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avoided. As students change, these Jjobs must also change.
Whenever a new Jjob is created, however, it should be limited
80 that the sgtudent knows clearly his responsibilitye

4.y Expeet: andl accept only the best efforts of the staff,

The adviser and editer must always be positive in the approach
which they take. The staff éf'bhe‘pneVi@us-years'shbﬁld;ﬁotvbe
used as a model for quality., Each year must be an improvement.
Each staff, of course, differs in various potentials but there
ié‘always some area of profduction in which it excels. Groups
mugt b&wen@aunagp@ in these areas. No book is bettier than the
sum of its parts‘so; therefore, each part-— each member of the
staff-~ must put forth gome effort. A good staff is united by
a desire to make the yearbaok sutstanding and is motivated: by
mutial respect and cooperation.

(5) Prepare to. accept compramiges and changes. The staff

must be alert to make minor changes in: in: proeduction as situations
evolve, It must be able td accept these changes and good faith
and integrate them into its owerall plan without incident.

The staff should not be stymied by seeming impessibilitiese.
Staffsimust exercise sound Jjudgment in real values. Content

of the yearbook reguires constant ewaluation by each staff to
attain its basic oebjectives.

(6) Iearbookrstafszare entitled to enjoy their jobe.

mhe-staffersfshould enjoy their work and seek a sense af fuk-

fillment when the Jjob is complete, They should, in turn, be

properly rewsrded for their work if only by recognition,
Spﬁniﬁicaily,:the responsibilities which a high school

yearbook adviser has can be summed up as:















should be a plan which enables the staff to coordinate all
phagas of the story of the year in order to achieve a central
effect, A4 theme develops a specific personality for the book
and lends indiwviduality. With an overall idea in mind, the
gtaff has a reason for placing content in a particular order,
a reason for ifcluding special material, and a reason for
developing new ideas..

B8hifting awsy from the idea of theme,'which will lgter

be. more thoroughly discussed,. we turn to the parts of the year-

book and examine them to determine how toc.properly execute the
theme. Surprisingly, the yearbook: has the same major parts
as the English composition which ares

(1) Introduction

(2) Body

(3) Conclusion

(&) Appendix (which must be added).

Other yearbook parts to be added to these arex

(B) Cover (front eamd back).

(6) End sheets (double sheets of heavy paper that help

hold. the cover to the body of the book).

The partg of the yearbook help give it the movement it
needs to carry the reader from beginning to end. The cover
and end sheets should be attractive enough to get the reader
into the book.  The intreduetion, in turn, leads the reader to
the various dfvisiens. The different divisisng lead to the
conclusion,

The parts of the yearbook also serve as sorting bins
to help with the organization of mass material that makes up
the subject matter. e parts included may vary with schools,

but most éan be broken down into three main sections which

in turn have parts of their own. These sections in the order
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(5) Omit all dull photos, even if the highlight of the
year resulted in a flop for the photographers.8

There are also three requirements for good picture prod-
uction, These are:

(1) Sharp image with subject in focus

. (2) Good contrast with a full range of tones from high-
‘light whites to black shadows | _

(3) Glossy prints of good quality, free of blemishes.
Sepia tones,.mate paper, or semi-gloss prints are not recommended.

Portrait pictures, the formal type of head-and-shoulders,
are displayed best.in panels and must be uniform in size. Sub=-
jects need to be central in the image area of the print. Head
sizes should be uniform,. _

Careful planning is: again étressed in taking group shots.
Chairs, risers, gtap® and other props should be used in order
to keep all faces visible. The group should be divided, if
extremely large. |

In order to determine new dimensions of a picture that
is to be enlarged or reduced;gthe publisher will prpbably fur-
nish a proportion wheel, Skill in using this tool will prowve
most: valnablde, Crapping, too; is an importanttpart of the layaout
of pietures. Doing away with uninterasting or border areas
of the photograph is most importante. Bleeding.pictures of £
the page into the gutter can also be effective.

