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Materials; *Teaching Luides; *¥earbooks : N
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ABSTRACT ? i :
\l -

Lo . Developed Qs'part of a hiéﬁ\gghool quinmester unit on
', yearbopk editing, this guide provides the tea her with strategies for -
téachiEg a course designed to train student editors in developing a’
plan for the book, emphasizing the importance of the yearbook as a
peraanent document. Students apply this. philosophy in planning a -
‘theme .and in insuring <ontinuity, accuracy, and;fuLly'representativé . -
" coverage of students,‘fqpulty, academjc and extracurricular .
activittes, and current attitudes. Range of subjéct mdtter focuses oa- -
developing the themej;and the sections; outlinimng the year's ‘work; -.
supervising the layout, the photography, the preparation of the T
dummy, the compilation of the index, and the proofing of the :
- sections; plannifig the salés campaign, overseeipng the budget, and
distributing the book; *and making recommendations fox next year's
book. The guide is arranged by performance objectivés with suggested.
teaching strategies listed under each objective. Appended is a list
of student and teacher Tesources. (HOD) '
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o ) A J v ] . . N .
< ‘COURSE : COURSE TITLF: . YEARBOOK EDITING e . N
S ‘ - NUMBERS ©  * 3 i S
e . -~ 3115.149 'COURSF DESCRITHIONG A course denfined L
\ . S116.152 to groon editors for the yeéardook. . )

. . +5165.16 Future editors are trainqd im develop- ;

. 5, ing a plan for the book, emphasizing
: ) -t "importance of the yearbook "as a perma-

B . N nent document. Students apply this
) L philosophy in planning a theme and in
. , . .'inguring continuity, accuracy, and fully:
L ‘ ' .répresentative coverage of ‘students,
I : N ~ faculty, academic and extra curricular
) S . -t activities. and cuf?ent attitudes..

- ST Methods of staff organization and .
. S scheduling, photography, deadldnes are .
' , rncluded.- . . .

- . : ] . \ -
- ’ . - ’

- . v I PERFORMANCE OBJECTIVES . . oo _ -
: . [ N ¥ ¢ \ ..
B . A, The editors and ‘the business staff will .
B 7/ B confer with the advisqr fe plan tenta- .- "
S .- o tively ‘the themeaﬁnd the vagious sgctions ’ :
: ' of bhi/yegrbodk d their deadlines.
~,‘ ) !~ ‘v /ﬂ . }‘ ) _ - . ) .
o ' Q B._.xne editcrs confer with their groups to
: . . akc planl outlining the’ ye‘L 8 work.,
. 'y .
f ) R o) The editors, sypervise the layout,. the use of
- ' color,. ‘photo- editing, kyping of the *pmmy,

-

* / . ‘ ..ahdvcompilation~of the index.,
- . . M “r" ¢
L ‘ D. The bulﬁne‘s staff plans. thé pales campaiga, - L
b ’ , the bquet, and ‘the final distribution of L
' o, 4 S “%he book.. -
. E, . The editors, after discussing cona;tians of.
. oY .contracts with printers. and photographeta, _
. © .. make akcommendaciona for ‘the .next year's P
T - . céntrdets in accordance with Dade Counby .o T

apecificationa for yearbooka. - . Ve,

~~— N . N N
$ v . '
L




» ' * * .
'+ . Il. ‘ COURSE CONTENT '
"A, Rationale . A , ) .. P
. The purpoae of this quip is to establidh the
s - leaderehip for the publication, of the year-
book =~ the history of the school. year., . The
. yearbaok should be-as" objective as poasible
o o ‘ ' treating all the~curricu1um, obganizations,
"t ' ’ and indiv%duals with the same impartiality, . -
- - Editors ghould ‘have somne degree of pro= . :
= . ftcienc; in performing- the-tasks of,putting ‘
the yearbook together and should act as ' S
léaders in getting the project completed. ? e
Editors should look upon the Broup as a team * S
! % and keep all working together with a goo@ ) {
 2spric de cgrgs. v L "oe '

s B. Range of subject matter L]

et < - . . . - . . \-

> - *

‘ . 1, DeveLOping'the theme and therecEions
N ' 2. Outlir’xing the year s work L ‘ 5 NS

. . 3. Supervising the layout, the photograpny, s

. : the preparation of the dummy, the compi- - .

