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WHAT IS A YEARBOOK?WHAT IS A YEARBOOK?
A - A place for students to write silly notes to their friends and acquaintances on the last day of school 
B - A record of the clubs, teams, activities and events of any given school year
C - One of the few books most people will keep for the rest of their lives
D - A historical document for thousands of people who were involved with our school in any given year.  
E - A lot of work, with infl exible deadlines and (at times) impossible workloads.
F - All of the above

If you answered F, you are on the right track. Yearbook is all of that, and so much more. Besides documenting the 
school year in all its aspects, the yearbook should also represent current fashions, trends and sentiments, refl ect the 

mood and spirit of the school, and most of all be inclusive, fair, and balanced in the way it represents ALL students, 
regardless of age, race, language or popularity.

These are the goals we set ourselves each year. While these are very important, we also have to make sure the year-
book is fresh, interesting, fun and unique. While every school year has many of the same events, it is the yearbook 

staff, the theme of the book, and the types of articles that are written that make the book a success or a fl op.

WHAT GOES INTO A YEARBOOK?

People dancing dirty, coloured faces at the indoor track meet, teachers hanging students up-side down or eating 
worms – these are the important memories of your time in school. Some of these events you will have witnessed fi rst 

hand, some you have only heard about. As time will pass, many memories of events, people and places will fade, but 
one thing will bring it all back in a fl ash – the yearbook. 

Viewed by thousands for years to come, it is also important, that the contents of the yearbook are explained and 
relevant. It is tempting to buy into the idea that ‘a picture is worth a thousand words’ and make the entire yearbook 

a picture book. While this would appeal to most students when they receive the book in June, the majority of pictures 
would lose their meaning over time. It is the captions that go with the pictures that keep them fresh and explain the 
context of the photos – letting their thousand words be heard. 

Even better yet – short stories which add a lot of colour or explain the controversial topics of the year, accompanied 
by good photographs, will make the yearbook a true historical treasure, and something you can show your grand-

children when you are trying to explain what life was like at the start of this millennium. 

As yearbook staff it is your duty to record the year in all its glory and shame. Much like a history book, the yearbook 
documents not only documents the events, but also refl ects the mood, interests, fashions, trends, atmosphere and 

talents of the students who attended our school any given year. As every annual becomes a permanent record of the 
school, the challenge is to make this record accurate, honest and inclusive. It is your task to live up to this challenge.

This means that photos, captions, articles and overall design are the elements that make or break a yearbook. In the 
next few weeks you will learn the fundamentals, on which to build you own sense of design and what should (or 

should not) go into the yearbook.

3Y e a r b o o k
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DESIGN AND LAYOUT DESIGN AND LAYOUT 
Often used interchangeably by yearbook staff, layout and design are actually two related but quite different concepts. 

 Layout is the process of arranging pictures, captions, titles and text on a page to create what is called a yearbook 
spread. Based on these criteria, your locker door might also be considered a layout. Layout has to do with the mechan-
ics of yearbook pages,  design is the thinking process that goes into deciding what kinds of type, graphics, photography 
and effects will be used to achieve a specifi c look or feel. So, while anyone can create a basic layout, it takes an under-
standing of design principles to create pages that make people stop, look, and read.

LAYOUT LINGO

Yearbooks are not designed 
page by page, but by  spread, 

because readers always look at 
two pages side-by-side so we 
should also design each two 
page spread as a whole. To 
make our process of laying out 
spreads easier, we have special 
computer templates and draw-
ing paper that look like graph 
paper, with each square being 
one pica in size. 

Printing, like any area of 
specialization, uses special 

tools and terminology to make 
sure everyone is on the same 
page and no mistakes are made. 

I n che s 
a n d 
centimetres are rarely used - the standard measurement unit is the  pica, and there are six picas 
to one inch. We have special pica rulers that divide each pica into 12 points. You are familiar 
with this unit of measurement – every time you change the font size on your computer, you are 
working in points. 

When designing our spreads, it is important to be aware 
of the  gutter, the area down the middle of the spread 

where the pages of the book are bound together. Generally 
spreads will observe a two-pica gutter, one pica on each side 
of the fold. As books are printed on large sheets of paper 
which are then folded to make 16 page ‘booklets’ or  signa-
tures there is only one  natural spread in the middle of each 
signature, where the two faces that face each other are actu-
ally printed together. Every other spread is printed in differ-
ent spots on the signature, and only comes together after the 
page is folded. 

Take a sheet of pa-
per and fold it in 
half ‘width’ wise 
3 times, then try 
numbering the 
pages of your sig-
nature – only page 
8-9 will be side by 
side!

TRY THIS TRY THIS 

1 inch = 6 pica
1 pica = 12 points

TIP TIP 

4 L a y o u t
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Because the folding is not always perfect, it is important not to place any text, design 
elements or important parts of photos in the gutter – they might not match up when 

printed!

Finally, each page has  exterior margins that act as a frame of white space around the 
contents of the spread. All design elements, especially type, should fall inside this mar-

gin. The exception are photographs, which can bleed off the page. It is important to extend 
 bleed photos one pica past the trim line, or edge of the signature. This one extra pica of 
space is called the  bleed line, and allows for slight variations in cutting of the pages when 
the book is trimmed after all the signatures have been stitched together – that’s why new 
books have very even edges while old, untrimmed books are often quite uneven. Just look at the sheet of paper you 
folded – unless you are an origami champion, your folds most likely do not match up perfectly either.  

Natural spreads are 
a great place for im-
ages that cross the 
gutter – but watch 
out for the stitch-
ing!

TIPTIP

ANATOMY OF A SPREAD 
Now that you know the parts of the layout template, you need to know what makes up an actual layout. The main 

elements include: photos, captions, copy, headlines and white space, and should be placed in that exact order.

5L a y o u t
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Use the best photo you have as the 
dominant photo, which should be 2.5 
times larger than any other photo 
on the spread

TIPTIP

PHOTOGRAPHSPHOTOGRAPHS
To most readers, the photographs are the most impor-

tant part of the yearbook. Most spreads will have one 
large dominant photo, and four to six smaller supporting 
photos.
 Action photographs catch the eye – they tell a story and 
have emotion. Choose wisely – your photos should tell a 
complete story. If you are writing about what students do 
at lunch time, make sure you show students off campus, 
playing sports, in the halls AND in the cafeteria. If you 
only chose pictures of students in the cafe, you would not 
be telling the whole story. 
 Reference photographs record important information, but 
are usually not exciting. Mugshots, team and club photos, 
etc., should be large enough so you can recognize faces, 
but should not take over the majority of your spread.
When laying out your spread, the dominant photo should 
be at least 2.5 times larger than any other picture and ei-
ther touch or cross the gutter. Supporting photos are then 
placed around the dominant photo, using various shapes 
and sizes, to keep the page interesting.

CAPTIONSCAPTIONS
As mentioned in the introduction,  captions explain the 

content of the photos, providing background to the 
event and identifying everyone in the picture. Captions 
should be placed around the perimeter of the spread, 
and next to (not below) the photos they describe. Cap-
tions that are grouped together, overlap an image or are 
out of place make the spread diffi cult to read and should 
be avoided. Team and group names are usually placed 
below the reference photographs they describe, to make 
matching names easier.

COPYCOPY
Although good photos and captions will go a long way 

to tell the story of your spread, the details that will give 
your spread longevity will be found in the  copy. Whether 
you write a full feature article, list student responses to a 
question or create a top-10 list, it is the copy that ties it 
all together. Copy is usually created in 10 point type and 
should not be placed as a large block, but broken up into 
smaller  columns, which are easier to read. Your copy can 
include  listings,  surveys and  quotes, and by combining 
all these elements, often referred to as  modules, copy has 
become an exciting part of layout design.

HEADLINESHEADLINES
To catch the reader’s attention and make them want to 

read your text, you need a headline that both stands 
out and teases.  Primary headlines are generally in type 
of 48 points or larger, use unique fonts and colours and 
must draw in the reader. Often a play of words based on 
the year’s theme is used in primary headlines.  Secondary 
headlines add specifi c information and are placed above 
or below the primary headline. They can include several 
lines of 14 to 16 point type.

WHITE SPACEWHITE SPACE There are two kinds of white space in layouts – planned and unplanned white space.

 Planned white space includes the exterior margin and 
the interior spacing. All objects in a spread should be 

evenly spaced, to give consistency and structure to the 
layout. This one pica  interior spacing is easily achieved 
using the pica grid on our layout sheets and computer 
templates. At times designers increase this spacing in or-
der to separate or highlight specifi c elements on a spread. 
If this is done, it should be done consistently throughout 
the book, and not just on one page or another.

 Unplanned white space is usually the result of bad 
planning or lack of creativity. If elements do not 

fi ll the space planned for them, or their shapes create 
 trapped white space beyond the interior spacing of one 
pica, you have to re-work your layout to eliminate these 
errors.   

6 L a y o u t
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CATCHING (and keeping) EYES
Western readers start reading at the top left of a page, and scan it in a circular movement. When this circuit is 

completed, the reader generally turns the page. If nothing on the page catches the reader’s eye, they will turn the 
page before completing the circuit.  

Your job is to create layouts that grab the at-
tention of the viewer, and make them want to 

explore your spread. We use the term CVI or  centre 
of visual impact for that part of the photo that grabs 
the reader’s attention fi rst. In yearbooks, it is gener-
ally the dominant photo that acts as the CVI, so it 
is important that the action in that photo pulls the 
reader’s eye into the rest of the spread. Copy does 
not work as the CVI, so the photos of the spread 
should draw the eye towards catchy headlines which 
in turn will make the reader want to scan the copy. 
 Reader entry points are other hooks that catch the 
eye of the reader. Things like dropcaps, labels, logos, 
enlarged quotes and good headlines create interest 
and places for the eye to rest on its circuit of the page, but it is also important to consider  spread linkage. As the two 
pages of the spread viewed as one piece, it is important that there are elements that connect the two sides. This can be 
done by crossing the gutter with photos, making sure subjects in photos look across the page, using graphics that cross 
the whole page, and ensuring the spread has an eyeline.  Eyelines are created by aligning all items in a spread so one 
of the one-pica lines of interior spacing extends across the whole spread. This eyeline should never be in the middle of 
the page, as this divides the page in half!

COLUMNAR DESIGNCOLUMNAR DESIGN
Most magazines and newspapers use columns to break up their pages, and give their publication consistency. By 

placing all photos and copy within this invisible framework, it is easy to avoid trapped white space and uneven 
zig-zags.  Columnar design means that all blocks of text and photographs fi ll entire columns, and never stop in the mid-
dle. Photos can extend beyond the outside of the column, if they are to be bled off the page. This consistency makes the 
spread easier to read and will hold the reader’s attention longer.  Columns can be set to any number of columns per 

page, but each column should be separated by a one-pica interior margin 
and the number of columns used should be consistent throughout the 
whole book, or at least in each section.

7L a y o u t
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GRID DESIGNGRID DESIGN
An alternative to column design,  grid design divides 

the spread into a group of rectangles that are all 
spaced equally and break up the page in a consistent pat-
tern. All elements of the layout have to follow the edges 
of this grid, again giving consistency to the design of the 
book. Depending on the size of the grid used, this way of 
designing pages can be more restricting or more fl exible. 
Grid design should only be used by people experienced 
with layout and design, as it is much more diffi cult to 
create balanced pages and avoid uneven spacing than in 
columnar design. Once the basic concepts of design and 
layout are understood, it is possible to use grid design for 
more sophisticated pages. Should a relatively new staff decide to use grid design, some set rules for layout that would 
have to be agreed upon. (Such as interior margins, amount of overlap on pictures and so on.) 

