his coat tighter and proclaimed to anyone who would listen that this was the year, "Grand Blanc absolutely has to win this one or else throw in the towel to Powers forever.”

Comparison and Contrast:


Like Columbus, they discovered a whole new world.


They didn’t set sail to do it, but on October 12, Cindy Stretcher and Aliya Poole, three student council members, skipped school.

Allusion Lead:


Star Date: October 11. Bobcat Banner reporters boldly went where no teenagers had gone before: the adult world.

Playing with song lyrics:


R-E-S-P-E-C-T: find out what it means to varsity boys’ soccer. 

 “Magic three” grouping


George Lucas. Steven Spielberg. Quentin Tarantino. Everyone knows them. But what about Cole Hooper and Collin Selders? Student directors for the spring musical…

Famous names
While people around the world watched Tiger Woods, pro golfer, shatter record after record, Grand Blanc golfers concentrated on quietly bringing home the state championship.

SAVE YOURSELF! List 10 common yearbook clichés that you will avoid below:
1.

2.

3.

4.

5.

6.

7.

8.

9.

10. 

* Some ideas are as follows: really, very, there (to start a sentence – this forces you to use passive voice), dedicated, worked hard, fun…now think of your own or find them in last year’s book!

	Short and Sweet: Storytelling in 300 Words

	By Michael Weinstein 
Features editor, The Charlotte Observer 
Contributors: Brady Dennis


	
[EDITOR'S NOTE: This is an edited version of an article that ran in The Write Stuff, the monthly newsletter of The Charlotte Observer's writing group. Observer features editor Michael Weinstein, along with assistant metro editor Michael Gordon, is co-editor of the newsletter.]
Brady Dennis was a night cops reporter in the Tampa bureau of Poynter's St. Petersburg (Fla.) Times when he started writing "300 Words," a series of short stories about ordinary people, in 2004. This year, he won the Ernie Pyle Award for human interest writing for his series. The "300 Words" stories have been running, alongside pictures by Times photographer Chris Zuppa, on the front page of the paper's local-news section, about once a month. To find their stories, Zuppa and Dennis think of a moment they want to capture, then find the subject who best defines that moment. Dennis is now a general-assignment reporter in the Times' Tampa bureau. I interviewed him, via e-mail, to find out what he's learned about storytelling in small doses.

[image: image21.jpg]


MICHAEL WEINSTEIN: How did you come up with the idea of writing 300-word stories?
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BRADY DENNIS: I first dreamed up "300 Words" while working as a night cops reporter in Tampa. For starters, I wanted a project that offered a break from the usual murder and mayhem that I typically covered (and enjoyed covering). But more importantly, I wanted to take a chance and offer something in the metro section that readers weren't used to seeing, something different that would make them slow down and take a breath and view the people they passed each day a little differently. I knew I wanted the pieces to be short -- they never jump from 1B -- and to highlight people that otherwise never would make the newspaper. Luckily, I [worked with] a photographer who shared this vision and a brave editor willing to try new approaches and fend off the skeptics. 

A big inspiration for the series, by the way, were the "People" columns that Charles Kuralt had written for the Charlotte News back in the early 1950s.

What was the easiest thing about doing them?
The easiest thing was my complete confidence in the people we would find. I believe that each person not only has a story to tell, but that each person has a story that matters. I've always felt humbled in the presence of everyday, "ordinary" people who are willing to share their lives with us. Give me them any day over politicians and celebrities.

What was hardest?
The hardest thing, I suppose, was finding a theme in each piece that was universal -- love, loss, death, change, new beginnings. Something everyone could relate to on a human level. I didn't think it was enough to say, "Look, here's an interesting person." I wanted to capture that person in a moment when readers could say, "I understand. I've been there."

What did you learn about writing short stories with a beginning, middle and end?
I learned it doesn't take 3,000 words to put together a beginning, middle and end. A good story is a good story, no matter the length. And sometimes the shorter ones turn out [to be] more powerful than the windy ones. 

That said, there's a risk of sounding like I'm advocating super-short stories with no traditional nut graph. Not so. I believe no matter how long or short the story, people should know why it is important and worth their time. It's not enough just to paint a pretty picture. We must strive to tell them something about the world that matters, to be journalists and not simply storytellers. Hopefully, in a non-traditional way, "300 Words" does that.

Has it made you a better reporter? Better writer?
Absolutely. "300 Words" made me a better reporter by forcing me to rely almost primarily on observation. Notice that most pieces contain almost no quotes. I didn't interview people as much as I simply shut my mouth and watched and listened. We don't do that enough.

It also made me a more economical writer. With only 300 words to spare, each one had to matter. I've tried to apply that rule to the other stories I do, even the long ones. The idea is to cut away the fat and leave only the muscle. As my editor, Neville Green, repeated again and again: "Less is more." It's true for most stories we write.

How did your editor help you?
Neville Green helped in so many ways. He wrote most of the headlines. He helped me trim many unnecessary sentences, greatly improving the stories with each change. And sometimes, he simply put that universal theme I was searching for in perspective. "Isn't this story about..." he would start, and he'd always be dead-on.

Anything else I should ask?
One thing I would offer is my opinion that, now, more than ever, we should be willing to take risks and make reading the paper an unpredictable and interesting exercise. "300 Words" was an effort at that. But there are a million other possibilities, and journalists are pretty bright folks. All it takes is the willingness to risk something new.


Sample 300-Word Story

“The Man in the Mirror,” by Brady Davis (published May 14, 2005)
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Above: Rick Waddell, left, shares "a classic moment" with his son Josh King. Little brother, Allen Waddell, watches.
He's standing there in front of the mirror, dressed in more pink than he's ever worn in his life. He's 17, a senior at Lakewood High School in St. Petersburg. 

Josh King can't stop staring into that mirror. The seconds pass. He poses. He pauses.

The boy stares out at the man. The man stares back at the boy.

And there they are.

The man in him paid for this tuxedo - pink shirt, pink socks, pink shoes - with the money he earned mowing lawns. The man paid for his haircut and the tickets to tonight's prom. The man is paying for dinner.

The man in him helps look after his younger brothers. The man will graduate later this month and yearns to escape Florida. He's the one who will head to college in Virginia. He's the one who will study business, then find a job, find a wife, find his way in the world.

And then there is the boy in Josh King.

He's the one who still has baseball trophies on his dresser and a Porsche poster on his wall.

He's the one who feels nervous tonight, the one who will feel a shiver creep down his neck when he picks up his date - a girl he thought was out of his league.

The boy in him will forget to open the car door for her. He will play his music too loud and be too shy to say much during dinner.

The boy in him still doesn't know how to tie a tie. So his father shows him. And as the father slips the tie from his neck and puts it on his son's, he smiles and says, "This is a classic moment."

They both look at the mirror, knowing how soon the boy will disappear.
AP Style Guide

Introduction
Associated Press style provides guidelines for news writing. Many newspapers, magazines and public relations offices across the United States use AP style. Although some publications such as the New York Times have developed their own style guidelines, a basic knowledge of AP style is considered essential to those who want to work in print journalism.
This section, from the Purdue OWL website, is intended to provide an introduction to AP style and a summary of some AP style rules; however, the Associated Press Stylebook includes more than 5,000 entries – far more than can be covered here. For a complete guide to AP style, writers should consult the most recent edition of the Associated Press Stylebook.

Purpose
The content of newspapers and other mass media is typically the result of many different writers and editors working together. AP style provides consistent guidelines for such publications in terms of grammar, spelling, punctuation and language usage. Some guiding principles behind AP style are:
· Consistency

· Clarity

· Accuracy

· Brevity

AP style also aims to avoid stereotypes and unintentionally offensive language.

Common Style Guidelines
The Associated Press Stylebook provides an A-Z guide to issues such as capitalization, abbreviation, punctuation, spelling, numerals and many other questions of language usage. What follows are summaries of some of the most common style rules.
abbreviations and acronyms
Some widely known abbreviations are required in certain situations, while others are acceptable but not required in some contexts. For example, Dr., Gov., Lt. Gov., Mr., Mrs., Rep., the Rev. and Sen. are required before a person’s full name when they occur outside a direct quotation. 
Other acronyms and abbreviations are acceptable but not required (i.e. FBI, CIA, GOP). The context should govern such decisions.