. -lation of ‘the index, ﬁgd the proofing *

.. of the sections , T

o o 4, Planning’ the sales campaign. overseeing
o the budge:. and: dietributing the book

.
. ~

5, Making recommendations for next vear's

bOOk \‘_‘7' ) . . “,‘
- ILI, TEACHING STRATEGIES . s . . ‘. v
. ‘A. 1he editor And the busineas staff will
. confer with! ?he adviser to plan tentatively , b
N ' ‘the theme ang tfie various sections of the — _ I
. - ; yearbook - and their ‘deadlines., . -
o o B BaES Discuae with ptudepts items such as the
- o following:n_l Y ' . : .
AT a, Themes uded in previoua yewrbooksofﬁ"_ . §%§
o R TR : produced by ptudents at ‘the pertic-' P

C e b ular school. e wa
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. . . .. A - g N .

.. . ’ - . by ahé philosophy of,tht'séhoolh,

; : 4 S - c. The nature .of the student body
o ’ Iy * v i h ) . N
¢ .

. f y s d,’ Thq.makeup of the community “ f" o o
’ 4 ) :. . ' ) ) K a N . . »” .4
- - _ Ask ‘them to generate as many, thematic R .

ideas as they can, takimg the above
: o ‘factors into consijerations -Jrom this
A X. oo - ‘ranfe of themes, have thém select .one
; . o . _whlch can be dgveloped within the hudget‘ . '
- allote& - S

- L. (3

.. 2 . - e — o

oo a Zr: Outline ;h@“basie sections and discuss ot

PO ' v how the’ theme-can best be carried out
. : ., wdne eachw . RN N
‘ - o » . ", ( hd . °

. 3, Pagdnate the sections. . : S

‘l coa N Y Selecf'Idyout pqtte:nd and type.‘
) B * +5. Digcuss the use of -color and special -
. ' - -~ , effects and arrivé at a dgcision as to
. ' : ‘ _how 1t will be ‘used throughout the book,
7 . . A photographer or'printer”s repreébnta- S T
e ‘ — tive can explain to the class .how four
- separations are made from each color
oo . . transparency, as well as give an explana-
" tion of contract coler prints (C-prints)..
) 5. Discuss the cover, This ¢an be-given R
. T T to a committee or .the advisor could ask - . .
. for help-from che ar* aepartment. -
¢ . . . ] -
.« B The editors confer with their groups tp o LN
U mal.e’ pliane outlining the year's works '
. D N ) ' s 4
. : ot 1.- hueve each editoy discuss with other
Y members of his group ideas that each
A o ! hag\ in mind to decide what should be
. . : o . , included in ‘his section.

Ry - 24 - Bave the: editors cOOperatively mak

.. -+ gchedules.for: the’ photographetr and the"

‘ .- people to be: phoqographed to see' that'

s they get together at the right time Lo a
. "~ keeping in midd the regurar school AR . A

: RV _ s :schedule.", . . e S LT




- T oee s

. .3, Schedule pictures.’ (A rggular 'pt{nted .
T o form will- factlitate sch dulidg.) .Make :
e . these out in triplicate' one to- the

. S o « ' phatographer, one to the atudan;)or stu= i

S - ' dents being photog;aphed,‘androne to the*

' advisor. . If a special background or R
) , . -props "are to be in the picture, these
.. .. _°‘A & S 'arf to be pre-arranged.__ : o ‘

BN . 4, A@sign topv to be written.

2u0

) N : - o 5. Discuss'deadline da;es. . . . o
o . I 3 . . :
- g : ' These ‘are suggested deadlines with a
o , > ‘ . distribution date of ‘ay 1.