Step One: Make sure your page is set up correctly, you 
know (and can see) the number of columns to be 

used, you have a grid to work with, and if using the com-
puter have turned on  ‘snap to grid’ which ensures all 
your objects use the correct pica spacing.

Step Two: Place your dominant photo. This should be 
your best photo, tell a story, have a strong CVI, be 2.5 

larger than any other photo, 
touch or cross the gutter and 
take up at least 3 columns.

Step Three: Place your other photos around your 
dominant photo. One photo should mimic the 

shape of the dominant 
photo, another should 
contrast that shape, and 
they should all be dif-
ferent sizes and shapes. 
Make sure you have used 
an eyeline in the upper 

or lower third of the page and leave room for your 
copy. Photos can extend to the outside of the spread, 
but you should avoid using more than two bleeds per 
spread. Also make sure all subjects of photos are look-
ing across the gutter and not off the page.

Step Four: Place your captions around the outside 
of your spread, with each caption next to the photo 

it describes. Only ‘stack’ 
or group captions if they 
all refer to the same event 
and do not explain action, 
but only identify the stu-
dents in the photos.

Step Five: Place your headlines and copy. Make 
sure to use columns for your text and a Headline 

that relates to the theme 
of the book and draws 
in the reader. Make sure 
your copy appears in one 
corner of your spread, but 
changes location from 
spread to spread, so each 

page appears unique even at fi rst glance.

Step Six: Step back from your sheet (or preview your 
layout so you can see it without guidelines, grids 

and margins) so you can 
get an idea of what the ac-
tual spread will look like 
printed.

LAYING OUT A SPREADLAYING OUT A SPREAD

8 L a y o u t
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Raised Cap

Folio

Rule Line

Spot Colour

ADDING GRAPHIC TOUCHES 
After you are comfortable with creating a balanced spread, you should think about 

how to spice up your page with graphic touches.

To give each year’s annual a 
distinctive look, and visual 

consistency the editorial team 
chooses a set number of fonts, 
styles and folio art, to tie the 
whole look together. While 
some of these elements are 
set and should be identical on 
each page, there should still be 
a number of design ideas that 
you can bring into your pages, 
especially if you will use a par-
ticular design idea throughout 
your section of the annual.

For some ideas of what can 
be done, you need only 

look at magazines and see how 
they incorporate some of these 
design ideas.

RULE LINES RULE LINES 

 Rule lines can be used to unify or separate elements 
on a Spread. They can create a box around a spe-

cial piece of text like scores, quotes or side-bar stories. 
They can also enclose 
the entire spread to 
achieve spread link-

age. Rule lines incorporated into headlines can enhance 
the overall design. When creating layouts on the compu-
ter, rule lines can be created in a variety of sizes, with cus-
tom ends and joins, as well as from typographic  dingbats 
such as dots, boxes or dashes. It is important to use rule 
lines sparingly, so they do not overpower the layout.

SCREENSSCREENS

 Screens are blocks of colour used to set apart ele-
ments of a layout. They are given as a percentage 

of the full colour. 
A 100% screen of 
black would be a 
solid black, while a 
30% screen gives a 
light shade of grey. 
Screens are an ef-
fective way to draw 
the reader’s eye, 
and can also be 
used in large letters 
or headlines, help-
ing them to blend 
into the design, 
rather than over-
powering it. If text 
is placed on a dark 

screen, it needs to be  reversed. Examples of this are black 
pages with white type, which should be used sparingly, as 
they are hard to read.

9L a y o u t
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COLOUR COLOUR 
Colour is one of the most popular elements in year-

book design. Not only can they set the mood of a 
page, they also draw in the reader and make images 
stand out. Sadly, colour is also one of the more expensive 
and complex aspects of the yearbook.

 Spot colour printing means that in addition to the 
standard black ink ONE additional ink is used. 

This ink can be used in headlines, 
drop caps, graphic elements and 
be screened to any percentage and 
mixed with the black ink to achieve 
a  duotone image.

 Four colour or  process colour printing involves the use 
of four inks: process blue (cyan), process red (ma-

genta), yellow and black, which are jointly referred to as 
 CMYK. With process colour any shade, combination or 
blend of colours is possible, with the exception of metal-
lics.

Both spot and process colour have to be purchased in 
 fl ats, which refers to one side of a signature. (Think of 

it as one side of the piece of paper you folded.) Once any 
one page on a fl at uses colour, all pages on that fl at can 
use the same spot colour (or in the case of process colour 
any shade of the rainbow). 

 The most complex aspect of 
colour is accurate reproduction. 
Remember - what you see on your 
computer screen is NOT what you 
will get printed. Computers use the 
colours Red, Green and Blue ( RGB) to 
create colours, while printing uses 
CMYK. 
 The settings of your monitor, 
the type of lighting in the room and 
the type of image used can all af-
fect how colours are seen. 
 Especially when creating spot 
colours from CMYK blends, or when 
matching colour of type with a pho-
tograph, it is important to use col-
our swatches or ask the yearbook 
plant to proof images carefully to 
avoid disappointment.

TIPTIP

A signature can have a 

flat of full colour on one 

side and spot colour on the 

other.

FOLIOSFOLIOS
One of the most pivotal graphic elements of the year-

book,  folios are the small images and text at the bot-
tom of each page, which include the 
page number, some reference to the 
section of the book each page belongs 

to, and possibly a small graphic that remains consistent 
throughout the book and somehow relates to the theme 
of the book. A book without folios is difficult to navigate, 
and loses the opportunity to unify whole sections of the 
book.

10 L a y o u t
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TYPOGRAPHY
FONTSFONTS
While type might seem as the most boring aspect of the yearbook, it actually is the 

most important part when planning the overall look and feel of the book. As there 
are hundreds of  fonts to choose from, but the book should have consistency, one of the 
fi rst steps of planning the yearbook, is choosing which fonts will be used for body, captions, 
headlines, and folio text. Choosing fonts wisely will go a long way to making the book look 
professional and easy to read.

There are three broad types of fonts:  serif,  sans serif and  novelty.  Serif type is the easiest 
to read and has “feet” or little strokes at the edges of the characters. Sans serif type does 

not have these “feet”, resulting in more squared off characters. Novelty type is also called 
decorative type, and is more fancy and artistic, and as a result diffi cult to read. 

TURNING OUT HEADLINES  TURNING OUT HEADLINES  

A good designer catches the reader’s attention by placement, size, 
design and content of the  primary headline and should not have 

to resort to the use of novelty type. Sans serif type is great for headlines 
as the bolder shapes look cleaner when used in type over 48 points.

 Secondary headlines, displayed in 14 to 18 point type, should use 
fonts that are related in some way to the body text or primary head-

line. Often the same font in a different style (italic, bold) is used to tie 
headlines to body copy. Using several lines or blocks of text to create 
an interesting headline design out of primary and secondary headlines 
is called  typeweaving. It requires each piece of text to be in its own text 
box, which can then be moved and re-arranged to get the desired ef-
fect. 

SPICING UP THE BODY SPICING UP THE BODY 

 Body copy should use serif fonts as the “feet” help read-
ers scan the text, and facilitate reading.  Drop caps or 

 raised initial letters are also called 
copy starters, as they can be an ef-
fective reader entry point. If used, 
their size, font and style should be 
consistent throughout the book. In 
InDesign, you can choose how many 

characters wide, and rows high you 
would like these to be.  Leading, the 
amount of space each line occupies 
should also be considered. Generally 
lines use two points of leading, mean-

ing a 10 point font occupies a 12 point line of type. Double 
spaced lines therefore would use 20 point lines. When 
designing layouts on the computer, the ability to modify 
leading in body and headlines offers a great amount of 
fl exibility of design.

Using  pulled quotes can be quite 
effective. If there is a relevant 

quote in the text, creating a new text 
box for this quote, increasing the font 
size and then wrapping the body paragraph around the 
pulled quote can really spice up a large block of text.  

Raised Initial

Drop Cap

Pulled Quote

11L a y o u t
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Read this paragraph quickly, and 
see if you understand it: 
 Reaeacerhrs at Sfontard Uin-
srvetiy hvae fnuod taht we dno’t 
aulctaly raed wlhoe wdros but olny 
sacn tehm. As lnog as wdors ctio-
nan all tehir ltretes and beign and 
end wtih the crrocet letetr, our 
barin can usmncrbale the rset mi-
ankg snese of waht we raed. Naet 
ticrk!

TRY THISTRY THIS

CAPTIONING PHOTOSCAPTIONING PHOTOS

 Captions should use a font that is slightly smaller than 
the body copy and also a different font to set them 

apart. If the goal is unity, using the same font but in bold or 
italics will be effective. Captions should also be long enough 
to answer the  6 Ws of each photo (Who, Where, When, 
What, Why and How).

EXTRAS EXTRAS 

 Secondary treatments, such as listings, questions, score-
cards or quotes also need to be planned ahead of time, 

in order to achieve consistency throughout the book. Head-
lines for these can use unique fonts, or smaller versions of 
the primary headlines. These blocks should also use screens, 
rule lines or planned white space to set them apart. These 
secondary Treatments are also refereed to as  alternative 
coverage because they tell the story from another perspec-
tive, and as  modules as they are made up of components 
which can be moved as a set and included in a variety of 
ways. For example in a ‘Friends’ spread you could survey 
students from all the grades to fi nd out what they are look-
ing for in their friends and list this as a Q and A. Or else 
you could create a quiz: “Are you acquaintances, friends or 
best friends?”. As a third option, you could feature sets of 
best friends and explain how they met, what they have in 
common and what they fi ght about. All three are examples 
of alternative coverage, which could be included in module 
form in your layout. 

Some ‘Mod’ 
Examples:

He said, she said
Top ten

Quotes box with headshot
Q and A

Survey/Poll
Charts or Graphs

Maps
Checklists

Step-by-step guide
Timeline

Personal profi le
Interview

Quiz with answers
Photo packages with captions

MOD IDEASMOD IDEAS

12 L a y o u t
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THEME
As you can see, there are many components that go 

into creating a yearbook. What sets good yearbooks 
apart from ‘barely there’ type of books, is a good  theme. 
Usually the theme is developed by editors or classes, be-
fore production of the book begins. Once the decision 
has been made on an overall concept and the related 
visual ideas, headlines, sections, mods and other compo-
nents can be created to go along with that theme. A truly 

outstanding book is able to use the theme in all aspects 
of design.

Here are some examples of how components can 
fi t together, using the Kitsilano Haida of 2005 and 

2006. (2006 was a fl ip-book with two front pages, and 
content that met in the middle of the book, Essentially 
resulting in a book with two sets of styles and designs, but 
one unifying theme.)

COVER: STOP THE CLOCKCOVER: STOP THE CLOCK
- The cover visually represent the 

“Stop the Clock” theme.
- The time represents the end of 

day bell on a Friday afternoon.
- The date of  05 represents the year
- The back cover had a digital read-

out representing the year & theme

FRONT ENDSHEETFRONT ENDSHEET
- Editors chose to 

have the contents 
on the endsheets.

