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The Indiana High School Press Association hopes staffs will

use this critique to enhance the overall quality of their

yearbooks. Judges rate the yearbooks in six categories:

theme development, coverage/content, photography, layout

and design, writing, and special details. They are then asked

to make appropriate comments and suggestions to assist

staffs in improving readability and appearance of the books.

Staffs are encouraged to use this critique as a guideline when

organizing, editing and producing future yearbooks.

Judges may recognize specific sections or ideas as special

distinctions. If a judge chooses such a distinction, comments

will be written under the evaluation in each section. (Note for

judges: No comments are necessary unless the judge feels

that a section is deserving of special recognition.)

Judges are instructed to critique yearbooks in such a way to

encourage staffs to improve their books using the guidelines.

IHSPA strongly encourages that comments should be writ-

ten in a constructive manner and not in a way that might

affect the morale of the staff.

About “Special Distinctions”
Judges may also award “Special Distinction” status to any

section deemed to be innovative and/or unusually well done.

Each “distinction” will be factored into Hoosier Star compe-

tition.

Competition for the Hoosier Star awards
All “Superior” and “Excellent” ranked yearbooks in each

division compete for “Hoosier Star” awards.

The IHSPA yearbook rating is estab-

lished by an evaluation of superior, ex-

cellent, good, average or needs improve-

ment.

Yearbooks are judged against estab-

lished standards of excellence; then they

are compared to other yearbooks in re-

spective divisions for IHSPA awards

and honors.

Judges use this guidebook in critiqu-

ing your yearbook; you also are encour-

aged to use it when setting standards

for your book.

Evaluation Explanation

•Superior
The staff has clearly executed an inno-

vative understanding of producing a

quality journalistic yearbook.

•Excellent
The staff has demonstrated the use of a

functional and attractive understand-

ing of producing a quality journalistic

yearbook.

•Good
The staff has used some basic concepts

in producing a quality journalistic year-

book, but additional details would en-

hance the book.

•Average
The staff has used some basic concepts,

but additional details are needed to

reflect on the student experience.

•Needs Improvement
The staff seems to have neglected basic

concepts necessary to reflect on the stu-

dent experience in  its yearbook.
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A few suggestions for judges
(Below is a summary of suggestions and recommendations by

the IHSPA Executive Board to all Hoosier Star judges)

•Please study the Guidebook prior to evaluating any publi-

cation so that you will have a good idea of the total concept;

•Annotate the publication in red so that the staff can easily

recognize the annotations;

•Be tastefully candid — yet careful — in the wording of your

annotated comments so that no comment can be interpreted

as sarcasm;

•In your annotations cite any item (photo, lead, headline,

caption, copy or layout) that is good as well as critical

comments about weak items;

•When you evaluate any category, please note your justifica-

tion if it is not obvious. If you have indicated throughout the

publication such items as weak copy, dark photos, poor

layout, etc., then the reason for point deduction should be

obvious. If it is not quite so clear, please note the reason or

possible solutions so that the staff will understand;

•Keep in mind that much of the publication was prepared

(planned, written, photographed) several months ago and

that the newest trends might not have been known to the

staff. Please indicate in the “comments” sections what the

latest trends are, but don’t necessarily deduct points. How-

ever, do indicate if a staff has not used the concepts that

should be known to all;

•Record your summaries and generalized comments sup-

porting your criticism in the booklets with your evaluation

for each category;

•Many of our judges in the past have annotated each spread

of their books even if to say “ditto” or “same” to indicate

repetitive weakness or strength. By starting with the book

itself, judges often can move through the rating book more

quickly. Marking the book first also allows judges to refer to

specific yearbook page numbers as they work through the

critique book. Such effort proves extremely valuable to the

staff.
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Don’t Forget to ...

•cite page numbers when making
specific references to printed ex-
amples.

•try and make comments about each
section in the book.

•place marks in the book so that
staffs might see visual annotations of
outstanding work or areas that need
improvement.

•award special distinctions when
work merits that honor.

•explain “why” something is excel-
lent or in need of improvement.

•keep in mind that the newest trends
may not be used in the book since
planning happened a while ago.

•make suggestions to the staff on
ways that they can include current
trends in the planning of their next
yearbook.
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To unify a yearbook, a theme should be
developed that summarizes the mood of the
year, verbally and visually captures the spirit
of current design trends and generally sets a
unifying tone for the book.

•There are six places in the book where the

theme is explained to the readers. Those places

are the cover, endsheets (if printed on), title

page, opening, division pages, and closing.