The staff should be careful, however, to avoid the
mutilation of pioctures in handling them. Outline pictures;
Gvals,and’ciﬁc$é85 and printed réprodﬁctions all make for bad

yaarbook piatures.. Caolor, however, can add a great deal to
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¢(X) punch, variety, vitality
(2) reader appeal
(3) meaning and purpose
(4) facts
(5} a fresh interpretation
56 Jinformgtion pertaining directly to: the picture
7 ) offering information not supplied by the picture
(8) that whigh is not a repetition of body copy
(9) conciseness
(10) correctness in grammar

(ll fitting the space alloged

(12) 2nd no editorializing.

General faults of cutlines include the opposite of the
above as well as triteness and improper count.

The same can also be applied to the writing of headlines.
Headlines, however, should not become mere "label heads." These
shopld contain a subject and verb.

Now we turn to one of the biggest Jjobs in the preparation
of the yearbook-— layout. The basic principle to be folloewed
in layout can be pyt into one word: emphasise. Each picture
or bleek of copy must call attention to itself. The double-~
page sprgad is the firgt step in achieving this emphasis. If
the editor or layout man will try to view his jab in this two-
page-at-a-time perspective, he will achieve the most for his
work.

It must be remembered that in laying but a page, one
deals with verticaly horizontal, and sguare blocks of pictures
or copy. Bleeds,; ag mentioned before, can also be effective.
White space is one of the most useful of layout tools and if
used with care can be a great addition to the impact of the
yearbook..

In order to achieve balance, which is a must in page

layout, the: elements of pictures, apt, color,,t&pe, copy, and

white space must be arranged in a pleasing manner. Layout and
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tends to draw the photographs even closer together. Tlexibility

is the key advantage of the mosaic layout.
CHAPTER VI
FINANCING TIE BOOK

Mo yearbook can be completely successful.unless it is
built on a solid financial basis. Careful budgeting before
the book is begun will prevent having a finjished publication
without sufficient funds to pay for it. It is necessary, there-
fore, that a budget be drawn up in which the staff determines
Just how much money it can spend. Deciding what you want to
do, what you can do, and then how you can combine desire with
practicality will prevent disappointment when the book ig fin-
ally published.

Each yearbook has a field representative who is at the
service of the yearbook staff and adviser to assist them with
the drawing up of a contract and the details encompassed in the
book. This representative should be used to the fullest extent
and can often serve as an informal and interested perscon who
wili assist with all questions or complications. The- editor
and adviser need to both be aware of what they can get for
their money and exercise extreme cautien in the drawing up of
the contract with the publisher.

There are various methods used by the high school in
order to raise revenue er their yearbooks.. In some classes,.
the students pay an activity fee; others have a sales campaign
to sell the boocks. Advertising, in addition to these, generally

provides vearbook staffs with a considerable percentage of









LPPENDIX



SUGGESTED THEMES FOR YEARBOOKS

Sandeastles

Man and His World
Dedication to learning
eeed WOorld of action. e
The Changing Environmeny
We Dare to be Different
The Mystery of ILife
Youth Faces

Views

Happeningg
Communications

The Spring of Our ILives
Reflections

Currents

Alma Mater

Patriotism Is

The Year That Was

Our Many Moods

The Scunds .of Youth

K Bridge to Future ILife

Two Roads Diverged in a Wood

The Voice of the Student
The Year of the eeee
Key Words

Grand 614 Flag

Iife At

Digcover the Individual
Windows of the World
Foward

Dare to Excel

Images of Youth

K Sign of the Times
Dimensions

Trafitions

A Force for the Iuturs
Kaleidoscope

Motion

All Operations are Go
Keynotes ‘

What ‘s New?

Pride

¥lag

The Present in ILight of the Future

New Vistas

QId Pathways

Inages

Symbols

You--The Student
Expansion

Involvemnet
Expressions: of Aetivity
What Does Man Want?

