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WELCOME 
You have taken on some major responsibility! Annual 

production is unlike any course you take in school, as 
not completing work is not an option. As part of the 
Annual Team, you have to make sure you: 

 - Cover all the events of this year; 
 - Include all clubs, teams and groups; 
 - Represent the school and it’s students accurately; 
 - Capture the moods, fashions, styles and events of   

 the year 
 - AND at the same time do it in a creative, fresh and   

 unique way, while working with a team of others.

It’s no wonder that employers recognize what it takes 
to work on a yearbook, so make sure to include this 
in your future resume! The skills of layout and design 
will help you in many types of jobs, and the people 
skills you will develop are transferable to any other 
occupation. 

So it is up to you if this year’s book will be a great one. 
Think about how you can make this year’s annual 
unique, start taking photos and look around for some 
great design ideas, to help you in making a fresh, 
interesting, fun and unique annual. It’s up to you 
whether the annual will be a success or a flop.

HOW TO DO IT RIGHT
Most students will tell you that they ‘only’ look at 

the pictures in the annual. What they mean is they 
look for pictures of themselves and their friends. 
So right now the most important thing is go out 
and start taking photos - as many as possible. 
Remember, digital photos are free.

As annual staff, you need to make sure you cover 
all the good and bad of the year. The annual has 
to report on all events and represent all people. 
You need to be fair, make sure your photos don’t 
embarrass people, and that your captions explain 
the who, when, where and what of each photo.

Years from now, you and other students will come 
back to the annual to refresh your memories of 
events, people and places. This is why it is also 
important that the contents of the annual are 
explained and relevant. While a picture might be 
worth a thousand words, it is the photo captions 
that explain the context of the photos – letting their 
thousand words be heard. 

Not all students will show up in photos, so when 
you write for the annual, you have another chance 
to include people in the book, and make your 
content relevant and accurate. Good articles, 
accompanied by good photographs, will make 
you annual a historical treasure, and something 
you can show your grandchildren when you try to 
explain what you were like when you were their 
age. 

What makes or breaks a great annual, is: good 
photography, funny captions, relevant articles and 
good design. With the help of this manual you will 
learn the basics from which you can develop your 
own ideas of good design and decide what should 
and should not go into the annual this year.

PHOTOGRAPHY
WHAT IS IMPORTANT
Everyone is looking to see themselves featured. After all, that is why they are buying a 

yearbook.
Most students say they only look at the pictures when they get the 

yearbook. To most readers, design, articles and extras come a 
distant second - at least at first look.

Photography is and will always be the most important aspect of the 
Yearbook.

What do you want to see in the book? Students eating lunch at their 
locker, or the 6’3” VP wearing a pink T-shirt? The basketball team’s 
benchwarmers, or a shot from a dance that tells a story?  

COVER IT ALL
How do you get everyone and everything included in the yearbook?
- Sports teams and clubs can be photographed on set days, in a set space.
- Action shots need to be scheduled, staged and covered.
- Much of what goes in the yearbook happens in the morning, at lunch and after school.
- Make teams that will cover certain events, and keep on top of what is going on.
- Start the year by making groups by subject (clubs, sports, arts, etc.) or duties (layout, photography, writing).
- Once groups have been made, everyone has to be aware of their jobs and what deadlines they need to follow.
- Set up clear guidelines of how the staff should communicate with each other and with the editors. 

BE FAIR
Reporters need to be fair and honest. If someone is misrepresented in the book, they can challenge the school 

and cause the book to be withdrawn or reprinted - this could cost thousands!
- NEVER pretend staged photos are something else: 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.
- 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 reflect what is really happening in the photo. 
- Yearbook staff should be accountable for what they write and create.
- Put a by line, which specifies who took the photos and who did layout on each spread.
- Have other staff proofread captions and text to make sure it seems fair.
- Humour is good, but do not hurt people with captions. Stick to the facts and the 5 W’s.
- Do not misrepresent photos - a tired looking student on a page about partying will be guilty by association!
- Ensure no photos show students in illegal activities (smoking, drinking, etc.).

HELP IS HERE
Definitions for all key concepts are in the Appendix.
When getting ready to create pages in your yearbook, 
use the checklists at the end of the book.
Boxes like these will give you hints and tips, or expand 
on concepts.

BE INCLUSIVE
Every school and every grade has stars – students involved in everything, students so popular they could run 

for student council while on extended holidays. 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.

- Volunteers who run the coat checks.
- The recycling crew.
- Backstage help and set/lighting crew in drama.
- Students who do art while in front of their lockers.
- International and ESL students.
- All others who like to fly just below radar.
Only if you manage to include everyone in the yearbook, can you call yourself truly successful. 
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TELL STORIES
WHO WHAT WHERE WHEN WHY AND HOW - THE 6 W’S 

 Photos have to tell a story. The actual events you photograph are only 
half the story.

Event photographers need to arrive BEFORE the event starts and STAY 
LATE. 

- Don’t just watch the action - get back-stage and check the audience for 
reaction. 

Drama photos of a stage performance are only half the story. 
- Where are the photos of set-construction, costume changes, make-up and 

last-minute issues? 
Sports games all look alike.
- Make sure you get pictures of ALL players on a team
- It is the look of desperation after a loss, or the reaction to a referee’s call 

that tell the real story. 
- ow about fitness training shots or an inter iew in the locker room after 

the game? 
- What about the audience?
Stories come from variety. Five action shots of the same (or different) 

sport do not tell the whole story!