As a general rule, though, you should avoid what the Associated Press Stylebook calls “alphabet soup.”

addresses
For numbered addresses, always use figures. Abbreviate Ave., Blvd., and St. and directional cues when used with a numbered address. Always spell out other words such as alley, drive and road. If the street name or directional cue is used without a numbered address, it should be capitalized and spelled out. If a street name is a number, spell outFirst through Ninth and use figures for 10th and higher. Here are some examples of correctly formatted addresses: 101 N. Grant St., Northwestern Avenue, South Ninth Street, 102 S. 10th St., 605 Woodside Drive.
ages
For ages, always use figures. If the age is used as an adjective or as a substitute for a noun, then it should be hyphenated. Don’t use apostrophes when describing an age range. Examples: A 21-year-old student. The student is 21 years old. The girl, 8, has a brother, 11. The contest is for 18-year-olds. He is in his 20s.
dates, months, years, days of the week
For dates and years, use figures. Do not use st, nd, rd, or th with dates. Always capitalize months. Spell out the month unless it is used with a date. When used with a date, abbreviate only the following months: Jan., Feb., Aug., Sept., Oct., Nov. and Dec.
Commas are not necessary if only a year and month are given, but commas should be used to set off a year if the date, month and year are given. Use the letter s but not an apostrophe after the figures when expressing decades or centuries. Do, however, use an apostrophe before figures expressing a decade if numerals are left out. Examples: Classes begin Aug. 25. Purdue University was founded May 6, 1869. The semester begins in January. The 1800s. The ’90s.
If you refer to an event that occurred the day prior to when the article will appear, do not use the word yesterday. Instead, use the day of the week. Capitalize days of the week, but do not abbreviate. If an event occurs more than seven days before or after the current date, use the month and a figure.

datelines
Newspapers use datelines when the information for a story is obtained outside the paper’s hometown or general area of service. Datelines appear at the beginning of stories and include the name of the city in all capital letters, usually followed the state or territory in which the city is located. The Associated Press Stylebook lists 30 U.S. cities that do not need to be followed by the name of a state. See states and cities below. Examples:

· DENVER – The Democratic National Convention began...

· ST. PAUL, Minn. – The Republican National Convention began...

· YOUNGSTOWN, Ohio – President Bush spoke to a group...

dimensions
When writing about height, distance or other dimensions, use figures and spell out words such as feet, miles, etc. Examples: She is 5-foot-3. He wrote with a 2-inch pencil. The driveway is 25 feet long.
punctuation
Use a single space after a period.

Do not use commas before a conjunction in a simple series. Example: In art class, they learned that red, yellow and blue are primary colors. His brothers are Tom, Joe, Frank and Pete.
Commas and periods go within quotation marks. Example: “I did nothing wrong,” he said. She said, “Let’s go to the Purdue game.”
states and cities
When the name of a state stands alone in a sentence, spell it out. When the name of a city and state are used together, the name of the state should be abbreviated (except forAlaska, Hawaii, Idaho, Iowa, Maine, Ohio, Texas and Utah). States should also be abbreviated when used as part of a short-form political affiliation. Examples: He came from Lafayette, Ind. The peace accord was signed in Dayton, Ohio. The wildfire began in California and moved east toward Carson City, Nev.
technological terms
Here are the correct spelling and capitalization rules for some common technological terms:World Wide Web, website (see the AP's tweet about the change), Web page, webmaster, Internet, the Net, e-mail.
Numbers
• As a general rule, spell out both cardinal and ordinal numbers from one through nine. Use Arabic figures for 10 and above.
first day 
one woman 
10 days 21st year 
nine years 
50 more

• Use commas in numbers with four or more digits, EXCEPT IN YEARS AND STREET ADDRESSES:
1,500 eggplants 
23,879 students
7034 Aunt Bea St. 
the year 1984

• The words billion and million may be used with round numbers: 3 million miles 
$3 million 
10 billion years 
$10 billion

• Numbers great than a million may be rounded off and expressed this way, including sums of money:
2.75 million rather than 2,752,123
About $2.35 million rather than $2,349,999.
• Never begin a sentence with a figure, except for sentences that begin with a year. Examples: Two hundred freshmen attended. Five actors took the stage. 1776 was an important year.
• Use roman numerals to describe wars and to show sequences for people. Examples: World War II, Pope John Paul II, Elizabeth II.
• For ordinal numbers, spell out first through ninth and use figures for 10th and above when describing order in time or location. Examples: Second base, 10th in a row. Some ordinal numbers, such as those indicating political or geographic order, should use figures in all cases. Examples: 3rd District Court, 9th ward.
• For cardinal numbers, consult individual entries in the Associated Press Stylebook. If no usage is specified, spell out numbers below 10 and use figures for numbers 10 and above. Example: The man had five children and 11 grandchildren.
When referring to money, use numerals. For cents or amounts of $1 million or more, spell the words cents, million, billion, trillion etc. Examples: $26.52, $100,200, $8 million, 6 cents.
Names and titles
• Generally, identify people in the news by their first name, middle initial and last name:
David R. Smoots
Fred L. Rogers

• Use full identification in first reference, but in second reference, use last name only:
Richard Cooper (first reference) 
Cooper (second reference)

• While proper titles are capitalized and abbreviated when placed before a person’s name (except for the word president), titles that follow a person’s name are generally spelled out and not capitalized.
Voinovich, governor of Ohio, . . . 
Pitts, a state representative, . . .
Wallbanger, director of the Goofus League, . . .

• Do not use courtesy titles—Mr., Mrs., Miss, etc.—unless not using them would cause confusion. 
(For example, you might want to use them when both members of a married couple are quoted in a news article: Smith was killed in the accident but Mrs. Smith survived.)

titles
Generally, capitalize formal titles when they appear before a person’s name, but lowercase titles if they are informal, appear without a person’s name, follow a person’s name or are set off before a name by commas. Also, lowercase adjectives that designate the status of a title. If a title is long, place it after the person’s name, or set it off with commas before the person’s name. Examples: President Bush; President-elect Obama; Sen. Harry Reid; Evan Bayh, a senator from Indiana; the senior senator from Indiana, Dick Lugar; former President George H.W. Bush; Paul Schneider, deputy secretary of homeland security.
Abbreviations
• Spell out -- do not abbreviate -- names of organizations, firms, agencies, universities and colleges, groups, clubs or governmental bodies the first time the name is used. (i.e., on first reference)
• But abbreviate such names on second reference, as here:
First ref: Civil Aeronautics Board
Second ref: the board.
First ref: National Organization for Women
Second ref: NOW

• DO NOT use an abbreviation or acronym in parentheses after the first reference of a full name. 
Wrong: The Radical Underwater First United Sailors (RUFUS) meets tonight. 
Right: The Radical Underwater First United Sailors meets tonight.

• Avoid unfamiliar acronyms. Wrong: RUFUS was formed in 1923.
• In street addresses abbreviate these:
Street . . . St. . . . 1234 Goober St.
Avenue . . . Ave. . . . 3506 Loblolly Ave.
Boulevard . . . Blvd. . . . 80 Crabtree Blvd.

BUT, the words road, alley, circle, drive, etc. are never abbreviated.

Punctuation
• A colon is used in clock time.
8:15 a.m. 
9:15 p.m. 
10 a.m. (not 10:00 a.m.)

• General rules for the hyphen: (See hyphen entry in punctuation section at the back of the stylebook for complete guidelines.)
• The hyphen is used in phrasal adjectives:
a 7-year-old boy 
an off-the-cuff opinion 
a little-known man

• But the hyphen is not used in sequences in which the adverb has an -ly suffix: 
a gravely ill patient 
a relatively weird student

• In combinations of a number plus a noun of measurement, use a hyphen:
a 3-inch bug 
a 6-foot man 
a two-man team

• A hyphen is always used with the prefix -ex, as in:
ex-president 
ex-chairman

• The comma is omitted before Roman numerals and before Jr. and Sr. in names:
Adlai Stevenson III 
John Elliot Jr.

Time
• Time in newspaper usage is always a.m. or p.m. Don’t use tonight with p.m. or this morning with a.m., because it is redundant. Don’t use the terms yesterday and tomorrow to describe when an event occurred. It is OK, however, to say today.
• In describing when an event happens, use the day of the week if the event occurs in the last week or the next week. BUT, use the calendar date if the event is longer than a week ago or farther than a week off.
• Generally, it’s more readable to put the time, then the date, when an event will occur:
RIGHT: The train arrives at 3 p.m. Jan. 3. 
WRONG: The train arrives on Jan. 3 at 3 p.m.

• Avoid putting both the day of the week and the date that an event will occur:
RIGHT: The fireman’s ball will be on Jan. 3. 
WRONG: The fireman’s ball will be on Monday, Jan. 3.

• CORRECT: It’s 7 p.m. 
INCORRECT: It’s 7:00 p.m.
• The exact time when an event has occurred or will occur is unnecessary for most stories. Of course, there are occasions when the time of day is important. In such cases, use figures, but spell out noon and midnight. 
Capitalization
• Capitalize names of holidays, historic events, church feast days, special events, etc., but not seasons:
Mother’s Day 
Labor Day 
Orientation Week 
fall storm 
autumn leaves 
winter tomatoes

• DO NOT capitalize points of the compass in usages like these:
an east wind 
southern Arkansas
western Canada 
southeast Forrest County

BUT DO CAPITALIZE points of the compass when part of the name of a recognized geographic area:
Southern California 
Midwest 
the South 
the West Coast

• Capitalize the proper names of nationalities, peoples, races, and tribes:
Indian 
Arab Caucasian 
African-American 
Hispanic

• Capitalize and place quotation marks around the names of books, plays, poems, songs, lectures or speech titles, hymns, movies, TV programs, etc., when the full name is used.
“The Simpsons” 
“The Catcher in the Rye” 
“Star Wars” 
“Lucy in the Sky With Diamonds”
“Arsenic and Old Lace”

books, periodicals, reference works, and other types of compositions
Use quotation marks around the titles of books, songs, television shows, computer games, poems, lectures, speeches and works of art. Examples: Author Porter Shreve read from his new book, “When the White House Was Ours.” They sang “The Star-Spangled Banner” before the game.
Do not use quotations around the names of magazine, newspapers, the Bible or books that are catalogues of reference materials. Examples: The Washington Post first reported the story. He reads the Bible every morning.
Do not underline or italicize any of the above.