Frecess

Steps

Prints

The Purpose of This Generation
Is People

The Campus of Tommorrow
Stairway to the Future

Life is Many Things

K Year of Surprise

Dedication
Rings
Sign of '71

Something Gld, Something New
A Place in the Sun
Perspective

Impressions

The ILively Ones

To Everything There Is A Season
Golden Jubilee

Silver Anniversiary

We 'vre Building

The ILooking Glass Werld

Up With People

Up Beat Generation

Thig Tg High Sehoeal
K Face in the Gr owd.
Reflections of News

Enthusiastic Generation
Opportunity For AIX
Opportunity Knocks at .
The Dawn of & New Begihning
Kction
Youth
Schoel Spirit
Heritage, Varies, Remains
zo=~-operation
This I&
Head, Heart, Hand
Beat of 1971
There's a' Time
Faces
Change
Togetherness:
Progress
Loek Through My Window
Tempo of Youth
Bgople With Purpose
Deors
Doorways
The: Beat Goes On
Footprints on the Sand of Time




The Times They Are A-~Changing
In The Changing World

ime

Wheels

You Knighted by Pride and Loyalty

On s OGN

The Touch of Knowledge

Tradition Links Today and Tomorrow

Mirrors Vibrangy

Expression

Horigzons

Asking for the Land

Towes

& Chesr for ‘

I Shall Pass This Way But Once

A Moment of Youth

Peace Through Understanding

Contrast

The Green Years

Seagons

The ExplosiveGeneration

Focus on Faces

Hands of Time

Hands
- |
That wWas __ —1970~71
Tdinks:
The 50 Years

The Eyes of '71

The Growing Years

The Year of Building
Calendar

Bridges

Tempo

Patterns

Highlights

Wings

Crosgroads

Highways

The Moving Finger Writes
No. Man Is An Island
Branches

The Pendulum Swings
Traditions: 0ld and New:
The Spirit of the (dympics
Year of Transition
Change

This is Your ILand
Union of Individuals
Transitions

The IN Crowd

Sailing

Qur Sales Daze
Education

The Indiwidual

Memories
Fragments
Jevelopment of Students
Horigzons
Thig Day
The Year of the New
A Time for ,
Profiles

e Old @ives Way to New
Time
The Commemerative Year
The Ways of
There Was K& Child Went Forth
Change
Communication
Vigion ,
The Road Nat Taken
What Makes School Unique
Ready Am I to Ge
The Colorful World of
The Beat Goes On
Participation
Mogaics of Life At
The Golden Knight
It "s What s Happening
The Year of The Dragon
Kzleidoscope Images of
Mirrors of Vibrancy
Happinegs is
You
The Dixie legend
A Callege
Expangion
Times
Change




GLOSSARY
_pglled color color printed on the surface of embossing or
ase material by meens of a silk screen

Artwork 1line drawings, charcoals,. watercolors, photographs,
ar any pictorial art prepared for use in the yearbook

Base_Material any kind of book cloth; usually Fabrikoid,
‘Roxite C, Arrestox O, chambray, buckram, etc.

Bead; Line a raised, smooth bar which is embossed

Bleed an illustration is said to bleed when it runs to the
T Iimits of the trimmed page eliminating the customary white
margins

Blind embossed design or letters out of base material without
color applied

Boldface (b.f.) heayy-faced type; also.called black-face in
distinction from light face

Brasg die a design or letters hand cut into a piece of brass
“used in embossing and debossinge... can be molded or flat,
smooth or textured

Bump up panel a smooth area embossed on cover, on which a ds-
sign may be silk screened, sometimes referred to as a
plated area or a blanked area

Candids unposed (or simulated unposed) photographs

Contact prints: a quickly prepared print the size of the negative
is called a contact print. It is useful in planning crop-
ping and proportioned pictures in thelayouts