- Visually the end-
sheet uses a clock.

- The times used for 
section represent 
bell times on a 
regular school day 
and all section 
titles use the idea of time  

TITLE (FIRST) PAGETITLE (FIRST) PAGE
- The image is a stop, to ‘Stop the 

clock’ from the endsheet
- The street names and numbers 

correspond to the school’s ad-
dress.

- The font used is LCD, to represent 
a digital readout

2 COVERS, FRONT AND BACK2 COVERS, FRONT AND BACK
- Present the theme 

of double stand-
ards and stere-
otypes

- Imitates popular 
magazines

- Contents intro-
duced on the 
cover

ENDSHEETSENDSHEETS
- Two different end-

sheets to match the 
male and female 
stereotypes used

DIVIDER (TEACHERS)DIVIDER (TEACHERS)
- divider used to showcase advertis-

ing on left half
- 11:35 corresponds to lunch time, 

playful poke at teachers in title
- Shape of image taken from cover

FIRST PAGESFIRST PAGES
- Set the theme
- Have school 

information
- Have messages 

from the editors

FIRST SPREADFIRST SPREAD
- Develop the 

theme
- List contents
- Both are 

Unique

INSIDE SPREADINSIDE SPREAD
- Develops theme 

- Pushes the bound-
aries of design and 
mimics current 
magazine layout 
and design 

13L a y o u t
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SECTION DESIGNSECTION DESIGN
In order for the yearbook to have consistency, typogra-

phy, design elements, such as folios and layout struc-
ture such as the number of columns and interior spac-
ing should be standard throughout the book. Often this 
is planned and designed by the editors who have taken 
additional training, or worked on their design concept 
and theme the previous year. This does not mean that 

there should be no variation from page to page or sec-
tion to section. The use of headlines and other design 
elements such as rule lines, screens and planned white 
space should leave enough fl exibility so that each team 
can create unique sections which use the given frame-
work, but then add elements to create a style that be-
comes unique.

14 L a y o u t

GOOD DESIGNGOOD DESIGN
SAMPLESSAMPLES

Good planned white space, several 

mods and rule lines used.

Cover uses Photoshop, Layering, and many stacked titles to 

mimic current magazine design.

Spot colours to highlight mods, good 

combination of article and portraits.

Creative Photoshop work and text 

wrap to create unique design.

Typeweaving on title, strong use of 

lines to separate and unify.

Spot colour to tie sections together. 

Rule lines unify spread.

Good use of modules and spacing. 

Eyeline enforced by colour.
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WRITINGWRITING
FEATURES

WRITING  LEADS – Getting Started

If you start your story with a good lead, the rest tends to follow easily. Leads should grab the attention of the reader 
and make them want to read more. There are seven main types of leads:

       

TYPETYPE HOW IT WORKSHOW IT WORKS EXAMPLEEXAMPLE
ALLUSION OR ALLUSION OR 
PARODYPARODY

Can be literary, mythological or histori-
cal, and refers to an event, line, song 
or situation. It should be obvious 
enough that everyone can get it.

It was the best of times is was the worst of 
times, as the seniors won their last game, 
but realized that their rivals got the last 
playoff berth anyway.

COMPARE OR COMPARE OR 
CONTRASTCONTRAST

Points out extremes or opposites Like sardines in a can, students were push-
ing through the hall and lining up for 
photos on the fi rst day of school. 

DESCRIPTIVEDESCRIPTIVE Paints a vivid picture with words so the 
reader can picture the scene

At the sound of the whistle a group of 
sweaty team mates helped the hurt and 
crying team captain off the fi eld 

DIRECT DIRECT 
QUOTATIONQUOTATION

The easiest lead, you just need a good 
and memorable quote

“I almost peed in my pants when…” Grade 
12 student Bob X. said.

NARRATIVE HOOKNARRATIVE HOOK Creates a real or fi ctional situation to 
paint a vivid image.

His hair drenched from the rain and water 
in his eyes, Goalie Bob X was struggling 
to keep an eye on the ball.

SHOCKING SHOCKING 
STATEMENTSTATEMENT

Catches the reader off-guard with 
shocking or unusual information

One portion of cafeteria fries contains 200g 
of fat, a can of Coke one cup of sugar; 
but that’s lunch for many. 

SUSPENSE ORSUSPENSE OR
TEASERTEASER

Teases the reader into wanting to read 
more, by withholding important 
details

The lights went down, the crowd got silent. 
As the spotlight came on, there was Bob 
X, contorted like a pretzel.

     

You are not writing essays, you are writing short inter-
est pieces. They should attract readers with a good 

headline, and then move quickly through the informa-
tion, and include a lot of quotes. Quotes are a great way 
to include more people in the yearbook.

All quotes should be attributed to the right person, fol-
lowing the style used throughout the yearbook. (First 

name, last initial or full name) The format should always 
be: “…Martha Smith said”, or “Martha S. said….” 

First Paragraph
• Draws reader into the story by drawing an 

image, this is called a lead
Length
• Five paragraphs
• Two to four sentences per paragraph
• Shorter than English essay paragraphs.
Quotes
• Four or more quotes in story
• From different people if article is a general 

piece
• If writing a profi le, majority of quotes should 

be by and about your subject.

Structure of an Annual Story:Structure of an Annual Story:

15W r i t i n g
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writing GOOD HEADlines
Good primary headlines meet four criteria:

1. They attract the reader by using vivid words, strong type and interest-
ing design, and make them want to read the copy.

2. They identify the content of the spread, and give clues as to the content 
of the body

3. They relate the theme of this year’s book to the content of the page.
4. They tie into the action in the dominant photo – what words come to 

mind when you look at the photo, and how does this relate to your 
body text? 

Secondary headlines should bridge the gap between headline and body, expand on the theme and tempt the reader 
with further clues about the body copy. 

USEUSE
- strong action verbs in present tense  
- single quotes
- commas instead of the word ‘and’  
- only words that count – eliminate the rest
- clever plays on words whenever possible 
- Both a subject and a verb

AVOIDAVOID
- Labels (soccer, band, clubs)
- Hyphenated words
- Negative words
- Names of people or groups
- Crossing the gutter 
- Repeating words
- Vertical placement
- Giving the wrong impression about content

Unless you plan to make up whatever you are writing 
about, most yearbook writing starts with an inter-

view or survey. (After all, the book should be a refl ection 
of the school, not just your ideas!)

In order to get good answers, you have to have good 
questions. There are two main types of questions, open 

ended questions that go for detail and close ended ques-
tions that only look for short facts:

It is often best to combine both types of questions. Then 
you can create a survey, as well as longer responses.

If you are interviewing someone for a longer piece, 
rather than just asking one or two questions, it is im-

portant that you are prepared with a list of questions, but 
to bring them into a conversation, rather than just rush-
ing through. Often the questions will be answered natu-
rally, and your subject will give you new ideas. Take good 
notes, and use your questions to guide the conversation.

HOW TO INTERVIEW

Have more than more answer
Could have a different response from each
   person you ask
Pushes people to give longer answers:
• Describe your reaction to….?
• Why did you choose to participate in….?
• What do you look for in a friend/partner?

OPEN ENDED QUESTIONSOPEN ENDED QUESTIONS

CLOSE ENDED QUESTIONSCLOSE ENDED QUESTIONS
Can be answered in one or two words
• What is your favourite sport?
• What grade are you in?
• Did you go to the Grade 8/12 Dance?

Before you end your interview, double check names, 
dates and facts. Repeat any quotes you are plan-

ning to use, so your subjects can correct themselves. 
Thank them for their time, and ask if you can check 
back with them if you have more questions?

16 W r i t i n g
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Basic Rules of Writing:
KEEP IT SIMPLEKEEP IT SIMPLE
• Short sentences, with simple sentence structure; keep verbs close to subjects 
• Shorter paragraphs don’t scare the readers; most paragraphs should be under 40 words.
• Use the language of your reader. Write the way you talk, without slang and using good grammar.

BE SPECIFICBE SPECIFIC
• No vague words like: “many”, “a few”, “some”, “several” or “a lot”.
• Use real information: Not: “the team had a good season”, but “the team had a 7-2 season” 
• No need for school name or “this year” anywhere – it’s understood that’s what the book is about!

BE A JOURNALISTBE A JOURNALIST
• Write in the third person “he”, “she” or “they” keeps “you” out of your reporting!
• Write in the past tense. The year will be over when the book arrives.
• Captions are ALWAYS in the present, as photos frozen a moment in time.
• Do not editorialize. Report on the year and don’t push your opinion on the readers.
• Check your facts and attribute your quotes correctly.
• Tell both sides of a story. Balance is important, you are not editorializing!

KEEP IT INTERESTINGKEEP IT INTERESTING
• Use a variety of coverage. Don’t just use copy, make good use of mods

FOLLOW THE STYLE SHEET IN THE APPENDIX FOR CONSISTENCY IN WRITING.FOLLOW THE STYLE SHEET IN THE APPENDIX FOR CONSISTENCY IN WRITING.
• Follow grammar and style rules to avoid silly mistakes
• Check with your editor and advisor for specifi c rules that apply to your yearbook
 

20 Tips for Better Writing:
These tips should bring a smile to your face. The author’s name has been lost in cyberspace. . . otherwise I would be happy to give proper credit. 

 1.  Verbs HAS to agree with their subjects. 
 2.  Prepositions are not words to end sentences with. 
 3.  And don’t start a sentence with a conjunction. 
 4.  Avoid cliches like the plague. (They’re old hats.) 
 5.  Also, always avoid annoying alliteration. 
 6.  Be more or less specifi c. 
 7.  Parenthetical remarks (however relevant) are (usually) unnecessary. 
 8.  No sentence fragments. Also. One-word sentences? Eliminate.
 9.  Foreign words and phrases are not apropos. 
10.  Do not be redundant; do not use more words than necessary; it’s highly superfl uous. 
11.  One should NEVER generalize. 
12.  Don’t use no double negatives. 
13.  Exaggeration is a billion times worse than understatement.
14.  The passive voice is to be ignored. 
15.  Eliminate commas, that are, not necessary.  
16.  Never use a big word when a diminutive one would suffi ce. 
17.  Kill all exclamation points!!! 
18.  If you’ve heard it once, you’ve heard it thousand times: No hyperbole; not one writer in a million uses it correctly. 
19.  Who needs rhetorical questions? 
20.  Proofread carefully to see if you any words out. 

17W r i t i n g
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PHOTOGRAPHYPHOTOGRAPHY
… IMAGINE…… IMAGINE…

The principal was doing the bump with a student during the Grade 12 dance, and you did 
not see her do it, or that all eight basketball teams made the provincials, but the only action 

photos are from a practice session of the juvenile girls where everyone was wearing sweats.

… IMAGINE…… IMAGINE…

The spring musical is a sell-out, but there is not one photo available – same 
for the talent and grad fashion show!

… IMAGINE…… IMAGINE…

You can’t fi nd one picture of yourself in the yearbook, except that horrible 
one taken the fi rst day or school.

… WOULD YOU NOT ASK YOURSELF WHY YOU PAID GOOD MONEY FOR A YEARBOOK  I WOULD!… WOULD YOU NOT ASK YOURSELF WHY YOU PAID GOOD MONEY FOR A YEARBOOK  I WOULD!