•The staff should try to accomplish the fol-

lowing with the theme.

-The idea should be unique and related to

this year at the school.

-Unique typefaces, color selections or other

unifying/graphic elements should be used

to  coordinate  the  theme  idea  on  theme

pages.

-The theme should unify the book. Staffs

want to select ideas that will help them tell

the story of the year.

-Designs for theme pages should be dis-

tinctly different than the rest of the book.

Basic Elements for Theme Development

COVER
•Staffs should try to display the theme idea

on the cover. It could be stating the phrase or

it could be a visual adaptation of it.

•The name of the book and year must appear

on the front cover.

•On the spine, staffs should be sure to include

the name of the school, volume number, and

year.

ENDSHEETS
Only applies to schools that print on them.

•Staffs should include the table of contents on

the front endsheet. Page numbers should cor-

respond with the actual pages.

•Try to incorporate graphics from the theme

idea. Photos can also be used and if they are,

be sure to include captions.

TITLE PAGE
•Include the following information somewhere

on the page: name of the book, year, school

name and mailing address, telephone num-

ber, school enrollment, and volume number.

•Staff should try to include action photos

instead of a static picture of the school. Photos

should help try to convey the theme.



•The table of contents should not appear on

the title page.

OPENING
•In telling the story of the year, students

should be the focus of the coverage.

•In the opening, the staff starts to explain the

reason why the theme was chosen.

•Photos and stories should relate to the theme,

and specific examples of the student experi-

ence should be used.

DIVISION PAGES
•Dividers help the reader know that he or she

is going from one section to the other.

•Information used on these pages should help

enhance the theme. Use photos and quotes

that help convey the message the staff wants

to tell.

•Spreads should be unique in design and act

as a “preview” of a section.

CLOSING
•This is where the staff concludes the theme.

•The last page of the book should not be an

editor’s page. It should help give the reader

the feeling that the book has finished.

•The staff should use photos that help close

out the year as well as the book.

T  H  E  M  E     D  E  V  E  L  O  P  M  E  N  T
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Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Theme Development Evaluation
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The school and the people in it should be the
focus of the yearbook. How that is packaged
is up to each staff.

•Every attempt should be made to get as

many different people involved in the book as

is possible. Staffs can achieve this goal by

getting plenty of student quotes as well as

photos.

•After developing the theme, staffs should

decide how many sections the book should

include. A staff can go the more traditional

approach, or it can be more creative and

combine some sections or create new ones.

•Traditional sections include:

-Student Life/Activities

-Academics

-Advertising

-Sports

-Album/People

-Clubs/Organizations

•Staffs should remember whatever approach

they take they need to make sure that all

events inside and outside the school are cov-

ered.

•Staff members should use good reporting

techniques such as conducting interviews,

using focus groups, etc.

•Not all coverage has to be through the use of

a story. There are other ways that a story can

be told. Staffs should look for other ways to

attract readers’ attention. The same goes

with the use of posed pictures. As long as they

are not overdone and aren’t used in place of

action photos, they can be used to help tell the

story of an event.

•A goal should be set to include all people in

the book and especially ones that buy the

book. Avoid repeated use of the same indi-

viduals when others could be used.

•Academics should focus on the academic

experience of students. Included in the cover-

age could be the types of classes that students

take and related academic activities. Staffs

should not forget to keep unique photographs

in mind when deciding content of the section.
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•In the advertising section, staffs should try

to avoid making this a business card section.

For books that have this section, ads should

be designed appropriately with graphic en-

hancement. Stories or surveys can be used to

attract student interest to this section. This is

a section where students can be creative and

have a lot of fun.

•Action is the heart and soul of the sports

section. Coverage of all teams should be in-

cluded. Good quotes and lively action photos

should be used to cover the year in sports.

Scoreboards also should be included.

•The student life or activities section reflects

students’ interest outside of the classroom.

Some of the activities happen year after year

such as homecoming and prom and new angles

should be used for a fresh perspective.

•All clubs and organizations should be repre-

sented somewhere in the yearbook including

a group shot for each. Coverage should focus

on the activities of the clubs rather than their

goals.

•In the people section, staffs should focus on

the individuals who make up the school com-

munity. Interesting features and photos could

be used to break up the monotony of the

rectangular panels and enhance the cover-

age.

Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Coverage/Content Evaluation



When trying to produce a book that students
desire, it means that a staff needs to cover the
year through plenty of photographs.

•The staff should be in attendance at all

events and have photographers there to docu-

ment the events.