The Story Development Form
Day 1 – Initial Thoughts.

“This is a story about































































Why is this story important?



































Story will be written by:











Reviewed by:












DAY 2 – Doing background work

Cite a minimum of 2 articles that you will read to give you information for this story:

1.

2.

Cite a minimum of 2 websites you will visit for supplementary information and data:

1.

2.

What events do I need to see? Where do I need to experience things that will help tell this story?

1.

2.

3.

4.

Submitted by:












Reviewed by:












DAY THREE – Gearing up

At this point, you should be able to begin narrowing your story down. List 4 possible angles (or “moments”) for this story:

1.

2.

3.

4.

You should also begin identifying people you will need to visit with to get information for this story. List a minimum of 3 people you will interview for this story:

1.

2.

3.

4.

For each of your interviewees, you will need to prepare your questions. 

Submitted by:












Reviewed by:












DAY FOUR – Write!

Write the opening first draft of the story. Ideally, you should provide a minimum of 3 paragraphs so that we can discuss the appropriate mood or feeling of the sotry as it begins. Write it here or submit it separately.

What is my “zinger” quotation (the first quotation used in the story – usually appears within the first 3 paragraphs).

What is my closing quotation?

Review all of your notes from your interviews. Do you have enough information and quotations to tell the story?

Submitted by:












Reviewed by:












DAY FIVE – Packagaing

Photographs. Each major story needs accompanying photographs. List 3 possible photo ideas, along with the setting you hope for:

1.

2.

3.

Submitted by:












Reviewed by:
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  Captions

Caption type I – The Single Identification:

In some cases, your layout will call for one or several photos that leave space only to identify the person or people in the photo.

1. Captions must identify each person who is visible in the photo completely – name, title, grade at the time the photo was taken.

2. If it is a large group or "masses" photo, identify the title of the group or the place and reason for them to convene.

Caption type II – The Group Identification

Team and club group photos will need to identify all members in an organized fashion.

Identify full names, spelled correctly, and grade at the time of the photo.

Capitalize the grade the person is in if it is followed by his or her name: 

· Sophomore Jeannie Beanie ate lunch…

· Jeannie Beanie, who is a sophomore, ate lunch…

[image: image12.jpg]


Caption type III – The Story Caption:

Captions for dominant photos are just as important to the story as the photo is:

1. Identify the individuals

2. Answer all of the reader's questions without stating the obvious

3. Show evidence of adequate research which provides information that adds to the reader's understanding of the event or situation.

4. Feature meaningful quotations by the subject(s)

5. Add little-known facts about the activity/event or telling the results or outcome of the action.

6. Personalizing the action/reaction with a one-of-a-kind, human interest quotation from someone involved or affected by the photo content.

7. BONUS – Interview the subject thoroughly enough to let him/her tell the whole caption story in his/her own words.

Words and pictures combine to tell the most captivating stories. Captions are by far the most read copy…and yet they are usually the most neglected by student reporters.  Give every caption the attention it deserves to complete the story only started by the photograph.

Story captions will have a lead and be 3 sentences each: 

· Lead in serves as a mini-headline for the photo caption

· 1st sentence is present tense; 

· 2nd sentence is past tense; 

· 3rd sentence is a quotation from someone in the picture or from someone who was

at the event or activity. The quotation should relate to the photo, but it should give interesting, additional information instead of stating the obvious in the photo.

Quick Tips:

· When describing who said the quote, use “said,” but not “exclaimed,” “explained,” “shrieked,” “questioned,” “shrieked,” etc.

· Gag captions or editorializing are signs of a poor journalist and should never be written for the yearbook.

Sample Story Captions told from the p.o.v of the subject, the photographer, and others in the photo

From: The New York Times Magazine
Section: What They Were Thinking
PHOTOGRAPh by Ron Haviv
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ALEXANDRA SCHMIDT, 18: A Marine told us that a perfect score was 70 seconds. I was going to try to hang there as long as I could. One of the Marines said that when you sing a song in your head, it really helps you through pain. “Old MacDonald” was what came into my head. I made it 30 seconds. I definitely could have gone 45 seconds if I hadn’t started laughing. I heard a Marine shout, “Don’t let go,” and it made me laugh, and it made me lose my song, and that’s when I started slipping. I do choir and drama — I don’t do sports, so I was actually pretty impressed by myself. I think I was the longest up there, except maybe for this one itty-bitty girl who was just floating up there because she’s so tiny. Whenever I had tried to do that at the gym, I couldn’t even pull myself up. I figured I did it because of the Marines. I don’t want to be a Marine — I just have respect for them. They do so much for us, so I told myself: I can do this. I can try.

SGT. RANDY VANSCOYK, RECRUITER: I asked her if she wanted to face the crowd or face the wall, and she said she didn’t care. Most females are intimidated with a crowd around them. She wasn’t scared. She was looking for a challenge. It’s kind of what we’re looking for.  

Interviews by Charles Wilson
Last-Minute Doubts, New York City[image: image14.jpg]



PHOTOGRAPH BY Amy Arbus

ANNA MEDVEDEVA, 24: The photo was taken the night before my breast-augmentation, chin- and neck-liposuction surgeries, and I was very confused and was thinking, What are you doing with yourself, girl? I spent all that day at home preparing for surgery. I was alone with my fear that night, and I was thinking that I wanted to change my decision. So I tried on the bandage that I would have to wear on my face after the surgery. I felt scared and called my best friend, who really helped me so much. My friend and I talked as Amy took pictures of me. In some, I was nude, and when the light went through the window from the street and I saw myself, I thought, I’m already perfect. My imperfection is my nature. Now, after everything is done, I love it so much. I look to the mirror, and I’m like: “Wow, you’re so sexy. I want you, girl.”

AMY ARBUS: A week before this photo session, Anna told me she was having plastic surgery, and I asked to do before-and-after pictures. Toward the end of this shoot, she started getting nervous about the surgery, and I said, “You can still change your mind.” She was on the phone a lot with her girlfriend, and when we were done, she was looking to see if she had heard back, and that’s when I took that picture. It was the last one I took.

Interviews by Joanna Milter
Guidelines for identifying group photo subjects:

1. Left to right is implied, so no need to write it.

2. For posed directory team/club photos, label Front Row, Second Row, Third Row, Back Row, etc..

3. Identify all people that are reasonably identifiable in the photo.

4. For students, use grade (sophomore) and then name.

5. Name is first and last as indicated on school records (in index or on monitor web)

6. For adults, use job title (English Teacher, Secretary, etc) and then title (Mr., Mrs, etc) then full name.

7. Attribution is always title/name/said on first reference. After that, it's last name only.

Avoid starting captions with peoples' names and grades. Vary your sentence structure but not the way you describe the statement, as in these examples:

Example - Prepositional Phrase opener:
Music to Our Ears. With new navy blue uniforms, the marching band performs during halftime of the Swartz Creek game on Oct.1. There were a record number of 115 musicians in the band. Drummer Jay Jones stated that the band “really shocked the audience with our volume!”

Example - Participle Phrase opener:

Smash Mouth Sneak: Flying over a mound of players, quarterback Jason Brown heads for the goal line in the last minute of the Davison game to cinch the goal and the victory. Grand Blanc beat Davison for the ninth consecutive season. “I twisted my ankle making a tackle, but it was worth it to see them go down!” stated lineman, Jon Jackson.

Example - Infinitive Phrase opener:

Sweet Success: To earn money for the state conference, Sophomore French Club member Alice Hall sells Freshman Jody Crane a lollipop.  The club earned profits totaling $210 from the sale. “It was a record-breaking success; now I won’t have to get a summer job at McDonald’s to go to Montreal,” said club member Jody Smith.

Other Caption Openers…

Trying to collect

Acting as

After scoring the point

On her way to

Discussing the

After a long night

Tired of

Searching for

Amused with

While a junior

Searching for

In her spare time

Right in step with

Before going out

Completing the 

Accompanied by

To create the look

While enjoying the

Working on the

In the hope

During the parade

On her way home

While taking a breather

Looking for

Wishing that

In anticipation

To add a little fun

After the ceremony

Behind the scenes

Unable to 

Upon learning to

Trying to hide his

While waiting for his

As senior

Carefully considering

Taking time out

During a 

Caught in the spirit of

As the crowd

With dinner time approaching

After finishing

In honor of

Abandoned by

To achieve this

Stressed out over

With the aid of 

As the bus arrives

Scooping it up

While scoring the final

With victory so close

In a discussion with

Completing the pass

Completing the task

With an effort to

While looking at the

Seeing the team with

Seeing his friend

Moving away from the

Getting ready for the

By watching the 

By working with

To understand the situation

To clarify the problem

Paying special attention to

Caught gossiping

While throwing the

Despite his efforts

Before speaking

Taking advantage of the

To answer the question

Reaching for

Frustrated after the

Just before the

Discussing the

With crown in hand

Surrounded by

Rarely seen without a 

Engulfed in her work

Toasting his class

Instead of working

Industriously working

Not pleased with

In order to win

Twisting into a 

Trying to stay

In a desperate attempt

Headline and Secondary Headline
· These should tell the story of the page, but not simply state the title of the activity, event, or sport. Headlines should draw the reader into the story, to let them know WHY THEY SHOULD CARE OR BE INTERESTED in the story.