Photography is and will always be one of the most important aspects of yearbook. The concept, theme and design 
of the yearbook are important, but without GOOD photographs it is diffi cult to create good content. Pages and 

pages of people sitting by their lockers, sleeping in class or posing with their friends would not make for a yearbook 
you would want to look at again and again.  

One of the greatest challenges it to get everyone and everything included in the yearbook. Sports Teams and Clubs 
can be photographed on set days, in a gym at lunch, but the team and group shots alone do not make for inter-

esting pages. Every club, sport and event needs to be covered as it is happening, and it is the yearbook staff that has to 
cover them. This means working in teams, checking schedules, and going to the events, whether they are after school, 
in the evenings or on the weekend. 

At the start of the year there has to be decision, as to how events and stories will be covered. The class can bedivided 
into areas of responsibility (clubs, sports, arts, etc.) or duties (layout, photography, writing), but once a decision has 

been made, everyone has to be aware of their jobs and what deadlines they need to follow, and how they communicate 
with each other and the editors. 

As a reporter, it is your duty to be fair and honest. This means photos should NEVER be staged. If you missed the 
big basketball game, it is OK to take shots of the team at practice instead, but it is not OK to pass off any of the 

photos taken as game shots. Also, when taking a shot, make sure you know the story behind that shot. NEVER make 
up a caption to suit your story, if the caption does not refl ect what is really happening in the photo. To make sure 
everyone does what is right each page will have a  ‘by line’ which specifi es who took the photos and who completed 
the layouts. 

Importance of Photography

Systematic Coverage

Fair & Honest Coverage

18 P h o t o
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Every school and every grade has its stars. You know the ones – students involved in everything, students so popular 
they could run for student council while on extended holidays (don’t laugh - it’s happened). These students will be 

in many of the photos you take – it is your job to look for those students who are rarely in the spotlight. The volunteers, 
who run the coat checks, do the recycling, the students who do art while in front of their lockers, or just try to fl y be-
low radar, as well as visa and ESL students. Only if you manage to include EVERYONE in the yearbook, can you call 
yourself truly successful. 

Your photos have to tell a story. Drama photos on stage are only half the story. Where are the photos of set-construc-
tion, costume changes, make-up and last-minute blues? Once you have seen one rugby scrimmage, you have seen 

them all, but it is the look of desperation after a loss, or the reaction to a referee’s call that tells the real story. How about 
fi tness training shots or an interview in the locker room after the game? What about the Audience?

Photographers need to arrive BEFORE the event starts and STAY LATE. They don’t just watch the action, but get 
back-stage and check the audience for reaction. Your completed yearbook spread should tell a story. Five action 

shots of the same (or different) sport do not!

Even if your picture tells a story, does it do so with  dramatic appeal? The appeal can come from various sources: the 
love of fun and laughter; the interactions between different age students, the elderly or animals; the presentation of 

odd or unusual circumstances. To achieve these types of images you have to take try  candids, not posed images, but im-
ages that capture a true moment, which was not staged. The way to capture these types of images is by always having a 
camera with you, and being ready to shoot. At each school dance, students tell the photographer to ‘go away’ yet when 
posted, those are some of the most popular photographs of the year! Do not be afraid to take pictures, even if you think 
they might be embarrassing or insensitive to the subject. It is up to you to explain the context of each photo with a good 
caption. This can elevate an otherwise embarrassing photo into one of the most moving images of the year.

A crying soccer player might not seem appropriate for the yearbook, but if his team lost the provincials by a mere two 
points, that photo will capture the emotions of that moment more than any thousand words you might write.

Inclusive Coverage

Story Telling Ability of Pictures

Dramatic Appeal of Pictures

19P h o t o
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Cameras

General Camera Tips 

1. Get a friend to  
stand the same 
distance as your 
subject, but at a 
slight angle to one 
side.

2.  Prefocus your 
camera, and keep 
your fi nger on the 
shutter.

3. Turn and take a 
picture of your 
subject

4. Quickly turn back 
towards your 
friend, who is 
striking a pose.

Get it? The photo 
should be focused, 
your subject saw 
the fl ash, but 
thinks you took 
a picture of your 
friend! – Trust me 
it works!

TIP: Taking TIP: Taking 
candit photos candit photos 

stealthilystealthily

When taking photos for the an-
nual, the type of camera mat-

ters much less than the quality of 
the photograph, UNLESS you are 
using a digital camera, then there 
are a few things to watch out for!

1Shoot at 3 megapixels or larger. Check your camera 
EACH TIME before you start taking photos. 

2Learn how to use the pre-focus feature of your shut-
ter, so you are faster at taking photos.

3DO NOT use DIGITAL zoom. It only reduces the 
quality of your image.

Make sure cam-

era is set to 3 

or 4 megapixels

1Turn off any date imprints. We DO NOT want to see them, and they 
are hard to crop out of pictures.

2Be prepared. If you have signed out a camera, have it ready to 
shoot. You never know when you might have an opportunity for a great shot!

3Shoot fi rst, ask later. If you see something, take a photo, and then ask about the de-
tails. If you then get the chance for follow up or INTERACTION shots, all the better!

4Get the details. Bring a pen & paper, so you can record names and events – it is YOU 
who has to be able to write a caption for your photo, that answers the 6 Ws.

5Know what your camera can and CAN NOT do. Don’t bother using a small point-
and-shoot in gym, unless you are right in front of the action – and then watch out for 

your fl ash! Instead take some audience shots!

6Learn how to brace your camera. We tend to hold up digital cameras to look at the 
screen, which makes pictures shaky and USELESS! Tuck in your elbows and steady 

the camera against your face, use the  viewfi nder, then press the shutter gently and hold 
the camera steady until you can be sure the photo is taken. This is called  bracing your-
self.

7If shooting digital take more pictures than you think you need – it’s easier to delete 
than re-take!

8Take 1/2 your shots landscape, the other 1/2 portrait – people are 
more tall than they are wide!

9GET BETTER. Look at your photos, see what worked, try to see 
what you could have done better, and go back over the rules of 

good photography to keep improving.

Landscape 

& Portrait

Taking GOOD Pictures – PHOTO COMPOSITION  
What separates a snapshot from a photograph? Why 

are some pictures worth money and others only 
worthy of the recycle bin? The answer is: some are bet-
ter than others. But why? Ansel Adams, probably the 
greatest landscape photographer was once asked: “What 
is the best photo you have ever taken?” His answer was: 
“The one I did not”. What he meant was that the camera 
can never catch what the eye can see; it can only hope 
to come close.  What can you do to get better pictures? 

Number one is practice, which also includes critically 
evaluating the pictures you have taken. Number two is 
learning the basics of good composition and understand-
ing how our mind processes what we see, which is what 
this section is about. The third is developing an ‘eye’ for 
what works, which means internalizing the rules and 
being able to judge what you see with one eye closed 
(which, by the way, really does help) as to whether it 
would make a good picture.

20 P h o t o
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1. FOCUS AND DEPTH OF FIELD1. FOCUS AND DEPTH OF FIELD
Most important of all elements of photography is focus. 

You should only include pictures in the yearbook that 
have a sharp (focused) CVI or subject. Anything else makes 
readers uncomfortable, and does not hold their attention. 
That does not mean everything in the picture is in focus. 
 Depth of fi eld refers to the part of your picture that is in fo-
cus. Depending on how the photo was taken, this can range 
from a few inches to infi nity. If you get close to your sub-
jects, or use a long 
lens to get close to 
them, you can blur 
the things that are 
not important and 
highlight your sub-
ject. Once you start 
playing with this  se-
lective focus, you will 
fi nd subjects all over 
the place!

 Limiting focus to 
the CVI of your im-
age emphasises your 
subject and holds the 
viewer’s attention.

- Use a large  aper-
ture (Portrait or 
Sports mode on a 
point and shoot)

- Get close to your 
subject (within 3 
feet is best) 

- Use the greatest 
 telephoto zoom 
you can

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

2. CAMERA ORIENTATION2. CAMERA ORIENTATION
How do you hold your camera? If you are like most 

people, the answer is horizontally, or in ‘ landscape’ 
format. But take a look in magazines and books, and 
you will notice that more than half of GOOD pictures 
are taken with the camera vertically ‘ portrait’ mode. 
Because our eyes are automatically attracted to the 
right side of an image (because we read left to right) a 
‘landscape’ photo is much harder to compose so that 
it holds the eye. Think carefully about what is where 
in your frame, and remember to turn your camera 
at least 50% of 
the time!

 Taking both shots 
will give you more 
choice when setting 
up pages and make 
you think about pho-
to composition.

When you shoot a 
picture in Land-
scape, take a sec-
ond one with the 
camera turned 90% 
and your subject 
re-framed.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:
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Unusual angles tell 
better stories and 
hold the eye better, 
as readers want to 
know ‘what’s going 
on’.

Use tables and 
chairs to get higher 
up, and don’t be 
afraid to lie on the 
fl oor – try what 
works best, and 
keep shooting using 
a variety of  angles 
of view.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

3. STANCE OR ANGLE OF VIEW3. STANCE OR ANGLE OF VIEW
Just as most snapshots are taken landscape format, they 

are taken by people standing. This makes for big heads 
and short legs. Try a squat; get the camera close to the 
ground. Shooting up at people can give you a whole new 
perspective. Alternatively, step on a chair or table to shoot 
down at what you 
want to capture. 
Shooting down at a 
group you can show 
much more of each 
person! By bringing 
the horizon low in 
the frame or shoot-
ing up at something, 
you can also get a 
dramatic effect. 

4. DISTANCE4. DISTANCE
Standing back and capturing it all is good at times, 

but great photos show detail. To get detail you have 
to get into the action, and think about what you want to 
capture. If you can’t get close to the action at an event, 
look in the audience. Closely. When you take a portrait, 
don’t be afraid of your subject - they usually won’t bite! 
Getting closer also offers you the chance to re-frame your 
image and get 
great details. 
The less  dead 
space you 
photograph, 
the less has 
to be  cropped 
out later.

The closer you get, 
the more impact 
your photo will have.

At sports, sit on the 
lines of the court 
or fi eld, at plays 
and concerts hang 
out at the front of 
the stage. Don’t be 
afraid – photogra-
phers are SUPPOSED 
to make a nuisance 
of themselves!

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:
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Balanced photos and 
images using the 
rule of 3rds satisfy 
our visual craving 
for order.

Place your CVI delib-
erately when taking 
a photo. Focus on 
your subject, then 
move the camera a 
bit to move them 
off-centre for a 
rule of 3rds picture, 
or look for multiple 
objects to create 
balance.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

5. BALANCE AND THE RULE OF THIRDS5. BALANCE AND THE RULE OF THIRDS

What holds the eye? As mentioned above, the eye is 
drawn to the right, so either we can place an object 

there, or pull the eye towards what we want it to see. In good 
photo composition we talk of the  rule of thirds. You should 
NEVER centre things. Put the subject in the top third, bot-
tom third or off to the side. This holds the eye and makes 
for better composition. You can also think of your image as 
having a tic-tac-toe grid over it, with the 4 points where lines 
meet representing  visual hotspots – places our eyes look fi rst. 
Alternatively, you can strive for  balance. This could be  for-
mal balance where both sides of a photo are symmetrical, or 
even, or  infor-
mal balance, 
where the 
objects on 
either side of 
an image at-
tract the eye 
equally, and 
thus give you 
a sense of 
equal visual 
weight.