. : Vovember 1 - (about 50 pages) Finish
N ‘layouts for ‘senior mug. picture%. and B
o d _ . .write ,copy &or the introduction, Plan L

: , o ©  .cover. - -
N o Y g o .

: o ) December‘ZS -- (about 100 pages) Finish-
. " . + ' introduction. Finish all of the faculty
) section and lrayouts fbr under classmen, ;

' & ‘January 31 -- (about 100 pages) Finish
. : ) " genior section) and as many as possihle -
.o ! ‘ o of organiZations, fodthall, crosq cpuntrs,- o
) . basketball, ‘wrestling, bo%ling, gymnastics,.
: . and girls spprts.//- o . '

-
.

L J .
e L - _ _ February 15 <= Finish organizations, g
e - tennis, golf," track, baseball, in the - ;  ~°

///<" S _ sports section. Fipish,the ads and = = -

: o et ‘ . feature section . T R :
_ Q;‘ The editors supervise the layouc, the use of -
' . color, photo editing, typing andsediting of
the dummy, and compilation of the index.

. ) o 1, Have studgnts design layouts for their
e . . particular’sections. -These aré to be ., . ..
e T : ‘ S checked with the editor fox consisfency o

.

P
B

. e - . and then approved. .,
P oD 2, Ask tudencs to determing/hbw they will
B 3 use any color andzot special effects.x

Y
v

 ff1f;.‘ . ‘ . 3; Reviev wich students ﬁye procedures for 5 .
S T *txoppiﬁ% a picture., y; ,}\;w s SEOUPRENE
o, o S -f,‘» R / T T

' : co L o - b M vy AR SN
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4

5.

v

6.

7

8.

9.

Have students crop the pictures for
their sectipns,

Appr?ve layout design, copy, cropped
pictures, captions, and headlinee as
they are completed.
)
Have the copy, headlines, captions
typed onto the dummy. ) . .
Su#ply editors with cards o@ ptoof read-
ing "symbols, or use one available in the
textbook.r‘After the editor marks the
proof and one other.staff ‘member goes
over it, it is advisable for the editor-
in-chief to check it carefully, The
advigor then checks the proof. Keep 4n,
mind that this activity is reading proof,
not editing. Use a red or blue pencil
"as indicated., : :
Have dtudents turn in double page’
spreads as they axe completed. - Make
corrections, if, ecessary, and have
them returned f6r final approval.

k)
'

Compile the index, Ad index 1s neces- -
sary fop a well-planned . yeanbookh One
index is better *than several ‘and easier
for the reader, If’ senior credits are

L

l

[N

put 1 the index,. the layout 0¥ the class.

pictures is improved. Every.student.in: -
- the senior class, faculty member, and
organization is ingluded. in the index.
Fér each there should be a 3 by 5 card,

Thegse are pt up=- to-date by putting
the page numbers on as the pictures are
‘laid out, After the dummy is completed,

the credits ‘are added to the seniora;-
subjects taughtx degrees; and sponsor-"f
ships to, the faculty; and then all are.
arranged in alphabetical order., An .-
accurate fypldét completes the copy,

"and it is then aent to the printer.

Lo ) . ah

L. Wl
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- - . " D, The business staff plans the saIss cam-
7 L . pafgn, the .budget, and the’ ﬁinal distribution
' . . .of the bsoks. . . . . '
o . T o - N o R ‘e
' . e 1, Plsn a &ales campaign. . N \ .
oy T : X ~ K . : LI
: I a.' Make posters. Posterms are made by
v . N )members of the staff to stir | PO
| - ‘Interest 'in the yearhook as: to when: .-
~ " _ - and where 1t can be purchased. .
) b.,  Make announhemlhta.‘“Announcé'over
. : ~ the public address system items
- _ . . atcuned to students. ' Students succeed
» ' S better than the faculty ‘advisor
¢ - s . * owr the activity director,,

]