· Headline connects directly to the story and may connect to the yearbook theme.

· Innovative writers use active, colorful, descriptive verbs to set the tone of the piece and to vary word choice.

Primary headline is the eye-catcher and ought to be unique, clever, and meaningful.

Secondary headline provides the nuts and bolts of the story – tells what the angle of the story is.

· Style of headlines varies each year. Write the required style in the space provided below:

Primary Headline











Secondary Headline











NUTS AND BOLTS

Do

· Write headlines and subheads in present tense

· Consider using the dominant photo as a source for headline idea
· Use the headline notebook to become inspired. Mark next to any headlines that you use with the date and year so others will not use it.

· Use a comma in place of the word "and"; eliminate unnecessary words like "a," "but," and "the"

· Follow the format dictated to you on your spread

Don’t

· Use the name of school or club in headline

· Write generic headlines that could appear in any yearbook

· Use clichés like "Tennis Team Swings into Action," "Swimmers Dive into Season," "Student Council Calls to Order," and "Football Team Kicks Off Season."

Literary devices to improve headlines:
1. Alliteration – repetition of the same or similar consonant sound in words close together.

2. Antonym – a word of opposite meaning

3. Cliché – common word or phrase, often figure of speech. Beware not to use tired, overused clichés.

4. Homonym – words that sound alike but mean different things.

5. Onomatopoeia – the use of sound to echo word meaning

6. Pun – play on words based on multiple meanings

7. Rhyme – repetition of vowel sounds in accented syllables

8. Synonym – one of two or more words that have the same meaning

Headline/copy verbs
abate 

abolish

act

adopt

advance

affect

aggravate

aid

aim

allay

allot

allow

arise

answer

appoint

appall

applaud

apply approve

arm

ask

assist

assume

assure

attend

attain

attract

baffle

ban

beat

beg

begin

believe

bend

bind

bite

bless

blare

blow

bluff

borrow

bounce

breather

break

bring

brood

build

burst

burn

buy

cancel

call

cap

cast

carve

catch

challenge

change

charge

charm

chase

cheer

choose

chop

churn

claim

clap

climb

close

comfort

command

commend

commit

compare

compel

conquer

constrict

converge

correct

crush

cry

dare

dash

declaim

declare

defend

delay

delight

deliver

depict

design

devise

differ

direct

discuss

doubt

draw

drive

eat

echo

eject

embark

emerge

encourage

equip

erase

escape

exceed

explain

fade

fall

fan

fear

fill

find

finish

fit

fix

flicker

fling

flock

fly

fold

force

free

gain

gather

gaze

get 

give

glare

glide

go

govern

haggle

halt

hand

haunt

hear

heave

hide

hit

hold

hop

huddle

hunt

hurl

illuminate

imagine

impact

impress

incite

include

increase

inhabit

inquire

intend

introduce

invite

invent

jam

jar

join

judge

jump

keep

kick

label

labor

lag

lash

laud

laugh

launch

lead

lean

lend

lick

lift

limit

list

load

locate

look

lose

lurch

make

manage

march

mark

make

match

mean

measure

meet

mend

merge

mix

move

nail

name

neglect

nick

nip

note

notice

object

obscure

obtain

occur

offend

offer

open

operate

oppose

order

pace

pacify

pack

parade

pardon

pass

patch

pay

peer

perform

permit

pick

pile

pitch

plan

play

pledge

plunge

point

ponder

pose

pour

practice

present

press

prevent

produce

prohibit

protect

protest

prove

provide

publish

pull

push

put

quarrel

quell

race

rage

raid

raise

rally

rattle

reach

record

recover

release

render

represent

request

require

respond

ride

roll

rumble

run

rush

scrape

search

see

seek

seize

send

serve

shake

show

sing

sit

slide

snag

spend

spill

spring

spur

squeeze

stagger

stalk

stamp

start

steal

steer

step

stifle

sting

stir

stop

strain

strike

subdue

submit

suggest

summon

supply

support

survey

suspend

swallow

swim

swing

switch

take

talk

tame

taste

teach

test

thank

think

thrash

thrill

throw

trust

tie

trade

trail

train

transfer

transform

transport

travel

tread

trim

trip

trot

trust

try

tuck

tug

turn

undo

unite

vent

visit

walk

wallop

warn

wash

watch

wave

wear

weight

whiff

whip

whirl

whisk

win

wipe

work

wrap

wreak

wreck

wrest

Words for sport copy

Annexes victory

Baffles

Bags

Batters

Belts

Blanks

Blasts

Bounces

Bowls over

Bows to

Bruises

Bums

Buries

Clips

Conquers

Cops close one

Cracks

Crowns

Crushed

Douses

Downs

Drops

Drowns

Drubs

Dumps

Edges

Explodes

Grinds out

Hands defeat

Hangs up 

Halts

Humbles

Jars

Jolts

Laces

Licks

Mauls

Nicks

Nips

Noses out

Nudges

Outscores

Outscrambles

Overwhelms

Paces

Plasters

Pops

Pounds

Pummels

Quells

Races

Racks up win

Raps

Reigns in

Rips

Roars to victory

Rolls over

Romps over

Routs

Shades

Shatters

Sheds

Shellshocks

Shocks

Slaps

Slashes

Smacks

Smashes

Smothers

Snaps streak

Spanks

Sparks

Spills

Squeezes

Squelches

Startles

Stuns

Subdues

Swamps

Swats

Tames

Throttles

Thumps

thwarts

tips

topples

tops

tramples

trims

trips

triumphs

tromps

trounces

upsets

wallops

whales

whips

yields

zips
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Standout and Pulled Quotations

Many spread assignments will require a standout quotation to be highlighted graphically on the page. 

· This should be your strongest quotation that is unique and maybe even odd

· This is a verbal “entry point” into the page; it makes the reader want to know more about the page and delve more deeply into it.

· Standout quotations are not boring or blah, like, "we had a really great year" and "It was fun".

· Standout quotations STAND OUT, such as “That teacher wasn’t fooling anyone – we all knew the truth about sex education.” (Okay, I cheated and used the word “sex,” but you must admit it makes you want to know more!)

· Standout quotations should give the overall tone of the page or draw the reader into the body copy.

· The quotations given to you will only be as good as the questions you prepare and the interviewing that you do…

Pulled quotations are simply pulled from body copy to highlight an idea that will draw the reader into the body copy.

Example of how to format copy

for copy deadline

BOYS WATERPOLO COPY – PAGES 202 & 203

Jenn Woolard, Kelsey Ivan, and Austin Blakemore

Top Bar

0740-Nichole Boehnke

7628- Geoffrey Kocks, Michael Bernard

7647_1- David Harris

3370- Zafir Abutalib

3358- Steven Ehrke, Jacob Neil 

3916- Forrest Yachcik

6145- Lauren Witnauer

Dominant Module

Headline: A Path to Tread on

Sub headline: Seniors pave way for underclassmen 

4554copy-Robert Lambert (photo by Austin Blakemore)
If anyone has ever been to a water polo game they are familiar with this scene. It’s the last quarter of the JV game, when an eruption of masculine yells burst out of the locker room. Walk closer to the locker room and sounds of slapping along with death metal music fill your ears. The yelling, slapping, and music stops, just as quickly as it started. Twelve young men emerge from the locker room, displaying scratched, red chests. They have smirks on their faces because they are honoring a well-kept secret that has been at the high school since before their coach played high school water polo.
The kill chant-which is referred to as “Sacred” by Senior, Robert Lambert-is a pump up ritual that “no one can understand unless they’re part of the team,” says Lambert. “You just don’t talk about it,” agreed senior Jacob Forstat. Some traditions, like the kill chant have existed for years, but this year the seniors on the team have started some new ones.  “We wanted to leave our mark,” said Forstat.
To display their team spirit, they “tried to grow playoff beards.” Laughed Lambert. The seniors aren’t the only ones that laugh about their fun antics. “They make [practice] a lot more fun with things you don’t expect.” said sophomore Jacob Martin. (Story by Jenn Woolard)
Side cob (Module by Kelsey Ivan)
DSC1340 Jacob Forstat

“We don’t talk about what happens in the locker room it makes our team seem awkward but its what we’ve always done.”- Jacob Forstat 

Poll (Module by Jenn Woolard and Kelsey Ivan)
Fight the Urge

Img 0556 – Alexis Lambert

Many people consider water polo to be the most violent sport in existence, but they don’t realize how many rules there are in place to keep the players safe. In the player’s opinions, the lamest rule is 


1.No standing up 8%


2 No dunking 68%


3.No closing your fists 24% 

Pullout Quote (Module by Austin Blakemore)
“Dressing up was not something we would have done alone but we could do as a group. Us water polo boys don’t stand-alone. ” Senior Nicholas martin. 