•The following are some guidelines for pho-

tographers:

•get as close to the action as possible.

•work on getting a variety of shots.

•close-up

•middle-range

•wide-angle

•move around to find the right angle.

•look for emotion and watch facial

   expressions (they can make

   great shots).

•be patient to get good shots

•check lighting conditions and adjust

   accordingly.

•Darkroom work is also important. Staffs

should take time to get good tonal qualities in

their prints. Also try to avoid using photos

that have dust, scratches, finger prints, chemi-

cal stains and burns, etc.

•Darkroom “tricks” such as dodging and

“burning in” can be used to enhance lighting.

•Staffs should try to avoid posed pictures. If

they are going to be used, they should be used

for a purpose and not just to fill space. Pho-

tographers shouldn’t take photos of their

friends. Cover everyone in the school

•Also be sure to use focused pictures.

•When taking photos of academic activities,

photographers should focus on the students.

Try to avoid using the typical student looking

at a book shot. Photographers should use

some creativity.

•Photos should not be “flopped” to avoid

having people looking off the page.

•Dominant photos ought to show action. Such

photos reflect a photographer's has under-

standing of composition standards.

P   H   O   T   O   G   R   A   P   H   Y
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Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Photography Evaluation

•Mug shots should be taken by staff photog-

raphers instead of using the formal school

picture.

•Photos should be composed properly. The

following guidelines for composition should

be used:

•use the rule of thirds

•fill up the film frame

•use leading lines

•frame the subject

•change camera angle

•vary photo format

•switch lens

•vary shutter speed

•use good timing

•repeating patterns

•selective focus

•have a center of interest

•When telling the story of an event, photog-

raphers have shown all aspects of that event

whether it be behind-the-scenes, before the

event starts, the event itself, as well as after

the event. Staffs should strive to give a well-

rounded view in the use of their photographs

on a spread.



LAYOUTS
•Design in spreads (facing pages). Facing

pages are linked by a combination of the use

of a horizontal eyeline, photograph(s) bled

across the gutter, and/or some graphic tech-

nique.

•Set up column widths. All spreads should

follow a set format. Be sure that columns are

followed within a section. Use different col-

umn widths for different sections. Don’t use

the same format throughout the whole book.

•Have adequate and consistent margins. The

margins should be consistent within a sec-

tion. If possible, keep them consistent through-

out the whole book. There should be one

element (story, photo, caption, or headline)

that touches each of the four margins (top,

bottom, left and right). Inner margins should

be at least one pica between elements.

•Each spread needs to have a dominant pho-

tograph. It should be larger and more impor-

tant than the other photos on the spread.

•Staffs should achieve consistency. Once a

design has been selected for a section, the

staff needs to adhere to it throughout that

section. Staffs should avoid using the same

design for each spread of that section. Move

elements around for variety.

•Vary photo size to avoid monotony. Need to

be flexible with design.

•Try to include numerous photos on each

spread. It doesn’t mean that a staff has to

cram photos on every inch of the spread, but

staffs need to remember that more photos are

what their readers want to see.Use good ac-

tion photos.

•Folios and folio tabs should appear on the

spread. They generally are placed at the out-

side bottom of each spread.

TYPOGRAPHY
•Plan headlines and copy as one unit. Both

should be placed to the outside of the spread

to eliminate possible trapped white space.

•Headlines should grab the reader.

•Headlines should appear above the story so

they lead the reader into the story.

•Vary placement of headlines and copy to

avoid monotony.

L  A  Y  O  U  T    &    D  E  S  I  G  N
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Another important way to help make a year-
book come alive is through the design of the
book. Stafs should strive to be as creative as
possible while creating an attractive look for
the book.



L  A  Y  O  U  T    &    D  E  S  I  G  N

•Any photo worth running deserves a cap-

tion. Captions should be placed to the outside.

They should be positioned adjacent to the

photos they identify.

GRAPHICS
•Graphics should be used to enhance the

content of a spread. Graphics can help a

spread, but it also can take away from it, so

use them with caution.

•Use different graphic strategies throughout

the book. The strategies include:

-photographic techniques

-rule lines

-spot color

-screens

-typography

-artwork

•Graphics should be consistent within a sec-

tion.

•Vary the style of the layouts from one sec-

tion to the next, but not within a section.

•Try to carry graphic ideas that may appear

on the cover to the inside of the book. This will

help create unity throughout the yearbook.

