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Mission
The objective of this class is to produce student journalist and to create an important piece of
journalism: the yearbook, Echo. The Echo staff is to provide Grand Blanc High School with an
accurate, balanced, and comprehensive historic record of the events of the year. 

Vision
Staff shall publish a journalistically accurate book with special attention to unbiased,
objective reporting that shows the unique character of the school community and a
complete record of the events and topics specific to the school year.

“Congress shall make no
law respecting an
establishment of religion, or
prohibiting the free
exercise thereof; or
abridging the freedom of
speech, or of the press; or
the right of the people
peaceably to assemble,
and to petition the
Government for a redress
of grievances.”
-U.S. Constitution

NOT YOUR
ORDINARY
CLASS

The ECHO Handbook



WHAT
WE
VALUE
The things that make this
class extraordinary.

MEANINGFUL 
CONNECTIONS

Working for The ECHO is a ton of
meaningful work. You will be spending
hours with your peers and you get to
make friends for life while creating a time
capsule

Members of the Echo Yearbook learn
essesntial life skills: time management,
collaboration, resilience, and more. 

Members also  learn a host of business
skills: communication, marketing, and
sales; journalistic skills: AP style
interviewing, writing, researching and
editing; technical skills: photoshop,
inDesign, Canva and more; artistic skills:
photography, graphic design, etc.

These skill transfer across the curriculum,
onto resumes and into the adult world. 

This is an award winning publication
program and thus, members are able to
submit work completed in class to
contests such as MIPA and Jostens.  

PERSONAL & 
PROFESSIONAL GROWTH

Staff members are given the freedom to be
their authentic selves and create innovative
publications, online and in print. 

Your obligation is to tell the story of the
ENTIRE school year. This is the only
permanent written record of your school.
Studies prove that if an event doesn’t
appear in a yearbook, after five years, it’s as
if it never happened

Your obligation is to tell EVERYONE’S story
in a UNIQUE way that is PERSONAL to
them. If you could present yourself in the
yearbook, how would you like to be
“immortalized?” A good yearbook staff
member will strive to cover each individual
with care and integrity.

AUTHENTICITY

The  ECHO Handbook



CLASS
EXPECTATIONS

1.Class periods begin with editor-lead announcements, mini-lessons, and
directions. Students must be in class before the tardy bell and in
assigned seats during these communications. All technology should be
put AWAY during this time unless otherwise directed.

2.Attendance during class is expected. Students will not be excused from
class unless they have made prior arrangements with the Advisor.

3.Deadlines established by the Editors-in-Chief are expected to be met by
the beginning of class on the given date unless otherwise specified.

4. If a student's work is complete, assistance in proofing, writing, and
organizational tasks may be assigned.

5.After school and lunch work sessions may be necessary to meet
deadlines, so plan accordingly.

6.Outside of class assignments are REQUIRED and consist of the following:
a.Each student will be required to cover 1-2 fall sports and 1-2 winter

sports, as well as 1-2 clubs throughout the year. Students must
photograph the ENTIRE game and follow it up with interviews.

b.Business Sponsorships will be sold by all Echo staff members to the
community; grades will be given for following the three-points-of-
sales procedures.

c.These events meet outside of school hours, and are often off campus.
When you are assigned to one of these, you must plan accordingly.

7.Yearbook staff shares responsibility for the entire production, sales, and
distribution of the book. This means volunteering to help other staffers
as well as participating in full group projects and fundraising.

8.Photo Contests: Throughout the year, the photo editor will post photo
requirements for various photo contests. All students are required to
submit digital images for in-class competition and evaluation and
potential use in the book.

The ECHO Handbook



Mini-deadline A: Coverage Circle 
1.You will be assigned a small group lead by a student editor
2.Your team should exchange contact information
3. During the class “coverage circle,” your team will determine topics you want to cover and

what angles for the modules you are given on pre-designed pages
4. Your team will decide who is working on what and when
5.If you have design edits/suggestions/questions, you may discuss them with your page

designer
6.Your team will complete a worksheet to turn in for a grade

Mini-deadline B:  Photography 
1.You check out photography equipment with the photo editors
2.You attend whatever event/person/topic you are covering and photograph the entire

thing from start to finish
3. You upload all your photos of the event to the school drive. Specifically, you upload them

to your name and accurately labeled folder
4.You will go through your photos and personally pick your top 5-10 and move them to a

second folder on the school drive under the deadline number.
a.Your editor will review these with you to help decide what should go on the actual

rough draft page. Once decided, place them on the page!
b.Check with the Coverage Editor to ensure you don’t need to chose a different

photo/person. If you do, now we will only need to review 5-10 photos instead of the 100
you initially took.

5.You will complete a worksheet and will get a grade for the worksheet and photos on the
drive

*The photo editors may ask you to and teach you further edit your photos, or to choose a
different one.
*Pro Tip: Talk with your deadline editor and the photo editor before moving on to
interviewing.

Mini-deadline C: Interviewing 
1.After selecting your photos, you will need to interview the person/people in the image if

you have not done so already.
a.This may require locating a student schedule and gaining approval to remove them

from class.
i. It is encouraged to interview in the library, or in the 305 Scholar Space

2.Before leaving our classroom, you must have 5-10 interview questions in writing.
3.All interviews should be RECORDED to ensure accuracy
4.Your goal is to get your subject to share their story and what they felt in the photos you

took. In turn, you must secure meaningful quotations.
5.You will submit a worksheet with your planned questions and upload your recording and

transcript to it.