0502- Graham Jackett  

6414- JV team 

4927- Chaney Finn, Jordan Millwood

05201-Andrew Morgan 

0523- Collin Olson

0017- Varsity team
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Spinoffs and Modules – Copy Alternatives

The majority of our yearbook coverage is thematic, with sidebar and module spinoffs of a theme that fills the entire DPS. 

Sidebars and modules are tangents derived from the topic of the page that are great for the following reasons:

1. The current generation of readers likes a lot of "access point" that make it easy for them to get lots of information, fast!

2. Modules tell the complete story of the year and allow the story to develop in many different directions.

3. Sidebars increase the topics covered in the yearbook, making the copy more interesting.

4. Modules allow more students' opinions and experiences to be included in the yearbook, thus increasing coverage.

5. Modules also create the opportunity for page writers and designers to implement eye-catching presentation concepts, using graphics, icons, mini-photos, and type variation.

If your spinoff module includes a survey or poll with statistical results, you must include the number of people involved in the survey!

Yearbook Challenge #1

Directions:

1. Find one person that you do not know to interview.

2. Use interview tips design your approach and to ask questions.

3. Edit the content of your interview results to focus in on specific information and interesting angles.

4. Use all of the rules of copy in this manual to proof and edit your work.

5. Create a personality portraits.

6. Give the story its own creative headline

Due Date:






Ideas for Features and Sidebars…

Student Life 

Fashion- plain or fancy?

Bargain shop vs. big spender

Comfort clothes

Common scents (cologne)

Dying your hair 

Tanning booths 

Tattoos 

What’s hot- what’s not 

Hats

Backpacks

Braces

Contact lenses

Hairstyle choices

Self – expression with clothing

Comfortable clothes 

Slang and definitions 

Relationships 

Locker partners

Twins

Foreign exchange families

Best friends

Grandparents

Nieces/nephews 

Big families

Being in a wedding 

Younger/older siblings

Dating

Coping with break-ups

First dates

Blind dates

Date under $15

Favorite date locations

Dating disasters 

Entertainment 

Movies in review

Animated movie favorites 

Favorite radio stations

Reruns on TV

Music preferences

Celebrity dream dates

Extreme sports

TV show extremes 

How we spend our time…
early morning routines

Saturday a.m. bumming 

Rainy days

Organizing time

Wake up in the a.m. – how?

Mondays

Chores

Hunting

Curfews

Adult responsibility

Doing laundry

Getting grounded

Clowning around

Boredom busters

Personal websites

Food…

Home – cooked meals

Fat grams in school lunches

Family meals

Weird food tastes

Crazy food cravings

Cafeteria bests/worsts

Favorite fast food 

Favorite pop/candy

Vegetarian/vegan eating

Work – related…

Job interviews

Future careers 

Untraditional careers 

Babysitting

Working for relatives

Best/worst part – time job

News…

Local news

World news

Environmental concerns

Driving

Getting traffic tickets

New wheels

Modes of transportation

Getting lost while driving

Bumming a ride

Riding the bus (freshman thru seniors)

Fender benders 

Miscellaneous 

First impressions 

Superstitions 

Getting ripped –off (theft)

What’s under your bed?

Halloween 

Zodiac signs

Crowded halls

New students

What makes you happy?

Concerts

Sweet sixteen?

MSU vs. U of M

Cell phones

Internet experiences 

E – mail

Heroes

Coping with losses

Being on crutches 

Loyalty

Recycling

Allergies

Bad habits

White lies

Odd pets

Body language

Hidden talents

Holiday hypes

Nicknames

Unusual names

Cliques 

Surviving as freshman 

Best birthdays

Common cold 

Moving away 

Stuffed animal pets 

Clean/messy bedrooms

Putting your foot in your mouth

Pet peeves

Being left – handed

Gift – giving 

Voting 

Clubs

How to join 

Elections 

Campaigning 

Responsibilities for officers

Time commitments 

State/national competitions 

Meeting new friends

Fundraising 

Working for charities 

Conferences

Food drives

Faculty sponsors

Parent involvement 

Dances/decorations 

Initiations

When people don’t need help

Missing meetings

Sense of participation

Big clubs/small clubs

Club traditions vs. new activities 

Masking signs/posters 

Timeline/behind the scenes prep

Sample agendas 

Products created

Activities 

Old traditions 

New traditions 

History of the club

Publicity students/recruiting new members

Seniors 

Graduation gifts

Proudest moments 

Open houses 

Regrets

Close/far – away colleges

Senior year costs

Senior interviews

College visits

After graduation

Early graduation 

Special school senior events

Big dreams

Keeping in touch

Will H.S. friendships last?

 New goals 

Are they academically prepared?

20 – Year predictions 

Spring break 

Advice to underclassmen 

Senioritis 

Senior privileges 

Academics 

Teachers 

The “perfect teacher”

Teachers’ sayings 

Team – teachers

New teachers

Teacher stress

Substitute teachers

Teachers’ personal stories 

When teachers’ where kids 

Teachers’ report cards

Teacher role models 

Interruptions 

Getting teacher off subject

Excuses, excuses

Fire drills/severe weather drills

Announcement interruptions 

Shortened class periods

Study time…

Memorization techniques 

Times and places for study

 Study groups 

Procrastination

Losing sleep to study

Falling asleep during studying 

Cramming 

In the spotlight…

Embarrassing situations

Getting called on in class

Reading aloud in class

Show and tell

The down side…

Progress reports 

Cheating in school

Pop quizzes

Clock – watching 

Stress

The up side…

Rewards for grades

Reading for fun

GPA

Academic achievers/class rank

Extra credit 

Open book tests

Popular projects

Miscellaneous 

Biology dissection 

Taking notes in class

Passing notes in class

Going to the library

Videos

Writing papers 

Old textbooks/ new textbooks

Taking tests

Counselors

Getting tutored/ being tutored

Taking attendance

Real – life training

ACT test

MEAP hype

Lab periods

Learning outside of school

Outside Classroom Photo Ops 

Volunteering 

Summer institutes/camps

Summer school 

Drivers’ education 

Field trips

Guest speakers

Foreign travel 

Amusement park favorites  

Blood drive 

4 – H fair

Part – time jobs

Out – of – school sports

Exercising 

Mall/shopping

Spring break

TP – ing

Hang outs

Karate/ tae kwon do

Living in Michigan in the winter

Working concession stands 

Sports
Practices

Try-outs

Learning the plays

Game pressure

Avoiding injury

Watching from the sidelines

Team captain duties

Team pictures

New/ old uniforms

School colors

Mascots

Home vs. away games

Missing last period for games

Bus rides

Favorite opponent stadiums

Safety requirements

The cost of sports

Private lessons

Indoors vs. outdoors play

Field maintenance

Parental support

Booster clubs

Student support

Cheerleaders

Bands

Individual player sports

Winning vs. losing

Motivation/ awards

Calling the plays

Half time activities

Locker room talks

Manager/ trainers

Pressure/stress

Staying in condition

Superstitions

Pre-game warm-ups

When scouts are watching

Weight lifting

Summer camps

Biggest rivalry

Drug tests

Upsets

Athletic scholarships

Making weight goals
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 Portrait Sections Directions:

1. Get together with your group.

2. Group captain(s) will take notes and give direction throughout this deadline.

3. Count the number of sidebar modules that appeared in last year’s book in your section. Add two to that number. (Modules that are not quality may be cut)

4. Divide the modules evenly among the crew – usually 2 each

5. As a whole group, determine topics for each sidebar. 

· Topics should be current, reflecting trends and issues from THIS YEAR in THIS SCHOOL in THIS SOCIETY! 

· Avoid fluff and clichéd topics, like “what is different from middle school now that you are in high school.” 

· Choices might also spinoff of the the theme of this year’s book.

·  Refer to pages “Ideas for features and sidebars” section of staff manual for ideas to begin brainstorming.

· Use the coverage boards to determine who to feature. If they are already in the book even once, don’t even think about using them. Choose students who have stickers because they have purchased a book.

· Once you know who will be in your modules, give a list of coverage to your section captain.

6. Section Captains will meet with the editors to review topic choices to determine if they are good choices and to avoid overlap. Topics may change after that meeting.

7. Senior Section: Work with Senior Signature Captains to obtain senior signatures.

8. Be sure that you cover class officers and sponsors in one sidebar; seniors, consider including class colors, flower, song, and slogan.

9. Staff Section – First, work with the managing editor to update the list of staff members and their job descriptions (see Butzu for a hard copy list)

· Use yearbook e-mail to request information from teachers or ask them directly to meet with you for an interview or hand them a survey with a required return date. Make them feel special – that you really want to know their story to feature them in the yearbook.