•Each graphic used should have a purpose for

its use. Graphics are not used to decorate or

fill empty space on a spread.
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Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Layout & Design Evaluation



W       R       I       T       I       N       G
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STORY WRITING
•Writers should look for interesting ways to

tell the story about the event they are cover-

ing. Don’t tell the reader about the event,

show the reader what happened at the event.

•The copy staff should use a variety of writ-

ing styles to help interest the reader.

•Plenty of good student quotes should be

used throughout the story. It’s a great way to

pull a reader into a story.

•Writers should be sure to use one direct or

indirect quote per paragraph. Quotes are

generally paragraphs to themselves and

should have attribution with action verbs.

•Staffs should use interesting leads (first

paragraph) to catch readers’ attention.

•Writers should interview students and fac-

ulty. They should not sit in the yearbook

room and expect the information to come to

them.

•Staffs should always be looking for ways to

creatively tell a story that happens every

year such as homecoming or prom.

•Stories should be written in past tense us-

ing active voice.

•Writers should avoid using the school name

and mascot in stories.

•Staffs should avoid using the words this

year in stories. Don’t state the obvious.

•Stories, especially those with multiple

sources, use transition to guide the reader

through copy.

EDITING/PROOFREADING
•Staffs need to make sure that they have

corrected stories before being sent to the

publisher.

•Spelling, grammar and usage are consis-

tent throughout the yearbook, with evidence

that writers and editors are using the same

style manual.

•A style sheet needs to be used to make sure

that consistency is achieved throughout the

book. EX: for grades of students, is it junior

Joe Student or Joe Student, junior?

•If staffs wish, the AP stylebook can be used

as an example of setting up styles.

•Student and faculty names are spelled cor-

rectly.

•Editorializing and redundancy are avoided;

writing is concise and efficient.

HEADLINES
•Headlines should reflect the content of the

story and should be written in present tense.

The words used help show another aspect of
covering a school year.
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Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Writing Evaluation

•Staffs should try to avoid the use of label

headlines. EX: For a football spread, the

headline would just say, “football.”

•Headlines should include subjects and verbs,

and are written in present tense.

•Staffs should be creative with their head-

lines. Try to use a variety of different styles

such as a primary-secondary headline.

•Multi-deck headlines do not separate prepo-

sitional phrases.

CAPTIONS
•Staffs need to make sure that any photo-

graph used has to have a caption. All people

recognizable in photos should be identified

with complete first and last name identifica-

tions. Always avoid telling the obvious and

stating left to right.

•There are a number of ways that captions

can be written from the simple identification

of people to a more detailed caption that may

include a quote.

•Staffs can select from who, what, when,

where, why and how in order to write infor-

mative captions.

•As a possible guideline, staffs can use two

sentence captions. The first sentence should

be in present tense since the action is taking

place. In the second sentence, past tense

should be used, and writers should tell some-

thing that the reader can’t tell by looking at

the photo.

•All people featured in a picture should be

named in the caption.



Attention to special details can make the differ-
ence between a good book and a great one.
Added details provide the reader with impor-
tant supplemental information.

TABLE OF CONTENTS
•An accurate table of contents should be easy

to find, and it should reflect the theme.

•It should be placed somewhere early in the

book, preferably the endsheets, but the open-

ing also can work, but not on the title page.

INDEX
•It should provide a complete and accurate

listing of all people, organizations, advertis-

ers, and events covered in the book.

•Staffs should try and include photos and copy

blocks for reader interest as well as breaking

up all the type. Be sure type is readable.

COLOPHON
•Information should include the publishing

specifics of the book: place of publication, pa-

per, colors, typestyles, yearbook representa-

tive, plant representative, press membership,

and previous awards.

•It should not include staff comments. Put

those in the acknowledgments.

MINI-MAGAZINES
•The package should be pleasing to the read-

ers, and the design should be different than the

rest of the book.

•Staffs should have a purpose or a focus for the

section.

•Avoid covering the same topics in this sec-

tion. The same topic should not appear else-

where in the book.

S  P  E  C  I  A  L      D  E  T  A  I  L  S
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Superior

Excellent

Good

Average

Needs Improvement

Special Distinction:

Special Details Evaluation
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GENERAL COMMENTS AND SUGGESTIONS
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Final  Evaluation

Categories Section Evaluation

 Theme Development ____________________

 Coverage/Content ____________________

 Photography ____________________

 Layout and Design ____________________

 Writing ____________________

 Special Details ____________________

Judge’s Signature: ____________________________

OVERALL  EVALUATION

Superior

Excellent

Good

Average

Needs Improvement