Copy all written material as headlines, captions, identifications,
body text prepared by a staff for publication

Cogxreadﬁmg to make certain that the written material appear-
in © yearbook ig suitable for publication.. Also to read
the copy for errors in punctuation, spelling, grammar,

appjoved.sty]e, ugse of words, and statements of fact

Crease line a thin line pressed into the surface of material
or "debossed"

Croppin marking a photograph to indicate the part desired
to ble enlarged or reduced for reproduction in the yearboob;
also the editing out of background, foreground, sides of .
a photograph to remove parts that dlstract from the cenger
of 1pterest




Cutline copy accompanying a picture. Identifies persons,
explainag what is going on in thepicture

Debogsin opposite of embossing... design ig press into the
gurface of the cover

Dummy a page by page plan of how the finished book will look
he rough dummy gives approximate locations of the main
headlines, pictures, identificationsg, and captions. The
finished dummy is pasted up with galley proofg in the” type
areas and van dykes in the picture areas. It is used. by
the printer to make up the pages by pasting the litho-
graphic negatives into position on the page forms

Duotone process by which a halftone is printed in black and
second color ‘

End gheets tough paper whieclh is used to attach the book to
attach the book to the cover. It provides the finish to the
cover and strengthens the binding of the book, They nmay
be used to introduce the theme, for special art work and
photography, and to close the theme

Grain a texture produced on the base material from graining
plates under heat and pressure

Gutter inner space between two facing pages

Halftone a plate which reproduces every variation of tone from
solld black to the lightest grey

Ihndex detailed listing of every name(of person, activity, organ-
zation, adviser) that appears in the yearbook together
with the page where it may be found

Layout pleasing arrangement of body type, display type, pictures
and white space of mass on yearbook page

Lithograph cover a deglgn printed by offset press directly
en the cover material

Mat & paper-mache impression of a type form. It is used to
make a stereotype, often submitted for advertising copy
in the yearbook

Metal applique apiece of foil applied to the surface material.
with an embossing brass die under heat and pressure

Overtone a hand rubbed color on surface of book. bringing rich-
ness of embossing or producing an antiqued appearance

Pencil gketch a detailed pencil drawing prepared by profeséional
artlst to be used by the engraver in cubting brass dies




Eica a unit of printer's measure. Ficas are used to measure
T the length of a line of type. A pica is: 12 points: long
There are six picas to an inch

Point Unit of measure of type size about 1/72 inch. Refers
T %o height of letters from base to top

Froduction art camera ready fiolIm positive prepared by arfists
angd phoetographers

Reverse printing printing from plates in which the black -and.
- white have been reversed. Frinting from a plate made from
a positive film in whieh white is white and black is black.
Reverse printing over a halftone,, tint blesck or coler shauld
be used on very dark or almost black areas

Signature folded printéd sheet. forming one sectign of a book.
ey are usually 16 pages

Silk screening a precess.of printinge.-silk is treated with
an emulsion except. in the design area...when ink is passed
over thisg area free of emulsien it prints on the surface
of the base material

Smooth panel similar to bump up panel...an embossed area with-
out gralining

Smythe-sewed process: of sewing two or more signatures ef year~
book together by linked stitching with thread, with the
stitching appearing on the back of the fold,, enabling the
baok to open flat

Spine (backbons) back of a bound book conhecting the two covers

Stamglng a process of printing on caver with ink or foil,
ch requires a dle made photographicalll from bilack and
whlte art work

StippYe a fine textured area cut into a brass die usually
uged between letters or an edges of die

Stock paper for the yearbook
PTheme the basic idea or framework on which the yearbook is
uilt tio create a unified personality. Its presence should

be felt without intruding upon the reader. Its meaning
cannot be obscure to the average reader

Ti® On a print or photographed glued to a smoath debassed panel

Top stamping a process of putting color on top of embossing
with follLe.erequiring an embossing die and a staming die
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