DRAMA 
Good photos have dra atic appeal. This happens when 

the image is real and has a story behind it.
- Love of fun and laughter; 
- Interactions between students of different ages; 
- Presentation of odd or unusual circumstances. 
Candids are better than posed images - they capture a 

true moment that was not staged. 
- Always have a camera with you, and be ready to shoot.
- Some students tell photographers to ‘go away’ yet they 

can’t wait to see the candids those same photographers 
took! 

- Don’t be afraid to take pictures, even if you think they 
might be embarrassing to the subject.

- Explain the context of each photo with a good caption.
- This can make otherwise embarrassing photos into 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 one last minute goal, that photo will capture the emotions of that moment more than any thousand words 
you might write.

TAKING STEALTHY CANDIDS
. Your friend stands to one side of your subject - at the same distance.
. refocus your camera  keeping your finger on the shutter.
. Turn and take a picture of your subject
. Quickly turn back to your friend, who is striking a pose.

Done! he photo should be focused  your subject saw the flash  but thinks you took a picture 
of your friend! This is an old photography trick and it works!

CAMERAS
Digital cameras are great - you can take lots of photos and keep only the best
- Make sure to set your camera correctly EACH TIME you take photos!
 1 Shoot at least 3 megapixels - otherwise photos are too small to print.
 2 Learn how to control focus - be ready to shoot instantly.
 3 Do not use digital zoom - you can crop images later.
- Make sure your photos worked out and delete all photos that did not.
- Too many photos will take away your time when getting ready to lay out your page.
Remember: Each spread only needs 5-7 good photos.

Make sure 
camera is set 

to 5 megapixel, 
minimum

PHOTOGRAPHY BASICS 
1 Be prepared. Have your camera ready to shoot at the highest resolution. You never know 

what you’ll see!
2 hoot first  ask later. f you see something  take the photo - then ask about the details.
 - If you get the chance to take follow-up pictures or interaction shots, all the better!
3 Get the details. Bring a pen & paper, so you can record names and events
 - YOU have to be able to write a caption for your photo that answers the  s.
4 Know what your camera can and can not do.
 - Don’t waste your time taking action shots with a small point-and-shoot camera.
 - Look for alternate coverage that works - the audience, or players on the sidelines.
5 Learn how to brace your camera :
 - Tuck in your elbows & steady the camera against your face and use the viewfinder; 
 - Press the shutter gently and hold steady until the photo is taken.
6 Take more pictures than you think you need – delete the bad ones!
7 Take 1/2 your shots landscape, the other 1/2 portrait.
 - Most people are taller than they are wide!
8 Don’t impale people or cut their limbs off.
 - Watch your background for objects ‘sticking out’ of your subjects.
 - Watch the edge of your photos to make sure hands and feet are not cut off.
9 GET BETTER. Look at your photos: What worked? What could you have done better?
 - Look over the rules of good photography to keep improving.

Landscape 
& Portrait

PHOTO COMPOSITION RULES 
Snapshots are forgettable and often deleted or put in a box.
Photographs are those that took some thought and vison.
What can you do to get better pictures? 
1 Practice and critically evaluate the pictures you have taken.
2 Learn the basic elements of photo composition.
3 Develop an ‘eye’ for what works - try to judge what you see with 

one eye closed (this shows you what the camera ‘sees’).
4 Learn to judge what makes a good picture, so you don’t wast time 

taking lots of bad ones.

ANSEL ADAMS
One of the greatest landscape photographers,  
Ansel Adams, 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. 

SIZE vs SPACE
Determine at the start of the year how large your images should be.
- Full page images start at 6 megapixels.
- Anything larger will allow for copping, but also take a lot of storage space.
- 12 megapixel images take 5MB of space each and slow down the design software.
Thumbnails created by software are a good solution:
- Save the large images to a back-up drive;
- Create small thumbnails to use when doing layout in InDesign;
- Relink images to large files before e porting s or packaging your pages.
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Digital cameras are great - you can take lots of photos and keep only the best
- Make sure to set your camera correctly EACH TIME you take photos!
 1 Shoot at least 3 megapixels - otherwise photos are too small to print.
 2 Learn how to control focus - be ready to shoot instantly.
 3 Do not use digital zoom - you can crop images later.
- Make sure your photos worked out and delete all photos that did not.
- Too many photos will take away your time when getting ready to lay out your page.
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2 hoot first  ask later. f you see something  take the photo - then ask about the details.
 - If you get the chance to take follow-up pictures or interaction shots, all the better!
3 Get the details. Bring a pen & paper, so you can record names and events
 - YOU have to be able to write a caption for your photo that answers the  s.
4 Know what your camera can and can not do.
 - Don’t waste your time taking action shots with a small point-and-shoot camera.
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 - Tuck in your elbows & steady the camera against your face and use the viewfinder; 
 - Press the shutter gently and hold steady until the photo is taken.
6 Take more pictures than you think you need – delete the bad ones!
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 - Most people are taller than they are wide!
8 Don’t impale people or cut their limbs off.
 - Watch your background for objects ‘sticking out’ of your subjects.
 - Watch the edge of your photos to make sure hands and feet are not cut off.
9 GET BETTER. Look at your photos: What worked? What could you have done better?
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one eye closed (this shows you what the camera ‘sees’).
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taking lots of bad ones.
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photo you have ever taken?” His answer was: 
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camera can never catch what the eye can see; it 
can only hope to come close. 

SIZE vs SPACE
Determine at the start of the year how large your images should be.
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Thumbnails created by software are a good solution:
- Save the large images to a back-up drive;
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