6. FRAMING AND SHAPES6. FRAMING AND SHAPES
A natural frame within your picture can also increase inter-

est. Arches, both natural and man-made can be great, but 
often you have to wait for just the right light or composition to 
get the effect you want. But you can also look for structures or 
even people that can frame your subject, and give it some three 
dimensional qualities. Using natural or coincidental shapes can 
also make your picture 
more interesting. Often 
the distorted shapes of 
athletes under strain will 
make great sports pho-
tos, or use interesting 
angles of view to create 
great shapes from simple 
objects.

Interesting shapes 
test our visual per-
ception and keep our 
brains active – that’s 
a good thing! 

Look for objects to 
frame your images. 
Door frames, win-
dows, plants and 
other objects often 
lend themselves as 
frames. Also look at 
abstract shapes in 
groups or bodies.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:
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 Leading lines not only 
bring your reader 
to your CVI, but can 
also lead them to the 
next image.

Look for lines in 
hallways, lights, 
stripes on a court, 
the length of 
benches, or rows 
of faces, and then 
change your posi-
tion to take advan-
tage of what you 
see while you wait 
for your subject.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

Make the reader 
look where you want 
them to and bring 
some rhythm into 
your photos.

Look for things that 
repeat, whether 
they are faces, ex-
pressions, or pat-
terns of light.

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

7. LEADING LINES7. LEADING LINES
As the eye likes to move left to right and top to 

bottom, you need to catch it and force it to 
look at your subject. This can be achieved by using 
natural lines in your pictures that ‘lead’ the eye. 
These lines do not need to be straight. Strong visual 
objects are the obvious answer, but even subtle com-
position can have this effect. You can also hold the 
eye by carefully 
aligning shapes 
that will arrest 
the left to right 
movement of the 
eye and make 
it look closer at 
your subject.

8. PATTERN AND REPETITION8. PATTERN AND REPETITION
Just as lines can lead the eye to a place in the photo, 

patterns can draw in the viewer to evaluate what 
they are looking at. Whether a repeated shape leads 
the eye through the image or a staggered pattern gives 
depth, you control where the eye looks. 
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Panned images give a 
great sense of speed 
and action, and con-
tain only one CVI – 
your subject!

Focus on your sub-
ject, and while you 
are taking the im-
age, move the cam-
era at the same 
rate they are mov-
ing, keeping them 
in the same place 
of your viewfi nder 
or screen. This re-
quires practice!

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

9. BLURRING AND FREEZING ACTION9. BLURRING AND FREEZING ACTION
Most sports photos are taken with a fast shutter speed, which 

freezes the action, and can show the contortions of the 
athlete’s body. Another way of capturing the movement is by 
 panning, or moving your camera with the object you are pho-
tographing. This keeps your 
subject in  focus, but blurs the 
background, to give a good 
sense of speed.

Only photos that tell 
a story make the 
yearbook. All others 
should be trashed!

1. Pick a good sub-
ject – not your 
best friend, but 
the different, 
unique and funny.

2. Get close – A long 
lens is not a sub-
stitute for getting 
close to people.

3. Watch and Wait. 
Only once you un-
derstand what is 
going on, can you 
take a good photo.

4. The touchdown, 
spike, dive or 
stage kiss all have 
one thing in com-
mon – they are 
the  peak of action

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

10. PATIENCE AND THE PEAK OF ACTION10. PATIENCE AND THE PEAK OF ACTION
Catching action is one of the hardest things to do. It 

is easy to go to a game, take 200 photos and still 
not have one good image. Or even worse, go to a game, 
take only a few shots and go home. If there is no action 
in the photo, no interaction between people, no reac-
tion to events and no 
emotion that you can 
defi ne, what story are 
you telling? Whether 
it is waiting for just the 
right split-second with 
a fast shutter, or timing 
a long shutter correctly, 
being in the right place, 
thinking about what will 
happen, and then having 
the patience to wait for 
just the right moment makes for good action photo-
graphs. Also, the more time you spend taking pho-
tos, the more accustomed other students will get to 
the camera, and after a while you can take photos 
without them noticing.
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Photos that do not 
show detail or are 
badly lit will only 
end up in the trash, 
not the yearbook!

Look at where the 
sun is, and try to 
keep it to one side 
of you. Alternatively 
get people in the 
shade, or try out 
some of the sport 
and portrait modes 
on your automatic 
cameras. In digital 
images, check that 
you can see all the 
detail you want on 
your small screen. 
If you can’t lighting 
was most likely no 
good!

HOW TO DO IT:HOW TO DO IT:

WHY:WHY:

11. LIGHT11. LIGHT
Finally and most importantly, 

photography is all about light. 
Not only the right amount of light 
for proper exposure is important, 
but so is the QUALITY of light you 
use. Photos taken in bright light at 
noon have a lot of  contrast, which 
creates harsh shadows, and gives 
people raccoon eyes. Light from the 
side shows depth and shape ( mod-
elling) of objects by throwing inter-
esting shadows. Light from behind 
your subject can create  silhouettes, 
or a glow around your subject. Indi-
rect light (like on a cloudy day) can 
soften shapes and texture. The worst 
type of lighting for a portrait is direct 
light from a fl ash or from the sun 
behind the photographer. This kind 
of light throws shadows and fl attens 
features, so try to avoid it! 

Same Place, 3 different light effects.

Image is too dark, all detail is lost

Image too dark - can’t 

make out the costume

Too much light can wash 

out details - this image 

is borderline!

FINAL NOTE ON COMPOSITIONFINAL NOTE ON COMPOSITION

Remember all the rules, but if you see a good subject, action or event, take the picture, 
even if you don’t have time to follow the other rules. Sometimes even a technically 

bad picture makes the yearbook look as if it has 
story telling ability and dramatic appeal! But it 
must be worth more than the promised thou-

Now, go and practice! Now, go and practice! 
Stop taking snapshotsStop taking snapshots
Start taking pictures!Start taking pictures!
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PHOTOJOURNALISM

Now that you know what it takes to take technically 
good photos, you also have to remember, that when 

you take photos for the yearbook, you are engaging in 
photojournalism – you are telling a story. Good photos 

are essential to a good yearbook, and require practice. 
While you can work on HOW to take GOOD photos at 
your leisure, keep these basics in mind as you are report-
ing school events:

Plan to answer these questions as you cover an event. You will end up with much bet-
ter pictures, and variety that you can use in your spread.

1. SHOW WHO, WHAT, WHEN, WHERE, WHY AND HOW (THE 6 WS)1. SHOW WHO, WHAT, WHEN, WHERE, WHY AND HOW (THE 6 WS)

2. USE THE PHOTOS TO CAPTURE THE WHOLE 2. USE THE PHOTOS TO CAPTURE THE WHOLE 
STORYSTORY

Show confl ict and struggle. Plan ahead and show the 
effort, pain or determination that goes into the event 
you are covering

3. INTRODUCE CHARACTERS AND LOCATION3. INTRODUCE CHARACTERS AND LOCATION

Make sure you capture the most impor-
tant people, but also show the place, 
audience and context in your shots.

4. SHOW MORE THAN YOU CAN TELL4. SHOW MORE THAN YOU CAN TELL

Capture the details you could never de-
scribe in words – the facial expressions, 
costumes, poses and emotions that 
make a photo worth a thousand words.

5. ACTION, REACTION AND INTERACTION5. ACTION, REACTION AND INTERACTION

Capturing action is good, reaction of the 
opposing team, audience or partici-
pants is better, and showing interac-
tions between students, regardless of 
the activity is even better. This is why 
posed shots are the least desirable!
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Selecting And Editing Photos

Choosing what photos to keep for inclusion 
and which photos to discard is crucial. If 

the photographer took a photo with strong vis-
ual elements, but at the layout stage the photo 
is cropped to exclude these elements, the effort 
is wasted. Photography should be planned, so 
photographers and layout staff know what the 
intended story and visual effect is, but at the 
same time, only good photos should make the 
yearbook. Just because an image was planned, 
it should not be included if is a bad shot.

THE THROWAWAYSTHE THROWAWAYS
- Anything out of focus
- Any picture too dark, too light or too boring
- Any picture with technical imperfections – scratches, lost high-

lights, bad colour.
- Any picture that does not tell a story! This is photojournalism!
- Any picture without a CVI or clear subject.
- Any picture with the yearbook staff or their close friends. 
- Any picture of people that have already been included in the 

yearbook.
- Any picture without a story to tell, that would only make the 

subject look foolish.

THE KEEPERSTHE KEEPERS
- Photos with a clear CVI and a story to tell.
- Photos that show action or even better the peak of action
- Photos that were taken CLOSE to the subject, so they make 

good dominant photos
- Pictures taken from interesting angles or perspectives

In the age of digital, when you can take hun-
dreds of photos in one session, the most im-

portant aspect is to discard any photos that are 
not compelling before someone uses them, just 
because they have some space to fi ll. Here a 
few rules:

CROPPING
How you place photos, what parts you leave 

out, and how much you resize images can 
have a great effect on what your pages look like. 
The golden rule ap-
plies here: Do unto 
others as you would 
have done upon 
you! Think about 
where things are 
placed and what is 
cut off! Same image, 

different crop

1. Consider the gutter. Make sure faces 
are not trapped there!

2. Watch the arms and legs – watch 
what you cut off, or what is sticking 
into the edges of your photos.

3. Watch the background – are there 
poles coming out of the heads of your 
subjects?

4. Do not destroy the rule of thirds that 
a photographer tried hard to shoot. 

5. Crop your images to exclude dead 
space, and create CVIs, using the rule 
of thirds.

HOW TO DO IT:HOW TO DO IT:

YOU HAVE PICTURES. NOW WHAT?
Most people think photographs represent reality. This is not true. Because of 

the speed of the shutter speed used, the optics of lenses and the ability to use 
selective focus and  framing, photographs can do much more than represent reality. 
Depending on how the camera is set, the same photo can tell very different stories. 
A wide angle shot of the playing fi eld and the nearly empty 
stands gives a very different impression than a  telephoto shoot 
of a player’s or audience member’s face. 

A fast shot of soccer player kicking the ball can  freeze the ac-
tion, showing how their body distorts with the kick, while 

a slower shot, or one that was  panned can blur the leg and ball 
to give a sense of the speed and power of the kick. 
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STORING AND TRACKING PHOTOS

With the advent of digital cameras, storing and keeping track of pho-
tos have become some of the more diffi cult aspects of the yearbook. 

When more than 20 photographers are taking pictures to go on over 200 
pages, there are thousands of photos in many categories to keep track of. 
The only way to avoid mistakes, is to have a workable system that allows 
everyone to know who took the photos, what the subject matter of the 
photo is, and whether it has been used or not. Many yearbooks include 
an index of all people featured in stories and pictures. In order to be able 
to do this, you need good records!

1. Discard all BAD photos BEFORE stor-
ing them.

2. Number photos logically. Use software 
to help in this.

3. Keep all photos in one place, so every-
one can access them.

4. Keep a detailed record of the 6 Ws of 
each photo.

5. Have a method for fl agging photos 
that have been used.

Photo Managing Basics:Photo Managing Basics:

7 STEPS TO LOGICAL PHOTO MANAGEMENT7 STEPS TO LOGICAL PHOTO MANAGEMENT

1Take photos in batches – group photos of one theme with others of the same theme. 
This makes them easier to fi nd.