· Better still, schedule an interview with them!

· Next, see me for the proof pages of all people photographed so that you can determine which staff members still need a picture taken.

· Find missing staff members and photograph them on a white background. 

· Organize group shots of the following groups: Day Custodians, Evening Custodians, Lunch Staff, Hall Monitors

· E-mail Carrie Nietert at Central Office to ask if she has a current photo of the board of education. This should appear in a module and also tell a story about the board’s philosophy, focus, or something that makes them unique.

· Update the list of job titles and sponsorships/coaching duties for each staff member

Part 2 – portraits/headshots

1. Evenly divide the portrait pages between people in your group

2. Every staff member must write his or her full name on the back of the pages they are responsible for

3. For each photo, monitor web the name to check for name spellings. Find duplicates and determine which photo is better – even if you have to go to the person to ask which he or she prefers. Cross off duplicate photo that should not be published in red ink with an X.

4. DO NOT CROSS OFF TWINS!

5. Monitor Web names and correct them with a red pen. Cross off what is wrong and clearly write the correct version near it.

Section Captains:

1. Get all pages back from staff at the end of each hour. Store in the common area.

2. When all names have been checked and photos crossed off, be sure that none of the other section captains have photos to add to your section, then count the total number of photos to be published. Be sure to count anyone accidentally in other sections.

3. Divide the total number of headshots by the total number of pages in your section. Determine how many pictures will be on each page. Paperclip that information onto the front of yoru proof pages and let the teacher know when this is all complete.
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  PHOTOGRAPHY

Cameras

· Digital cameras are available to be checked out in advance of the event you want to cover. Sign up on the calendar of the camera that you wish to use for the date you need it.

· Our cameras are very expensive and fragile. Use care when handling cameras. Be conscientious. Never store in unsafe places (e.g. lockers, with friends or a teacher, nor in hot or cold cars).

· Return cameras immediately – directly after use or first thing in the morning.

· If you check out a camera, you must come get it after school or else come after school to ensure that it is locked up.

· Report any camera failure, fault, or damage as soon as you discover it. 

Digital Photos

1. Once you have taken photos, record your photos on the download clipboard for the photo editor to download them into the appropriate folder on the school yearbook drive.

2. Always recharge equipment and plan ahead to take the charger with you.

3. Check camera's memory before taking a camera to be sure there is enough space on the memory card. If not, ask the editors or photo editor to make space for you.

4. Delete any unusable photos before submitting the camera for downloading.

5. After photographing your event, print a "proof sheet" with your photos for you to examine.

6. Move all photos to be used on your spread into the "use this" folder of your activity folder.

7. Mark the photos you want to use on your spread with the image number

Photo Information
· TAKE YOUR OWN PICUTRES! Do not rely upon a coach, sponsor, or non-yearbook staffer to take photos. They often do not know your subject or quantity requirements or even where to stand to take pictures.

· Don’t wait for photos until the last minute. If your layout is due in five days, you should already have the photos in your possession. If you wait until the last minute, the photos you get might not meet your needs. 

· Plan ahead for inclement weather, camera screw-ups, and cancellations. Charge your batteries and take backup batteries if necessary.

· The editors-in-chief and photo editor do have the right and responsibility to help select and edit photograph choices. Confer with them when deciding what you want to use. Do the selection early, one week or more before the deadline.
· All photos are the property of the yearbook staff. Photographs that are published in the book should not be given to others digitally unless approved by the adviser.

· Use your discretion when deciding to show photographs you are going to use to students – they often will ask you not to publish it for reasons of vanity or will ask you to reproduce it for them personally. However, if your work is good, they will love it and will want to buy the book!

Yearbook Challenge #2 – Photography Scavenger Hunt

· In groups of three, you will have two days to experiment with photography techniques.

· The group that shoots the best series of pictures will win the contest.

· Group members must split photography evenly and will print their photo results with a photo credit for each photo.

· Each photo must feature at least one person at GBHS.

Group members’ names:







Due Date



Photography technique: please write the photo credit of the photographer next to the technique.

1. _____ Personality portrait – reveals personality, character of the person

2. _____ Environmental portrait – Posed image of 1 or more individuals in natural surroundings       to provide insight into their work, interests, or personality

3. _____ Pure candid shot

4. _____ Action or reaction (sports)

5. _____ Bird’s eye view

6. _____ Worm’s eye view

7. _____ Extreme crop (do this with the camera, not photo editing)

8. _____ Extreme angle

9. _____ Leading Lines

10. _____ Repeating patterns

11. _____ Framing of subject with other objects/people in picture

12. _____ Contrast (color or shapes or sizes)

13. _____ Unique lighting that enhances rather than distracts

14. _____ Depth of field with background in focus

15. _____ Depth of field with foreground in focus

16. _____ Rule of thirds

17. _____ Photo essay with three pictures (wide/establishing shot, medium, close up)

18. _____ Rapid fire with three pictures

TAKING PICTURES

Good photographers go to ordinary assignments and bring back extraordinary images.

Three Simple Rules:

1. Fill the frame

2. Control your background

3. Shoot great moments – the decisive moments and the whole spectrum of emotion
And keep in mind…

· Find out the story and capture it visually

· Keep moving and keep shooting

· Don’t wait – shoot right away, then get better shots

· Include faces – the face is the primary communicator

· Look for the 3 basic shots and 3 rules of composition

· Shoot the decisive moments

· Avoid these clichés: fake action, 2-3 people supposedly conferring, images of people mugging, person handing another an award

The Subject:

1. Photograph people! People are the focus of the yearbook.

2. Tell a visual story with your photo.

3. Be sure you can identify who is in the picture – get that information right away when you take the photo.

4. Candid and planned photos are our goal. Do not take posed photos.

5. Avoid simple mug/head shots.

6. Avoid groups of friends lined up and posing. Instead, capture the action or feeling of a moment.

7. Shoot a variety of close-ups with only one person and with a whole crowd. The former allows the photo to show a specific expression or body language and the latter helps set the tone of the scene.

8. Avoid shots without people in them unless you are using them to tell a story. Our goal is to include as many people as possible.

9. Capture expression in your subjects' faces. The backs of peoples' heads are typically useless.

10. Consider the uniqueness of your subject. If it's a student at a computer, at a desk reading, or at a desk sleeping, it's probably not a great shot. Each picture should be original and should tell a story.

11. Hallway posed shots are BORING!

12. Get away from the same old story. What is happening in the building this year that is new or that really tells the story of our high school? What is unique to this school? What is going on in all types of classes and non-academic settings?

13. Photograph a variety of people to tell the whole story such as:

· coach or adviser

· captain, president, or committee chair

· team, club, or committee members

· spectators

· parents, volunteers, teachers, administrators, custodians involved in the event
14. DO NOT PHOTOGRAPH YOUR FRIENDS OR PEOPLE ON THE YEARBOOK STAFF UNLESS THEY ARE NECESSARY TO TELL THE STORY OF THE PAGE – THEY WILL BE COVERED PLENTY IN THE BOOK WITHOUT EVEN TRYING.

The Background:

15. Pay attention to the background of your photos. Lockers, brick walls, etc. are boring!  

16. Backgrounds that help set the scene are important.

17. Plan your background to be organic – to enhance the story of the photo with the authentic environment.

18. COBs – Cut Out Background Photos (or partial cobs) -  these are digitally edited photos that cut out all or part of the background to showcase the subject.

19. Avoid backgrounds that have a lot of writing or distracting details on them unless it is part of the story. Zoom in to eliminate backgrounds.

20. Avoid shooting through closed windows or using windows as a backdrop. The flash will produce a glare in the photo.

The Lighting:

21. Pay attention to lighting. Natural light will produce a better picture than electric light. If the lighting is dim, the picture will be even more dark and grainy.

22. Do not shoot into the light. Keep the light over your head or to your back.

23. Hold the camera still and tight against your forehead; keep your arms in tight to your sides to avoid blurred pictures.

24. Vary the angle from which you take the photo – up high, down low, right side, left side, etc.

25. Outdoor photos are typically clearer and more interesting than indoor photos.

26. When shooting pictures outside at night AND when shooting sports photos, it is important to use a quality camera – not just a point-and-shoot.

Composition:

27. Three Basic Shots:

· Wide shot (establishes the scene/setting) – shoot one horizontal, one vertical

· Medium shot – shoot one horizontal, one vertical

· Close-up shot – shoot one horizontal, one vertical
28. Repeated patterns and shapes can be visually stunning

29. Contrasting colors and sizes can be visually stunning

30. Fill the photo frame with your subject.  Keep your subject in the center. Cut unnecessary backgrounds out of your frame.

31. If not filling the photo frame, apply the rule of thirds or use the environment to frame the subject.

32. Rule of Thirds – divide the frame of your camera into three equal horizontal and three equal vertical lines. Points of interest should fall within one of the grids to create more dramatic, eye-catching subjects.

33. Leading Lines – naturally occurring lines that create depth and guide the viewer’s eye to the subject

34. Do not shoot into crowds unless you are trying to capture the effect of a crowd. Even then, fill your frame with as much of a close-up as you can.

