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The student will ... 
 
General 
 
  Demonstrate proper care of all computer equipment 
  Demonstrate positive attitudes and work habits 
  Demonstrate interpersonal and organizational skills 
  Demonstrate Problem Solving Skills 
  Make Productive Use of Time 
  Demonstrate independence skills and only seek help when necessary 
 
Organization, Roles and Responsibilities 
 
  Learn the role and responsibilities of staff members 
  Participate in the decision-making process 
  Develop responsibility for punctuality in meeting deadlines 
 
Software 
 
  Be able to design a page using InDesign 
  Do basic photo editing using PhotoShop 
 
Photography 
 
  Take photographs using a digital camera (lighting, positioning, quality, etc.) 
  Recognizing good photos 
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Deadlines and Marking  
 
Deadlines are a major part of producing publications. 
Therefore, journalism students should think of 
assignment due dates as deadlines. 
 
Because this is a project-based class, students are 
expected to use their class time wisely in order to 
complete their projects on time. I am available to 
answer questions and provide help to those students 
who are actively working on their assignments. 

I don't know the key to success, 
but the key to failure is trying to 
please everybody. 
 
  Bill Cosby 

Every minute wasted in class is a 
minute you will have to spend on a 
weekend or after school ... 
 
  Former Student 

  It should be today's story and tomorrow's history. 
  It should be in focus. 
  It should be a time capsule about this school year. 
  It should be a book about everyone. 
  It should have photos that tell great stories. 
  It should be more valuable in ten years. 
  It should be the MOST LOVED book on campus. 
  It should be fun. 
  It should be different than last year's. 
  It should make you feel seventeen forever. 
  It should make you laugh (... and cry). 
  It should be the ultimate autograph album. 
  It should make you proud. 
  It should be something you can talk about with your college roommate. 
 
Source: Herff Jones, Inc. (yrbktips.com) 

Extra Time Club 
 
As the final deadline approached in late May, it is often 
necessary to spend out-of-class time (ie. weekends) 
working on the yearbook. 
 
The amount of extra sessions required is completely 
dependent on the amount of work class members do 
not do during allotted class time. 
 
These extra sessions are mandatory and will take 
precedence over other activities such as sports 
practices and games. 

What the Yearbook should be ... 
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Insider's Advice 
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Signatures 

All color photos for use in the yearbook must be in 
JPG (CMYK) format.  Normally, digital photos are in 
JPG (RGB) format.  Therefore, all photos must be 
converted. 
 
RGB stands for  Red 
   Green 
   Blue 
 
CMYK stands for Cyan 
   Magenta 
   Yellow 
   Key (Black) 

Cyan 
Component 

Magenta 
Component 

Yellow 
Component 

Key (black) 
Component 

Binding the Book CMYK 



Typography Terms 

Mr. Giansante Yearbook - Page 7 



Many decisions must be made before we can start work on the yearbook: 
 
1. Number of pages. 
 
 Due to the printing process, the number of pages must be a multiple of 8. 
 Normally, we have done 208. This is 26 groups of 8 pages. 
 
2. Number of color pages. 
 
 Due to the printing process, color pages must be in groups of 8, fitting in with the other groups of 8. 
 
3. Size of each page. 
 
 To simplify things, we usually work with standard paper sizes. 
 
 Letter size paper is 8.5" by 11" (216 mm by 279 mm). 
 A4 size paper is 210 mm by 297 mm. 
 
4. Orientation of the page. 
 
 There are two possible page orientations: portrait and landscape. 
 The vast majority of yearbooks are done in the traditional portrait 
 orientation. Recently, we have chosen to do it in the more artistic 
 landscape orientation (2004-2005 and 2005-2006). 
 
5. Headline Font 
 
 This gives each page a specific "look". 
 In my experience, this is the decision which the class has had the 
most trouble making. 
 
 Criteria: 
 
    Must be legible  
    Must contain numbers (0 to 9)  
    Must contain special characters such as " - / & '  
    Must have accented characters  
    Must have uppercase and lowercase (unless a decision is made that all headlines are uppercase)  

Planning Decisions 
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Write in past tense. The book will be read after the 
school year. 
 
Use an informal style. Write more like you speak and 
use a feature approach. Yearbook copy shouldn’t 
sound like a research paper. 
 
Content should stress the outstanding developments of 
this year, but don’t use this term. 
 
Do not use the term "last year". When the book is read, 
it may not be last year. If it is necessary to refer back, 
use "previous year." 
 
Never discuss "next year". When the book is read, next 
year will not be next year. Your purpose is to create a 
memory book for this year. Leave next year to the 
newspaper. 
 
Avoid using the name of the school, unless necessary 
for clarification. Your readers know which school it is. 
(Poor: "South’s Debate Team..." Better: "The Debate 
Team...") 
 
Use third person - "he," "she," "it," "they".  Be an 
objective reporter giving an account of what took place. 
No "I’s" or "you’s." 
 
In general, use short sentences. Do vary the length of 
your sentences and the sentence structure, however.  
Use short paragraphs - 35 to 50 words. 
 
For the most part use simple, short words. You’re after 
readability; don’t try to impress with seven syllable 
words. 
 
Use active verbs that help show action and tell the 
story. Avoid "is," "are," "was," "were." 
 
Use active rather than passive voice. ("The pitcher 
caught the ball," not, "The ball was caught by the 
pitcher.") 
 
Avoid beginning with articles, "a," "an," "the". 
 
Avoid triteness. (Busy as bees). 
 
Edit for wordiness. Eliminate all unnecessary words 
and your copy will be more interesting. 
 
Use quotations to make your copy come "alive". 

Tips for Write-Ups 

Strive to be absolutely accurate, whether giving facts, 
using description, or quoting someone. Never make up 
quotes. 
 
Do not editorialize (give opinion). Tell the facts and let 
the reader be the judge. Let those you interviewed give 
the opinions. Avoid such lines as, "Homecoming was 
the best dance of the year."  Who says? 
 
Be as concrete and specific as possible. (Avoid: "The 
band played at many events." Better: "The jazz band 
set a record number of performances with 23.") 
 
Do not use the same information in both the copy and 
captions or scoreboards. 
 
Omit the obvious. ("Students learned much about the 
country’s past in history.") Instead, focus on specific 
highlights of classes. 
 
Omit dull lists, such as officers, qualifications, classes 
offered. Officers may be listed in captions. 
 
When deciding what to include in copy, ask yourself 
what people will want to read about in 5, 10, even 20 
years. 
 
Interview those involved. 
 
Before writing, study, then research your subject. 
 
When you’ve researched the subject, read over your 
notes to find your focal point or key idea. 
 
Arrange your facts to give emphasis to that focal point. 
 
Write a simple outline, giving the order of information 
as well as approximate placement of opinion and 
quotes. Logical organization of information is the key to 
a good article. 
 
Write a rough draft, following your style guide and 
incorporating the suggestions and rules above.  
Set it aside for a while, then edit and rewrite, perhaps 
many times, until you feel it is something you can be 
proud of, that it is publishable. 
 
Then, and only then, turn it in to be edited. Do not dash 
off a rough draft, turn it in and expect someone else to 
make it "good". 
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Source: http://jteacher.com 
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Design and Layout Tips 



Sample Page Layouts 

Source: Managing the Student Yearbook, by Jim Nelson Black, ©1983 Taylor Publishing  
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by Nicolas Hung, Yearbook Class 2006-2007 
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