2Use a tracking sheet – record the 6 Ws for each photo as you take it – this is much 
easier than fi nding the information later.

3Photos should be submitted – someone should be in charge of storing, naming, 
cataloguing and possibly grading and deleting photos – BEFORE they are allowed 

in any spread.

4Store photos logically – whether using shoeboxes or photo managing software, 
have a numbering and storage system everyone can understand, and that is easy 

to maintain.

5DO NOT let staff keep photos – All photos that are used should be kept in the same 
place, or it will be impossible to check quality, cropping, information or replace the 

image if it should get lost.

6Mark used photos – Each photo should only appear ONCE in a yearbook. After 
that, it should be clearly marked as used and be put aside in a separate folder (or 

shoebox).

7  DO NOT keep photos from previous years – The temptation of using an old photo 
when there is no current one is too tempting for many staff members at deadline 

time. Don’t let it happen!

If many yearbook staff 
members have access 
to photos stored on 
computers, make sure 
they are stored on a 
drive that allows every-
one to browse and copy 
images, but NOT to 
change or delete them. 
Reserve that right for 
your photo editor!

TIP:TIP:

Using software such as 
SmartPix or Picasa to 
sort, store, catalogue, 
rename and edit photos 
can make life with dig-
ital images much easier, 
especially if you have a 
computer network that 
allows you to share the 
fi les with all staff once 
they have been up-
loaded.

TIP:TIP:
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7 DEADLY SINS OF PHOTO LAYOUT

A FINAL THOUGHT...

Yes, yearbook will be a lot of work, with infl exible 
deadlines and (at times) impossible workloads, but 

it will also be an experience like no other in high school. 
What you create this year will not only be a record of 
the clubs, teams, activities and events of this school year, 
and a historical document for everyone connected to the 
school, it will be your book. What you create this year will 
be one of the few books your classmates will keep for the 
rest of their lives. Years from now, your children will be 
able to laugh at your ‘old’ style clothing and your crazy 
hairstyles. And even later, your grandchildren can look at 

your yearbook to see what life was like for grandma and 
grandpa. What will make this book even more special, is 
that while it will do all of the above, you will also know 
that it was you who created the book. You were the one 
who designed the pages, wrote the articles and took the 
pictures. 

Publishing a yearbook is a great responsibility and a 
big calling. You will be creating something that will 

stand the test of time and will be kept forever. Not many 
of us ever get that chance. 
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1. FAILURE TO USE A DOMINANT PHOTO1. FAILURE TO USE A DOMINANT PHOTO
- The Dominant Photo should be the best photo of the spread, have a strong CVI, 
  and be at least 2.5 times larger than other photos

2. BLEEDING PHOTOS OF THE PHOTO WITHOUT ALLOWING ENOUGH SPACE.2. BLEEDING PHOTOS OF THE PHOTO WITHOUT ALLOWING ENOUGH SPACE.
- Bled photos should extend 1 pica past the edge of the page, to allow for trimming
- Important content should stay 2 picas to the INSIDE of the edge, to avoid being cut off.

3. PHOTOS DO NOT FACE ACROSS THE PAGES.3. PHOTOS DO NOT FACE ACROSS THE PAGES.
- Plan the layout so that all subjects look at the reader or across the gutter.
- Images can be Flipped, but watch out for Text and other Sensitive subjects!

4. FORCING PHOTOS INTO PREDETERMINED SPACES.4. FORCING PHOTOS INTO PREDETERMINED SPACES.
- NEVER stretch photos to fi t a space. Images can be resized, but their proportions HAVE to stay the same,.
- Plan you layouts along with your photography, but be prepared to change your layout to fi t the best photos.

5. NO VARIETY IN THE SHAPE AND SIZE OF PHOTOS5. NO VARIETY IN THE SHAPE AND SIZE OF PHOTOS
- The shape of the Dominant Photo should be repeated, then contrasted. 
- Fill the remaining space with at least 2 photos of different Sizes.

6. PHOTOS RESIZED TO FIT A SPACE6. PHOTOS RESIZED TO FIT A SPACE
- Resize photos only up to 125% of their original size, or images will start to 

deteriorate.
- If you can’t size it large enough to fi t your box, choose another image or 

CHANGE YOUR LAYOUT!

7. SPACING OF PHOTOS IS INCONSISTENT7. SPACING OF PHOTOS IS INCONSISTENT
- Internal margins should be the same throughout a spread (or book)
- If you overlap images, do it the same way on ALL spreads!

Remember to have a vari-
ety of shots on each of 
your pages. Try to have 
at least one each of:

CLOSE-UPs - for drama 
MEDIUM SHOTS - for 
 action or interaction 
RELATED SHOTS - for 

background information 
(Backstage, Training, 
Coaches, etc.)

Go For Variety:Go For Variety:
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10 RULES – A ‘HOW TO’ REFERENCE10 RULES – A ‘HOW TO’ REFERENCE
Photography

1. Get there early, check out what is going on and 
fi nd interesting angles 

2. Is your lens clean? Smudged lenses take bad pho-
tos

3. Get close to your action, both on the court and 
stage and ‘behind the scenes’

4. Fill the frame – fi ll your whole photo with your 
subject

5. Look for framing, patterns, lines, and interesting 
shapes in your subjects

6. Learn to pre-focus so your camera can shoot 
instantly

7. Wait. Events will happen. Be ready for them
8. Use layers - have things in the fore and back-

ground
9. Always use the rule of thirds and shoot all images 

in both landscape AND portrait
10. Stay until you have reactions to the event, and 

have covered the whole story
 

Layout Steps
1. Establish your columns, font styles and interior as 

well as exterior spacing
2. Place your folios (if not already part of your tem-

plate)
3. Place your dominant photo (3 columns wide and 

2.5 times larger than the next photo)
4. Establish your eyeline (drag down guides from the 

ruler if you want)
5. Decide where your body and headline will be 

placed and reserve that space
6. Place your supporting photos (one should mimic 

another should mirror the shape of the dominant)
7. Add captions around the perimeter of the placed 

photos
8. Add your body copy, broken into columns and 

ensuring you have no trapped white space
9. Create your headlines - match them to the action 

in the dominant photo and relate to the theme 
10. Stand back and look and check – is it balanced, 

are all interior margins even, is there a CVI?

Spreads
1. Is the spread set up with the right number of col-

umns? (Four per page, 8 per spread.)
2. Does every element fi t exactly into columns?
3. Are all elements EXACTLY one pica apart from 

one another? (Use the Grid.)
4. Is all white space planned white space, or is there 

any accidental trapped white space?
5. Are there at most two bleed photos on a spread?
6. Is there a caption next to each photo, and does it 

answer the 5 Ws?
7. Is the copy and headline at the outside edge of the 

spread?
8. Does the headline match the action in the domi-

nant photo and relate to the theme of the book?
9. Is there clear and distinct eyeline in the spread?
10. Does it look good from fi ve feet away? (switch to 

preview mode for this step)

BEFORE YOU COMPLETE YOUR SPREAD - CHECK THE LISTS BELOWBEFORE YOU COMPLETE YOUR SPREAD - CHECK THE LISTS BELOW

Photos
1. Do photos lead the reader into the spread?
2. Do all photos face across the gutter?
3. Is there only one CVI in each photo?
4. Is the dominant photo the BEST photo, and is it 

2.5 times larger than any other photo?
5. Does one supporting photo mimic and another 

mirror the shape of the dominant photo?
6. Do photos feature action or are they posed?
7. Are images sized and cropped so there is no 

wasted space INSIDE the photo?
8. Is there anything caught in the gutter?
9. Do photos represent the topic fairly with regards to 

gender, race and actions?
10. Are no photos stretched, distorted or resized larger 

than 125%?
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WRITING STYLE SHEETWRITING STYLE SHEET
Follow the criteria on this sheet whenever you write. Refer to this sheet when 

you check your writing or are not sure about what the style in question is.

PEOPLE PEOPLE 
• Students: At fi rst reference, give fi rst name, last initial, and grade, after that use only fi rst names. 
• Staff: Use courtesy titles Mr. or Ms. (Mrs., or Miss only if you are sure) 

CAPITALIZATION CAPITALIZATION 
• Capitalize titles when they precede names, but not when they follow: Principal Daniel, but Ms. Daniel, principal 
• Capitalize names of athletic teams: the Demons, the Spartans, etc. Do not capitalize team levels. 
• Capitalize names of clubs, schools, departments and buildings: Spanish Club; English Department; Stan Lawson 

Gym. Do not capitalize rooms, committees, or the unoffi cial names of buildings: room 508; the auditorium, the caf-
eteria; grad committee 

• Only capitalize school subjects if you are referring to a specifi c course: she’s in band; I like yearbook; Graphics I 
• Capitalize the holidays and special events: Remembrance Day; Spring Break 
• Capitalize sections of a country, province, etc., but not directions: the Interior; East Vancouver; it’s north of here. 
• Only capitalize seasons when they are personifi ed: winter; Old Man Winter 
• Times should follow this form: 10 a.m.; 2:30 p.m.; noon 
• Always capitalize proper nouns and adjectives (such as names of languages) 

PUNCTUATION PUNCTUATION 
• Do not use a comma before and in a series: apples, bananas, oranges and pears 
• Put punctuation at the end of a quote inside the quotation mark. 
• When using identifi cation after names in a list, use semicolons to separate the people: John Jones, president; Marla 

Adams, vice-president; and Lee Smith, treasurer. 
• Hyphenate the word vice-president. 