It’s your job to be FAIR and ACCURATE…Remember, the book is for the entire school and should represent the entire school. 

· Gender, race, and age equity are important issues. 

· The yearbook should not be a senior book, but a book which appeals to all grades. When selecting photos, look for photographs from all grades and all types of students. 

· Those students who are “popular” end up in the book too many times. You are strictly prohibited from putting yourself on any page you complete, or from asking another staff member to use a picture of you. 

· Also, it is entirely too easy to take photos of yearbook staff members and their friends. Be careful! It is a challenge, but that is the task at hand.

At sports events, club activities, etc., do not take several pictures of the same person.

Sports Photography Techniques

1. In general, it is very important in sports photography to stand as close as possible to the action. Avoid standing in locations where you get photos of the athletes' backs. Be alert and pay attention to action to get good shots and to keep yourself and the camera safe from harm.

2. Learn the rules and movement of the sport before shooting so you know where it’s best to stand

3. Do not be afraid to ask the coach to let you stand by the bench, dugout, sidelines, etc. They will often help you get the shots you want.

4. You will often have to spend the bulk of your time at a sporting event with the camera to your eye, watching the scene through the viewfinder. It helps if you keep both of your eyes open and watch the whole scene that way.

5. Know your camera well enough to determine if it takes the photo immediately or if you need to focus it first by pushing the button down halfway, thus delaying the shutter release. This will help you determine when to snap the picture to get the optimal shot.

6. Take a variety of action shots and sideline/bench shots as well as coaching shots. Remember that the story of the sport is more than just the competition. Take only a couple of wide-angle-type shots (with many people in them) and work to take pictures of small groups (1-4) and single-person reactions/expressions.

7. Talk to the coaches and/or team members ahead of time to learn of any special interest stories you may want to photograph, such as a freshman player on a varsity team, an injured player, a dedicated fan, or a very helpful parent.

8. Many athletes will want to pose for pictures. While you may need to pose some shots in order to get the best picture, your goal is to take candid shots. It's important for athletes to know that you are more likely to take photos when they don't pose than when they pose.

9. Shooting directly into the sunlight will make your subject appear shadowed or silhouetted. This is a beautiful technique to try once, but mostly you should keep the light at your back or to the side if possible.
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 Where to go to get the best sports photos!

Basketball – stand close to the basket on GB's side of the court. The GB gym doesn't have great lighting, so keep your flash on and get as close to the action as you can to take advantage of the flash light. Most flashes only work up to 15 feet away – if you have poor lighting, your moving subjects will blur. Anticipate free-throws, tip-offs, and slam-dunks. DO NOT TAKE PICTURES FROM THE BLEACHERS. 
Football – Stand on the sidelines and be prepared to move with the action. Night games provide bad lighting, so keep your flash on and get as close to the action as you can to take advantage of the flash light. Most flashes only work up to 15 feet away – if you have poor lighting, your moving subjects will blur. Also, be careful not to include the overhead field lights in your photo or to shoot into those lights. They will blur and wash out your pictures. Anticipate line-up stances, football hikes, individual linemen interactions, and field goal kicks. DO NOT TAKE PICTURES FROM THE BLEACHERS.

Soccer & Lacrosse – Stand on the sidelines and watch for action to move toward your side of the field. Anticipate throw-ins, goalie throws/kicks, and headers. Also, spend some time next to the goals of both teams to get shots of the Goalie making a save or a GB player attempting to score. Be patient – this is a big field and they cover a lot of it quickly. DO NOT TAKE PICTURES FROM THE BLEACHERS OR FROM ACROSS THE FIELD.

Tennis – NEVER TAKE PICTURES FROM OUTSIDE THE FENCE. Ask ahead of time if you can stand next to the net, but try not to stand between courts. If necessary, stand on the side of the GB player and position your lens through the fence, but realize that you can't move your lens to follow the action. A zoom lens is very helpful here. Be careful not to shoot into the sunlight.

Baseball & Softball – NEVER TAKE PICTURES FROM OUTSIDE THE FENCE. Start by taking photos from the dugout. You can see the 3rd baseman, shortstop, pitcher, and catcher well from here, as well as any right-handed hitters. Then try taking photos from between the home plate fence backstop and the dugout. To photograph the 1st and 2nd basemen, position yourself next to the away dugout and outfield. Move into the outfield to take outfielder pictures. Try a couple of shots from the bleachers over the GB dugout to get the "aerial" effect.

Cross Country – This is one of the easiest sports to photograph. Try to go to a home meet and catch the runners as they start the race, then go to the finish to capture them crossing the line. They go around the course three times, so you have several opportunities here.

Track – there are many events, so you'll be on the move and will need to attend a couple of competitions. Long Jump, High Jump, and Pole Vault: Capture the peak of the action in these events – position yourself so that the athletes are moving toward, not away, from you. Try to make your backdrop pure sky by getting close to the ground and shooting upward – it will make your subject look like s/he is flying. Hurdles: note which lane the GB runners are in and focus your camera on hurdles they will go over. Try to position yourself so that you can snap a shot as they are approaching you rather then when they are even with or past you. Relays: Teammates passing the baton is a great shot. Position yourself near the start or at a bend that gives you a head-on view.

Golf – plan ahead and coordinate with the coach ahead of time. Be as quiet and unobtrusive as possible and photograph many players in different scenarios, including driving and putting. Consider a variety of backdrops and positions – shooting from low-to-high to capture the sky and from high-to-low to capture the greens. 

Swimming – this is one of the most difficult sports to photograph. The pool area is dim but you can stand right next to the pool. Do not take flash photos at the start of a race because you could cause a false start. Keep the camera very still and pre-focused on a shot you anticipate in order to reduce blur. Try to snap shots when swimmers' faces are above water and facing the camera. Consider taking photos at practices!

Volleyball – Stand close to the court and near the net. Anticipate the bump, the set, and the spike for shots as well as service shots.

Wrestling – this can be difficult – there are very few home meets. Stand close to the mat and position yourself very low down or on a chair to get the aerial effect.

Skiing – you will need to go the Mt. Holly and position yourself at the starting gate as well as about 200 feet below it. Skiers move very fast, so it helps to go to practices for multiple photo opportunities. Anticipate moguls and slalom courses.

Hockey – This is the most challenging sport to photograph. We have hired professional photographers to take 5-6 photos for us in the past. Talk to the coach ahead of time to try to arrange to go to a practice and be allowed onto the ice for posed and planned shots. The IMA lighting is horrible and there is not a good place to position yourself to take photos from the stands. Anticipate break-aways and face-offs. 

CROPPING and PLACING PHOTOS

1. Choose the best part of the picture to include in the publication and "crop out" what you don't want published.

2. Remember that blowing up a picture will only decrease the quality of the photo, so if the photo is even remotely dark, blurry, or "grainy" (where the image looks like spots or grains), then do not blow it up. Check the quality of your photo by looking on the computer rather than looking at tiny “thumbnail” black and white printed images.

3. Consider cropping photos so that background is cut out if background doesn't enhance photo.

4. Do not crop or place photos so that a person's face is in the "Gutter" of the DPS.

5. Photos that cross the gutter must have something of interest featured on both sides of the gutter – give the photo a reason to cross the gutter!

6. If the subject of a photo is moving or looking AWAY from the gutter and off of the page, attach a note to FLIP the photo to reverse the image. Do not flip photos with visible numbers or letters, as the text will also be flipped and will read backwards, like in a mirror.

7. Crop photos so that you completely eliminate the body parts of people not to be included in the publication. Avoid leaving floating, random body parts in the picture. 

8. If you crop a person's body, be sure that it is purposeful and artistic. 

· Do not crop to the top of a person's head or below their hairline unless necessary.

· Beware of cutting off body parts. No one wants to see a person’s head without some of their torso; no one wants to see a person’s torso without legs or legs that are halfway cutoff or even legs without feet.

Special Class Positions

Co-Editor in Chief:  (2 people)

You are organized, reliable, able to delegate, a fast learner, willing to take on a huge projects and break them into manageable chunks, a self-starter, not a procrastinator, a problem-solver, able to see the big picture, careful and thorough, a positive role model, able to communicate clearly, and you work well with all kinds of people.

Photo Editor: (1 person)

You are well-organized, reliable, have a good memory, are willing to learn photo editing, able to teach others, composed and patient, excellent with details, handle pressure well, you have an eye for visual appeal and aesthetics, are willing to critique your peers and suggest changes, excellent with follow-through, and willing to keep track of and to track down missing equipment and photos.

Managing/Business Editor: (1 person)

You work well independently, are reliable, methodical, and systems-oriented, are details-oriented, able to work well with adults (community/ businesspeople), interested in improving ads and yearbook sales, are a problem-solver, careful with your work, willing to track sales and income, willing to be in charge of the indexing process, able to learn to use Jostens website for book sales and ads, able to pace yourself.