-~ ) ¢, Place ads., Use the school newspaper - -
: _ . ~as a medium for advertising. Try e
' v o o - _ some original SCudent'ideaa. B Co e
q a (1) Line up clubs, merchants, and/or
'individuals, who might advertise
»  4dn the yearbook.!zThe ad manager
_ ; assigns companies .or individuals
: -\ ° to various staff hembers with a
: .. LA W T deadline to report on success
/ . . : ' -+ or failure .and the reason. .
- . L . : ¢ . X
c ol v . (2) Contéct. club presidents at’ the .
R .. i . Asamettime that their pictures Lo
, Yoo _“are planned. One plan that has A
) . - 7 R : . - worked :1is8 to give a two- page T
: . . o o - spread in the prgandizaticn sec-
' . "' tion ‘to the c¢lub that takes a v,
page or a half" page ‘of advertis- ‘
. ing. In tais case clubs are not
gharged for ptctures in the or-
ganizatiou section. The ad T, .
"manager sends billa after the - e
' ' ., - books'are distributed and .4f |
N - N “possible-a tear sheet .of the ad-
. ' - -, .as 1t appears in the book.
: ' .o I i ‘ g o
| - L _ (3) Provide incentiye for . saIes_._ ’ R
e e <personpnel., Give a fteeaxear-_' "
. e : : e . " - book to any, staff membér who S
S . _: . 'sells-100 books’ ..Some ‘staff 1, - , .
L e o s A . nembors have fOund it auecessmul S
e Do : .+ to have friends in other homéi
< Ce P : *.réohs, ‘clubs, or classes work/ L
. o S ‘ Aw-6- oy s __‘ﬂ N

S
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. ) Y ,‘ N . . Bl
. S . for them.to get their quota,
o : . .The staff member, however. is _
. _ Sy responsible for these sales and -
.- . : turns,in>the Teceipts ‘and money, o
g T, - ‘to.-the business manager for hisg ) ’

B O : .- "% % cown predit. o ’ ' :
‘b / L F ’ - ’ . £ v oL ' T
A N 2 . (4)<Decide upon a payment plan:‘and

f ’ . . .- ‘tine. Plan campaigns to sell as
. “mahy yearbooks as poeeible. It

P ¥ - 1s advisable that half “the com-

N ‘ ' : S plete price be made as a down

o - : - payment since a lovwer

-

N

, payment on the yearbook is ‘
: . otten not picked up for the )
, j_ v o . ® gecond payment, and it makes the
\ - : ' . - _bookkeeping easier., The Dade
i - . ) County Public -Schools provides: ‘
- ﬁ - A a receipt book with: two sections
| ’ ‘ - to take care of’ rhis contingency. .
i - Ad campaigns ars to be ‘planned.
' . . and followed up with systemiatig .
e B - salesmanship,’ In one school - A
*\ ,"A~’ . -7  the nenth of - September is: s
Al ) o T ) ‘time allotted ‘for the’ first )
. e S T . - . ling pefriod. Those buying in
N B _— ‘ September pay one-half the sel-
/ T oL LT ""|1ing price fqr this month, or, if
Foo : . ‘ L P ) ithey prefer, the whole payment.,
; ' oo . - lThe September price 1s a ddllar
ey L . : - lowér than thesOctober price and
S o two dollars lower than the price L
: _ : .+ /1f the ‘bock is hought at the time ¢
- -Ithat it -is dfstributed, Final '
- ' ) L 'payments .or-the second half are
) o oo 'made in’ January and February in T
. | . T ' the Journalism Office, - If any °
. . . ) \, : " ' books are ‘left over'when they
‘- P e fate distributed, thére is 'another
: v s . .dollar advance ‘in -price, - The °
. - - "7 . total -number of. books printed .is /
o e e . \ DR " determined from.the whofe or_..,/
S R v = . ‘down paymeﬂts collected before /%
' - ‘ November 1, plus:the number of.
complimentary copies needed. // )
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A

PR AN "a white and pink rece

.