NUMBERS NUMBERS 
• In copy, spell out numbers (normal and ordinal) one through nine, but use numerals for 10 and above. 
• Exceptions to above rule: 
 o Always spell out a number if it is the fi rst word of a sentence. 
 o Never spell out numbers if you are dealing with: 
  - Money: $3, $11 million; 5 cents 
  - Sports scores: 9-4 
  - Time: 3 p.m.; 6:54 a.m. 
  - Dates: Oct. 8 (not October 8th) 
  - Percents: 9 percent; not nine percent or 9% 
  - Ages: 7 years old (not seven years old); 6-year-old 
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DEFINITIONS DEFINITIONS Note: Note: BoldBold terms refer to photography, others to layout terms refer to photography, others to layout

Action Photograph A photo that tells a story through the events shown.
Advisor The teacher or sponsor of the yearbook, who leads the way for staff. 
Alternative Coverage A different way of telling the year’s stories, such as surveys, lists, quotes, interviews, 
 Q and A modules.  
Angle of View The angle from which a photo was taken (high, low, level). 
Aperture Part of a camera that controls how much light can hit the fi lm or sensor when the shutter 

opens. Usually given in F-stops. (F22, 16, 11, 8, 5.6, 4, 3, 2.8, 2, 1.4). 
Balance Ensuring your image is either symmetrical (formal balance) or that both parts of your image 

have equal visual weight (informal balance).
Bleed A photo that goes off the edge of the page. Maximum two per spread.
Bleed line A line 1 pica past the trim line to which all bleed photos should be extended.
Body Copy The main text or article on a spread.
Bracing Holding yourself to avoid movement in your hands when taking pictures. 
‘by line’  Specifi es who took the photos and who completed the layouts of each page.
Candids Images that capture a true moment, which was not staged.
Captions Text next to each photo that should answer the 5 Ws of the photo.
CVI Centre of visual impact – the design element or photo that the reader fi rst notices when
 looking at a spread. 
CMYK Cyan, magenta, yellow and black, the four colours used in printing to create any desired
 colour (except metallics).
Columnar Design Dividing a spread into even columns gives structure to a layout.
 All objects should fi ll their respective columns completely.
Composition The arrangements of elements within a photograph.
Contrast The difference between light and dark areas of a photo. A ‘fl at’ photo has little contrast.
Copy Feature stories and articles that accompany the photos on a spread.
Copy Starter Devices that draw the reader into copy, such as drop caps or raised letters.
Cropping Eliminating parts of photos to improve composition and fi t a layout.
Dead Space Parts of a photo that are not needed and just waste space.
Depth of Field  The part of your picture that is in focus.
Design The process of choosing what elements to include in a layout.
Digital Zoom Not a zoom at all. It only crops and enlarges a photo, losing resolution in the process. Should 

NEVER be used.
Dingbats Typographic symbols that can be used as rule lines or copy starters.
Dominant Photo The best photo of the spread, 2.5 times larger than any other photo.
Dramatic Appeal Photos that truly capture emotions or situations and enhance a story.
Drop Cap Increasing the size of the fi rst letter of a block of copy to draw in the reader.
Duotone A colour page created with black and only one more colour. (Greyscale would be monotone.)
Editor The student(s) who spend extra time designing the theme and overall concept of the yearbook 

and also proof all materials before printing.  
Exterior Margin White space around a layout, which all elements of a layout should respect.
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Eyeline A one pica interior margin line that crosses the entire spread. 
Flat One side of a 16 page signature, the minimum order for colour in the book.
Focus The part of your picture that is sharp, selecting that part when taking photos.
Folio Page numbers, section titles and artwork repeated in the same location and 
 same style on every spread of a book.
Font The general term used to describe a style or variety of type.
Formal Balance Both sides of an image are equal in what they contain.
Four/Full Colour See: CMYK.
Framing Using objects to create a visual frame around the subject of your photo.
Grid An overlay of small squares (like graph paper), used for aligning items, and to ensure
 consistent internal margins.
Grid Design Advanced form of layout where columns are subdivided both vertically and horizontally and 

all items in a layout follow this structure.   
Gutter The two pica space spanning the middle of the page.
InDesign An advanced layout program used to design excellent yearbook pages.
Interior Spacing The equal one-pica space between all objects on a spread.
Keepers Photos good enough to keep for publication.
Landscape A picture taken with the camera held horizontally – usually a boring image.
Layout The process of placing elements on a spread.
Lead The introductory paragraph of a story, which should captivate the reader.
Leading The amount of space one line of text occupies. Generally two points greater than the size of 

the font it contains.
Modeling The effect of side lighting, that emphasises the depth and shape of objects.
Modules (Mods) Pre-designed components that can be used on many pages, and allow for alternative coverage. 
Natural Spread The only two pages in a signature that are printed side by side (pages 8-9).
Novelty fonts Fonts that are very artistic or graphic, hard to read and should only be used as design ele-

ments or copy starters.  
Panning Moving your camera with the object you are photographing.
PageMaker A solid but outdated layout program used to create simple spreads.
Peak of Action The climax or most captivating moment of an event or performance.
Pica General unit of measure in printing (12 points to the pica, 6 picas to the inch).
Planned White Space Exterior margins or other areas of a layout that are left white to highlight or offset design
 elements.
Points General unit of measure for fonts (12 points to the pica, 6 picas to the inch).
Portrait A picture taken with camera held vertically, a recipe for better pictures.
Prefocus Holding your shutter button pressed half-way to be ready for the peak of action.
Pulled Quotes Increasing the size of a quote and embedding it within a block of text. 
Primary Headline The largest type on the page – should relate to the content of the dominant photo, connect to 

the theme of the book, and draw the reader into the copy.
Quotes Direct quotations from individuals. These should always be attributed (given credit to)
 correctly.
Raised initial letter Increasing the size of the fi rst letter of a block of copy to draw in the reader.
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Reader Entry Points Visual elements such as photos, headlines, labels, logos, dingbats and graphics that hook the 
reader’s eye and lead him into the spread.

Reference Photograph Photos that record historical information of the year, such as team and group photos, as well 
as portraits of all the students.

Resolution The amount of detail captured in a digital image. The more resolution an image has, the 
larger it can be in the yearbook.

Reverse Text in white on a dark screen or photograph. Hard to read.
RGB Red green blue - the three colours monitors and most ink-jet printers use to create colour, as 

compared to CMYK used in printing presses and high-end printers.
Rule lines Straight lines used to unify a spread, or separate elements on a spread.
Rule of 3rds Dividing a photo into thirds both vertically and horizontally and placing the CVI at the
 intersection of this tic-tac-toe grid.
Sans Serif Gothic style fonts that do not have little “feet” at their ends.
Screens Blocks of colour that are printed at some percentage of their full tone, and are used to
 highlight components of a spread.
Secondary Headline Above or below the primary, should contain detailed information.
Secondary Treatments Elements used to add to the story, such as mods, tables and charts - should be kept consistent 

throughout the book, or at least section.
Selective Focus  Limiting focus to the CVI of your image to emphasise your subject. 
Serif Roman-style fonts with small “feet” – easiest to read.
Shutter Part of the camera that opens and closes to let light hit your fi lm or sensor.
Shutter Speed The time the shutter opens to emit light, measured in fractions of seconds.
Sidebar A smaller supplementary story that is related to, but is different from the main part of a 

spread. Often set apart with screens or rule lines.
Signature Large sheets of paper on which 16 pages of the yearbook are printed at once, which are then 

folded, stitched, combined and trimmed before binding. 
Silhouette Created when light is behind the object but not on it. Creates a black outline.
“snap tp Grid” A software feature where objects will conform to the preset document grid by default.
Spot Colour When a single colour is added to black in a layout. Cheaper than CMYK.
Spread Two facing pages in a yearbook that are designed together.
Spread Linkage Devices employed to connect the two pages of a spread. This can include eyelines, rule lines, 

and photos that either cross or face across the gutter.
Surveys A list of questions asked of a representative sample of staff or students. 
Staff Members of the yearbook class or club who create the content of the book. 
Telephoto Lens A longer lens that can bring distant objects closer, both to each other and the viewer, but also 

captures less than the eye could see.
Theme The overall concept or idea that should be refl ected in each part of the book.
The 6 Ws Who, Where, When, What, Why and How – what a picture and accompanying caption should 

explain.
Trapped White Space  An unplanned gap of white space in the centre of a layout, generally the result of bad
 planning or violating interior spacing. Should be avoided.
Trim Line The actual edge of the page where the printer cuts the signature into pages.
Typography Element of design that uses a variety of font styles, and includes copy, captions and headlines.
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Typeweaving Combining multiple lines of different font sizes to create headline package.
Unplanned White Space See: Trapped White Space
Viewfi nder The place you look through the camera to frame and compose your image.
Visual Hotspots The points where objects should be placed when using the rule of thirds.
Wide Angle Lens A short lens that captures more than the bare eye could see, makes things look smaller and 

further away than they are.
Zoom Changing the length of your lens from wide angle to telefocus, usually given in millimetres
 18-200 for example. 
Zoom Lens A lens that can change focal length, often from wide angle to telephoto.

NOTES:
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Creating Layouts in
InDesign
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To protect fi les and keep control of content, it helps to have the yearbook folders on the computer 
divided into two secions, with Staff and Editors having different Permissions.

We use these two sections:

WORKINGWORKING REFERENCEREFERENCE
- The staff folders, where you can keep your 
fi les.

- Working Pages (all 208 pages at the start).
- Completed Pages you want the Editors to 
proof.

- Folders for submitting work as we go along.

- Completed Pages sent to the Printer.
- Photos, Templates, and other reference fi les.
- You can only look at the fi les here, but not 
save anything.

- Only editors can change fi les here.

RED text in <> brackets represents Windows commands or fi le names used for Navigation
  Blue text refers to names of tools

GO GO 

AHEADAHEAD - Copy the fi les in the <Reference/Demo> folder into your own folder 
- Start InDesign by double clicking on the <template> fi le in the <Demo> folder

NOTE:NOTE:

The Toolbox
Here are the tools we use most often and what they do. There are many more options you can try 
when you have time to play – check the last few pages of this guide for some extra tips.

The Toolbox can be moved around and placed wherever convenient. 

SELECTION TOOLSELECTION TOOL DIRECT SELECTION TOOLDIRECT SELECTION TOOL
Used to select, move and re-
size objects and containers 

(Such as the frames that con-
tain photos, or text blocks)

Used to select items that 
are  covered by other 
objects, or  that are 
INSIDE containers 

(Such as placed photos) 

TYPE TOOLTYPE TOOL PEN, PENCIL AND LINE TOOLSPEN, PENCIL AND LINE TOOLS
Used to draw shapes and lines  
which we will not be using much

When you hold down your cursor, 
options are displayed

Used to draw text boxes and to 
select the text within them 

Also has options for writing text 
along paths
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RECTANGLE FRAME TOOLRECTANGLE FRAME TOOL RECTANGLE TOOLRECTANGLE TOOL
Used to create Frames, which 
will hold photos and other 
images 

You can get other shapes by 
holding down the button

Used to create solid blocks of 
colour, for backgrounds or 
other effects

Again with options for other 
shapes 

To change polygon settings (from Hexagon to Octagon for example), double click on 
the polygon tool then change the setting, which will then apply to NEW objects, but 
not ones already created

Tip:Tip:

ROTATION TOOL ROTATION TOOL SCALE TOOLSCALE TOOL

HAND TOOLHAND TOOL ZOOM TOOLZOOM TOOL

SELECTION TOOLSSELECTION TOOLS

Used to rotate objects 
around a point you can 
select 

Used to resize objects 
from a  centre point 

Used to move around 
the Desktop, not the 
objects on it 

Will zoom in on your 
page, and zoom out if 
you hold down <ALT> 

Fill in the colour of an object

Applies formatting to 
Containers or Text

Changes view from working 
to Print Preview

Stroke in the edge or outline 
of an object

Applies Colour and Gradients 
based on current settings in 
the Colour Tab

Print Preview – removes 
Guidelines and grids
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THE CONTROL Palette <Window/Control>
The Control Palette changes to refl ect the tool you are working with and is often essential when 
creating your layout. Here are the three views you will see most.

SELECTION MODESELECTION MODE  (BOTH PICK TOOLS, AS WELL AS THE DRAWING SHAPES)(BOTH PICK TOOLS, AS WELL AS THE DRAWING SHAPES)
Chooses which point of the object the information applies to, and 
from where an object will be modifi ed (scaled, rotated, etc.) Lots more options

The location of the 
selected point on 
the layout 

The size of 
the object

Scaling (Never scale 
Photos more than 
140%)

Rotation and 
Skewing

Fitting options 
for photos

(If nothing is selected this 
displays the location of the 
cursor.)

TEXT MODETEXT MODE
For basic text changes – not used much, as you will use styles, but Kerning and 
Scaling are used to make text fi t into tight spots. (When your writeups are too 
long, or text justifi cation and  wrap look funny.)