Design Editor (3 people)

You are visual, able to create things from scratch and from ideas you find in other visual media, interested in color, details-oriented, desire perfection in your work, interested in developing a theme visually and verbally, reliable, willing to experiment with and master computer design, willing to research on you own, calm under deadline pressure, willing to accept critiques and merge your peers’ suggestions into your work.

Quality Coverage Editor (1 person)

You have great ideas for coverage to help the staff decide what to feature in the yearbook. You want to work with the copy editors to establish accuracy and to follow a stylebook. You are interested in working with the designers to ensure that their designs offer multiple innovative avenues to feature coverage.

Assistant Editor of copy (2 people)

You are fairly confident with your writing and desire to become a better writer. You are willing to work as a liaison between both classes to determine fair, balanced coverage. You have a good awareness of what is happening at the school and can help people brainstorm ideas and angles. 

Senior Ads and Senior Photo editor: (1 person)

You work well independently, are reliable, methodical, and systems-oriented, are details-oriented, able to work well with adults (parents), interested in publicizing ads and yearbook sales, are a problem-solver, careful with your work, willing to track sales and income, able to pace yourself.

Marketing Editor

You have great ideas for how to advertise, infiltrate people’s minds with the great things we do in yearbook class, and are able to direct and monitor a team of people on each deadline to implement your ideas. You are interested in moving away from traditional marketing techniques to find what works to interest your peers in buying a yearbook and will do market research to be on top of current trends in advertising.

Design Quality Editor

You are visual, able to create things from scratch and from ideas you find in other visual media, interested in color, details-oriented, have a desire to perfect others’ work and to unify elements of the yearbook, interested in developing a theme visually and verbally, reliable, willing to experiment with and master computer design, willing to research on you own, calm under deadline pressure, willing to give critiques and work with people to bring compromise to problematic coverage and design elements.

Skills This Class Will Teach

-self-evaluation (marking period grade rubric)

-business skills (ad and yearbook sales, promotions of yearbooks, and fundraisers)

-design skills (how to layout a page with cropped pictures, captions, stories)

-writing skills (factual yet interesting stories and captions

-photography skills

-interviewing skills

-co-operation (with the entire class, with the teacher, and with the staff)

-computer skills (Microsoft word, PageMaker, Photoshop elements, etc)

Editing Policy

Writing and photos in the Echo shall be free of statements or implications which are offensive to good taste or public decency based on the opinion of the staff or adviser.

The staff will not utilize photos or writing that is racist or sexist, which refers to products that are illegal for high school students, or violates other journalistic principles (libel, obscenity, invasion of privacy, disruption).

Your work will be revised and edited by Ms. Butzu and/or editors and class members. You should re-work your copy to accommodate suggestions and corrections so that, when you sign your name to a spread, it will truly be your work and will be something to be proud of. You should expect to rework copy several times before it is placed on a DPS.  Even then, editing is needed for being too long or too short, and if time does not permit you to revise, the revision will be done for you.

If you do not finish your spread or if your work is poor quality, the spread will be reassigned to another class member who will receive full credit in the byline.

Glossary of Journalism Terms

Angle-The approach that reporter takes in writing copy more interesting.

Artwork-Any hand produced illustrative or decorative material submitted for printing.

Backbone-The bound edge of a book; also called the spine.

Bleed-A photograph that extends the edge of the page on one or more sides, leaving no external margins. 

Blow up-An enlarged photograph. Also called a dominant.

Body Copy-Copy which is used to tell the story in the past tense; usually typed in 10 or 11 point type.

Bold Face-Thicker, Heavier type used for emphasis with a lighter type face.

Byline-Line at the beginning or end of copy giving the name of the person who wrote the copy.

Candids-Unposed photographs. Most of the yearbook photographs are candids.

Caption-Copy that describes the person, action or scene of a photo. Should answer the five W’s and be written in the present tense.

Center of Interest-The focal point of a picture, page, or spread.

Character-A letter, numeral, punctuation mark or other part of the alphabet and spaces between words.

Clip Art – artwork that is not copyrighted and is in the public domain available for use.

Colophon-Information regarding the preparation of the yearbook, including the name of the printer, where the book was published, number of copies sold, specifications of weight and type of paper stock, fonts selected and cover specifications.

Copy – printed text, such as headlines, sub-headlines, captions, and stories.

Cropping – using a special pencil/crayon on a photo to outline the area to be printed and eliminate unnecessary objects/backgrounds from the photo.

Cross Gutter – a photo that extends across the middle of the spread from the left page to the right. This photo should be balanced so that it does not cross the gutter unless it uses more than five picas on each side of the gutter.

Dividers – Division pages which are double-page spreads and which separate major areas of content within a yearbook.

Dominant – the main photo used on a spread; usually that photo has strong action and attracts most of the attention.

Double Page Spread – A DPS is two facing pages in the yearbook.

Dropped Initial – when the first letter of text is enlarged and sometimes ornate and is used to introduce a story or headline. 

Endsheets – strong paper stock which is glued to the first and last pages of a book and then is pasted to the front and back cover. Endsheets hold the bound pages inside the cover. 

Eyeline – a unifying device. An even band of white used across two facing pages for linkage.

Flush Left – to line up copy at the left margin.

Flush Right - to line up copy at the right margin.

Folio Tab and Folio Art – any artwork and short copy used with the page number to develop the personality and to identify section and/or spread content.

Font – the typeface or style of letters used.

Ghost – lightening up a photo or artwork. This is done often so that you can overprint on the image. Use this effect sparingly.

Gutter – the middle of two pages where the paper runs into the spine.

Job Number – An identification number placed on all photos, artwork, and anything else that is to be submitted to the plant for printing. Our number is 00368. 

Kerning – The spaces between the letters

Ladder – a planning chart that represents the pages, multiples, and signatures in a yearbook. It tells what will be on each page of the yearbook.

Lead-in – a one or two word mini-headline or introduction to the caption of the photo, it makes the photo-caption connection without having to use direction-giving words such as “above,” “at left,” etc. 

Leading – the space between lines of type. (pronounced led-ing, not leed-ing)

Mug Shot-Individual portrait photographs.

Multiple-8 pages, every other page of a signature

Name Stamping – a personalization option in which a person’s name is sptamped onto the cover of a book using a lead impression die.

Natural Spread (DPS)-The two center pages of a signature that are printed side by side. The best place to bleed a photograph is across the gutter.

Overprinting – printing over an area that has already been printed.

Pica-A unit of measurement equal to 12 points or 1/6 of an inch.

Point-A unit of measurement equal to 1/72 of an inch or 1/12 of a pica. Type size is measured in points.

Primary Headline-The main headline of a spread which captures the reader’s attention.

Process Color-The printing of yellow, magenta, cyan, and black to reproduce full-color photographs in place. Also known as four-color.

Proofs-A “blueprint” from the company of what the page will look like including the photographs in place.

Quotes-Direct statements included in the body obtained during an interview or through written word.

Reverse-Type which is printed over a dark background. The printing plate has been reversed so the type is white.

Rule Line-A black line which is used to accent copy or photographs or other elements on a page.

Sans Serif-A type that has no short finishing strokes at the end of the main strokes.

Scatter Copy – used in place of stories because it is shorter and can be used in sidebars or small areas of a layout, it offers factual and interesting information.

Sidebar – When used on a layout, it addresses a topic related to the theme of the page in close detail with quotations, statistics, photos, and graphics.

Screen-Reproduction of color brightness but in percentages, such as 10% and 60%.

Spot Color – a color in addition to black; it’s applied to the page to highlight text/photos in color

Sub Headline-Supplements primary headline and adds additional information.

Serif-A small finishing stroke at the end of the main stroke of a letter.

Signature-Sixteen sequential pages (eight are printed on one side of the paper).

Spine-The backbone of the yearbook; the part which connects the front and the back.

Spot Color-The use of different percentages of one color in black and white pages.

Spread-Facing pages in a book also called a double page spread (DPS).

Standout Quote – A quotation which is “pulled” from the story and highlighted by being placed in the center or on the side of the story in bold, larger type.

Tip-in – an insert glued to a bound page of the book. Commonly found in groups of four or eight pages and used for autographs or specialty coverage.

Title Page – the first page of the yearbook that provides essential information including the title of the book, volume number, year, school, and address, and other information deemed important by the staff (telephone number, enrollment, etc.)

Trapped White Space – an area of white space that separates two or more photographs or copy blocks and gives the appearance of disunity on the layout. Avoid trapped white space by keeping all white space larger than a pica on the outside of the spread. 

Unjustified – type which is set with one straight and one ragged margin.

Editors-in-Chief


Laura Bauermeister and Austin Blakemore





Coverage Quality Editor 


Mary Konieczny





Design Quality Editor


Jin Kwag





Marketing Editor


Allison Armfield





Assistant Editors of Copy


Kate Colasanti


Jenn Woolard 





Design Editors


Rachael Vogt


Kelsey Ivan


Libby Bogner





Managing Editor (business sponsors)


Kelsey Ivan





Online and Social Network Promotions


Andy Yunker





Senior Advertising Editor  


Morgan Ulseth





Photo Editor


Brittany Austin





Staff


works with all editors to plan coverage, write stories, and take photos








PAGE  
58