-2a4 Plan a distribution schedule which will N
be smooth “and efficient.b -

”: . “. + via_ bulletins and posters to tell
S studedts how. yearbooks will be ‘ ~
' disttibuted. . . 3

.
Y —
'

a. Make announceqente over the PA, - _ \'}
§
s

o b.',Appoint ‘a committee to take charge
o ~ of distribution, - The ‘student -

" . i committee members match the two
¢ . pts (pink dmd’ wﬁlte) with the =,
' yeligw carbop receipts on file. Y
. They ask- the buyer’to sign his name ‘
o o on_ the yellow receipt and then col- . _ e
) ' lect all three, - Staple %l1 together - i

. :«and file for the auditer, Only~ . _

//', \\\t; . then do they give the book to the ) . .
‘ .~ buyer, 1If the buyer ces not have . P
. ZP s 1f he has B
"+ lost it or has not pafld '‘the 'second :
’ v /. halfy the staff member consults ' Tl
" the yellow card., If this: card does T
/ not show a second paymenrt, .then the - . RN
, staff member sends the buyer to the . i :
///» treasurer' 8 office to finish the o '
. e payment. . , o, /

[y .

. . 3. Oversee thejludggt. Have the business o A

RN . . - manager and hgs staff keep Constant T S e
. . . track’'of the money available, how, much” '
. has been spent and-how much°is tb be

* spent., S . . . . LY
. B £y \ L

! .
- < )

E. The editora, after discpssing‘conditions of ki
‘dontracts”with printérs and photographers,
make recommendations for- the next year's
contracts in accordance with Dade annty I RTINS

_ spesificat#pns for yearbooks. ' ARSI R S

.

¢

¥
. 1, *Set #he time, The spring before the
' N cirrent -year;, about -the fifat er . - .
v sefond week in May (time’ enough to : o

o . - . have finished the,present ‘contract and -
A © eno gh time to make arrangemente with
the next year's otaff), contracto,are
F 2 qade nnd signea.»“~* L. e




. . 9.\ ’
" 2, Review the bid forms, The Dade County ;
g Public Schools have a bid form for .
¢ - photographers and prigteti, ‘Blanks %

!

. - ' are available for various, .pecification
~ ' i ‘to be filled out: and sent to at least

" o three photographerc who have contactcd
o ’ ' the .advisor during the year and three
oMb . . . printing representatives., Bids on

. . - "these forms are .sent out with a deadline.
. - .~ for-the opening and reading.,-

_ - 3, Read the contracts. A committee'appoint-z
. < ed by the advisor or principal is.’ '
present at the reading of t ids, and
. .the- committee reviews th arious speci- - B -
A fications to decide whodwill do the
work in "that school fof the next'yea%.
. The lowest price does jot nece&sarilm .
. ) receinve’ the bid, but. the comnittee must /
‘ L justify ‘its choice 1f the lowest bid is ‘

c~;> . - not taken, , : .
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- IV, STUDENT RESOURCES

P ‘A, State-adopted textbooks

/1. Photographers .

>

«
]

"Hartman, William., Journalism. River
Forest, Illinois: Laidlaw Brothers,

- 1968, ‘ ) : .

[ S
Mulligan, John and-Dan D'Amelio,
" Experiences’in Journalism.. At
Lyons and Carnahan, Inc,.,, 1956

e

Non state-adopted textbooks ,
Hurley, Getald D. and Angus ™cDougall,
Visual Impact in Print. Chicago:-
American Puhlishers, 197f.r
. K1 .
Spears, Harols\and R. H, Lowshe., .Iligh
School Journalism, New York:
lacmillan, 1960, ’

V. TEACHER RESOURCES,

St;te-adopted texts (See above)

Looks

-

“ed1if, C. J. School Yearbdéok Editinsa
' And Managenment, Amés, Fowa: Iodwa
State College Press, 1956,

MacGiffin, Vida B, and Crisse Frost

Kingsbury., Yearbooks. ‘lew York:
Hastings House, 1962, .

Personnel r
. =

2, Printing rgﬁfeqentatiyes B o
3.

Mr, Rogers Tikenberry, Wade County’ﬁ
Public Schools. Finante Diredtor,