Kerning – the space between characters Scale stretches or compresses the letters

Text alignment Drop caps

Switch styles you have set upPARAGRAPH MODEPARAGRAPH MODE

GUIDES Your page already contains columns and a grid, but if you 
can’t see them, or change them by accident, here is how 
to get them back.

To fi x the columns go to 
<Layout / Margin and 
Columns>

In the pop-up 
window choose 
4 columns with 

a 1p0 Gutter 

To view the Grid, go 
to <View / Show 
Document Grid> 

Also select 
<View / Snap to 
Document Grid> 

This makes it 
easy to line up all 
Your objects.
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Practice Lesson & How ToPractice Lesson & How To
You should have the <template> fi le open. We will create a sample layout in a few simple steps.
Make sure you can see the  - The Toolbox <Window / Tools>
      - The Control Palette <Window / Control>
      - The Columns and the Grid (See last step if you can’t see them)
If you have this fi le open, delete all content or close and re-open the fi le to start with a blank page.

PLACING PHOTO BOXESPLACING PHOTO BOXES
Zoom out so you can see your whole Spread <View / Fit 
Spread in Window>

Start with your Dominant Image (2-3 times larger than the 
other photos). Preferably this image should cross the gutter. 

Remember your Eyeline – if you want you can create one by 
dragging guides from the top ruler and placing them where 
you want your eyeline, but as we are using grids, this should 
not be necessary.

DRAWING BOXESDRAWING BOXES

SIZING AND MOVING BOXESSIZING AND MOVING BOXES

To draw picture boxes:
- Use the Frame Tool (the boxes should have 
an X through them – if not you are using the 
box tool

- Make sure the frame ‘snaps’ to the grid on 
all sides

- Add 4 to 6 more images
(Remember: 1 should mirror the dominant 
shape; the others should contrast that shape)

- Keep 1 Pica space around your objects 
(Our grid has dividers at 6 points and darker 
ones at full picas)

If some of your boxes do not line up, use the 
selection tool to move them in place.

Here is what you page should look like at this 
point.

SAVE YOUR WORKSAVE YOUR WORK
Use <File / Save As>
Save in YOUR Working folder
Note: By using <Save As> fi les are saved with-
out all the ‘undo’ information, which means 
fi le size is much smaller – get into the habit 
of using this!
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Next you will need a place for your text and boxes for your captions. 
You should have these written BEFORE you start your spread, so you know how much (or little) 
space you need.

Captions should be next to the image they describe, or at least be close to it. 
You want to make sure you don’t trap any white space with your captions.

GO GO 
AHEADAHEAD

Use your Text tool to draw boxes for your 
captions
Now you can select text from a word ap-
plication and place it. (There are two saved 
text fi les in the <demo> folder you can use.)

- open <caption.doc> and <Text.doc> in word
- select the text and copy <Ctrl C> to the clipboard
- switch to InDesign and click your text tool in the box 
where you want the text and place <ctrl V> the text

Make sure you leave room for your Headline

This is 
more 
or less 
what 
you 
should 
have 
at this 
point. 

FLOWING TEXT FROM ONE BOX TO ANOTHERFLOWING TEXT FROM ONE BOX TO ANOTHER
Use the selec-
tion tool and 
click on the 
small + at the 
edge of your 
text box 

You will 
get a 
loaded 
cursor

Click in a 
new text box 
(or create 
one) and the 
text will fl ow 
there 
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PLACING A HEADLINEPLACING A HEADLINE
Type your headline in a Text box. 
We will apply styles next, so you don’t need to 
worry about font size and style 

Styles show up in the text control palette, but 
they also have their own palette on the side. 

(Click the <Paragraph Styles> tab on the right of 
the screen)

We use these styles to make sure Yearbook 
pages are consistent, and avoid errors.

Make sure you do not change these presets, or 
we won’t know your page is off!

APPLYING STYLESAPPLYING STYLES Use the text tool to select the text box you want to apply a style to. 

Your spread should 
now should look 
something like this. 

NOW MAKE IT NOW MAKE IT 
LOOK GOOD!LOOK GOOD!

You will now have to 
move things around 
a bit to make your 
layout look good.

To compress lines of text, you can change 
their spacing.

Line Height is a great tool to use. 

If you like you can also do a text wrap 
around your title! 

Tip:Tip:

Now choose 
the correct 
style for 
each piece 
of TextMake sure you have the paragraph 

tools selected in your control palette.
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The Layout with ‘tweaked’ text 

Open the PhotoEase tab on the right and 
navigate to the <Photos> folder for the 
Demo.

HOW TO:
Drag images from the docket window to 
the picture frames you have created 

NOTE: When you use the 
Friesens plug-in, it creates .tiff 
fi les each time you place an 
image, so you don’t want to 
re-do it too often! 

You can change colour mode 
and the size in which the im-
age is imported, by changing 
the settings at the bottom of 
the window

Place images in all your 
boxes and size them to 
your liking.

If the image is much too big, you can fi t 
it proportionately <right click / fi tting> 

You can  also  enter a percentage in the  scaling values
- Make sure you do not go larger than 140%
- Make sure both values are the same, or you have dis-
torted the image

GO GO 
AHEADAHEAD Tip:Tip:

Remember 
to use these 
buttons on 
the Control 
Palette
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THE FOLIOSTHE FOLIOS
1. At the bottom of each page there is a ‘FOLIO’ which tells us the page 
number and what section we are in.

To edit this information, you have to switch to the master page
Select the <Pages> Tab and click on the <Document Master> 

2. You can now select 
the text at the bottom 
of the page and write 
which section you are 
creating 

4. Now you can Preview 
your whole spread by 
zooming out a bit and 
clicking on the preview 
mode

3. Do this 
on BOTH 
sides of 
your spread, 
then switch 
back to your 
working page

Click on 
these to 
change 
viewing 
modes

This is what your page should now look like! 

- Make sure your dominant photo crosses the gutter and nothing gets lost in the crease.
- Keep the pages you are working on in the WORKING PAGES folder.
- Move pages you have fi nished to the COMPLETED PAGES folder for Editors to Check.
- Make sure you have the First Name and Last Initial of ALL recognizable faces in your pictures.

SOME THINGS TO KEEP IN MIND THROUGHOUT THE YEAR:SOME THINGS TO KEEP IN MIND THROUGHOUT THE YEAR:

Tip:Tip:
The A in the page number spot means 
automatic page numbering is on – no 
need to change this value
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There is no Lesson as such, just some tips on how to add effects to make your Spreads look so much 
better. Try some, try all, but remember – fewer gimmicks executed well are better than a whole lot 
of things that don’t really work well together. 

Drop Shadows
- Select Object
- <Object / Drop Shadow>
- Change Colour / Parameters 
(Colour Direction, Size & Blur) 

Feather
- Select Object
- <Object / Feather>
- Change Feather Width and click 
<Preview> to see the Effect 

Corner Effects
- Select Object
- <Object / Corner Effects>
- Change Style & Width
- Click <Preview> to see the Effect 

Transparency
- Use the Transparency Tool 
(TAB or <Window/Transparency>)

 o Use the slider to adjust how 
much shows through an Object

 
 o A good way to put captions 
over Photos 

Advanced Tips and Tricks Advanced Tips and Tricks 
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Text Wrap
- Select Object

- Go to Text Wrap Tool 
(TAB or <Window / Type &Tables 
/Text Wrap>)

- Choose the type of Text Wrap and 
Offset value in the dialogue box

Ignoring Text Wrap
- Select Object

- Go to <Object 
/ Text Frame 
Options> and 
select <’Ignore 
Text Wrap’> 

- Create your 
own edges by 
creating new 
points with 
the Pen Tool 

- Move the 
points with 
your Pointer 
Tool 

- Note: If you 
create a clip-
ping Path in 
Photoshop it 
will be de-
tected here

- Text can be in Front or Behind Image 
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- If an object is behind another, 
and you want to change 
where it is, you can change 
the Order 

- Objects can be shuffl ed to get 
the order you want 

- If your Folio (on the Master 
Layer) is covered, you can: 

 
 o Copy the Folio and paste   
in Place on the working page 

 
 o Cut the Object from 
the working page and Paste 
in Place on the Master 
Layer (and move to the 
back of the Folio)

Backgrounds

Fitting Text to a Path
- Create the Path (circle, or line)

- Switch to the Type on a Path Tool 

- Click on the Path to create a
 starting point on your Path 

- Type or Paste your Text

- Make the path invisible 
 (no Fill or Stroke)

- Make it fi t with the text 
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This is a great 
effect, but 
be careful 
because 
you won’t 
be able to 

change the 
text once 
you have 
followed 
these steps

Placing Photos inside Text

- Create your text
- Convert it to a shape 
 - <Type / Create Outlines>
- Now you can stretch the text
- You can also change the shape of 
individual letters.

- Select text with the white arrow
- Place an image in the outline 
 - Ctrl+D or <File / Place>
- Now fi t your image to the frame
- Add other effects as needed

 (Created in Photoshop)
The effect  
everyone 
wants!– Cut-
ting objects 
out of their 

background 
and placing them on 

pages. – Technically 
this is easy – the only 

challenge is in selecting 
and cropping the part you 

want to Photoshop. 

- Open your image in PHOTOSHOP
- Crop the part you want to show
- Create a new Work path (Path Window)
- Choose a tolerance (0.5 pixels works well)
- Double Click on the path and rename it
- Create a Clipping path  (Path Window)
- Choose your named path in the dialogue 
- Save the fi le 
- Switch to InDesign
- Place in your picture in your document
- Add other effects as needed

Clipping 
Paths
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  Controlling Edges when text is 
in a graphic box 

 o If you put Text in a box it 
is too close to the edge 

 o Change the Indent to move 
over text 

 o Change the Baseline Shift 
to move text up or down  

 o Best solution is to create 
separate text box

 Making Text Fit

 o You can expand and 
shrink text to make it fi t 

 o Change Horizontal 
Scale (width) to compress 
letters 

 o Change Vertical Scale 
(height) to make letters 
shorter 

 o Change Line Spacing to 
bring lines closer together 

 
 

Fine-Tuning Text

Don’t overdo it like in these examples 
only slight changes will go unnoticed!Tip:Tip:
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Spacing Images

Final Editorial Check
- Info
 o Select the image
 o See Info (TAB or <Window/Info>) 
for image resolution / stretching

  Effective ppi has to be 250 for   
      B&W, 300 for Colour

  Both have to be same or image  
  has been stretched

- Turn on Snap to Grid or Guides 
<View/Snap to Guides> or 

  <View/Snap to Document Grid> 
 o Snap images to make sure they   
 are right

- Check styles and colours
 o Select Text boxes and open 
  Paragraph Styles
 o A ‘+’ next to a style means it has  
 been changed

  - Could be a size or colour   
 change

  - Could also just be alignment
  YOU have to know your styles!

- Check for Broken Links
(TAB or <Window/Links>)
 o Check Links for any Red fl ags
  - Yellow fl ags mean the image has  
 been changed – just update them

  - Red Flags are broken links   
    • Click to Repair

     • Browse to Locate & re-link

All links 
are checked 
when you 

prefl ight or package 
your fi le with InDesign 

Tip:Tip:
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