THE TWO WEEK PROCESS

The ECHO Handbook

HOW 2 YEARBOOK



Mini-deadline D: Writing
1. You will access the copy skeleton shared to you by your deadline editor.
2. You will write your name next to the modules you are working on.
3. You will write any headlines and sub-headlines for your assigned sections.
4. You will write one or more of the following with your BEST attempt at proper formatting:

a. Student features/stories
b. Short Photo Captions
c.Extended Photo Captions
d.Photo identifications with correct name spellings

5. Correctly identifying and spelling the names of people on the spread.
6. You will then share this copy skeleton with the Copy Editors and your advisor for a grade.

Mini-deadline E: The Rough Draft 
1.Your photos should be edited and properly placed on the page
2. All photos should be TAGGED and include a photo ID
3. All copy should be edited and properly placed.
4. The folio should properly completed
5. You will then download the pdf and print the proof
6.You will then complete a final edit checklist and have TWO additional editors check it off (the

section editor and your deadline editor)
a.This will be turned in for a grade

Mini-deadline F: The Final Deadline 
1. You will make all necessary final edits.

a.These will be explained on your rough draft checklist and/or included as comments on
your Yearbook Avenue page.

2.Once all edits have been resolved, your editor will mark your page as complete signaling to
the Editor-in-Chiefs and Advisor that it is ready for the FINAL review and submission

THE TWO WEEK PROCESS

The ECHO Handbook

HOW 2 YEARBOOK



All assignments are given as several mini-deadlines, all of which are due ON TIME: a
coverage report, photo deadline, an interviewing deadline, copy deadline, rough draft
deadline, and final proof deadline. Staff members will lose credit for late work (see
yearbook grading scale for more information) 

Extended vacations require assignments to be completed in advance.

Students who participate in a field trip when an assignment or deadline is due must
make arrangements with their spread partners and editors then complete assigned
work prior to leaving. Please mark any personal vacations or field trips on our
classroom calendar for staff reference.

Students are expected to complete their assigned portion of a double page spread
from the onset of the topic, take photos, conduct interviews, write copy, and make
several rounds of edits. 

The ECHO Handbook

DEADLINE 
EXPECTATIONS

“Writing is never

done, it’s just

due.”

~Nathaniel

Hawthorne



Editors will check deadlines with
oversight from the adviser, who
will assign final point values and
post grades on Jupiter.

Students will lose 20% for each
day a deadline is not met
completely or on time. This
applies to copy, photo, and final
deadline dates.
Exceptions/extensions are made
only with prior discussion and
approval of the advisor.

Since students will get photo
and writing credit for the work
they have completed on each
page, group members may not
receive the same grade.

Students who are dissatisfied
with a grade may meet with the
advisor for grade re-evaluation,
but must submit the specific
reasons for refuting the grade in
writing.

Other class assignments, such as
book sales, business
sponsorships, and headline
notebook work will have varying
point values, usually between 10-
50 points.

The ECHO Handbook

GRADING POLICIES

Coverage Circle: 10 points

Photo: 20 points

Interview: 20 points

Copy: 20 points

Rough Draft: 30 points

Final Proof: 50 points



MEET THE
EDITORS

The ECHO Handbook

AKA: The EIC’s, 
the Editors in Slay

CO-EDITORS IN CHIEF

The ones who run this publication and approve everything—except your
excuses. Every page runs through their radar before it is blessed and
sent to print. They are the gatekeepers of quality, and the keepers of
peace. No cap, they are the heartbeat of the whole operation — making
sure this year’s story isn’t just told, but owned.

Georgie Schaffer is a is senior and
has been in yearbook since her
freshman year. She has a passion
for photography, especially
sports. When she is not snapping
photos and reviewing yearbook
spreads, you can find her in the
pool swimming or playing water
polo. Come talk to her if you need
help with anything yearbook. You
can reach her at:
georgiekschaffer07@gbstu.org

Celeste Lloyd is a senior and is going
into her third year with the program.
In this role, Celeste is responsible for
guiding her team, overseeing the
development of the book, and
ensuring final publication represents
the unique spirit and experiences of
the school community. Outside of
yearbook, Celeste enjoys reading,
shopping, and spending time with
friends, balancing her leadership
responsibilities with the activities that
keep her grounded. 
Celeste Llyod can be reached via
email at: Celestemlloyd69@gbstu.org.

mailto:Celestemlloyd69@gbstu.org


PHOTO
The ECHO Handbook

Aka: The Photogs, the Pixel Perfectionists

THE PHOTO EDITORS

Chosen by the photo gods to make you look iconic. These are the
visionaries who turn candid chaos into pure art. Every pixel, every filter,
every crop gets their signature glow-up treatment. They’re the behind-
the-scenes heroes making sure your highlight reel is flawless and
elements of our book are framed in the main office.

Senior Samantha Gross, one of the
photo editors, is in her second year
of yearbook. Sam got her position as
photo editor by being kind and
always being on task with her work.
She loves the art of photography
and being creative when taking
photos for the book. One fun fact
about her is that she loves to read!
You can contact her at
samanthargross42@gbstu.org 

Jordyn Eichelberger is a senior and
currently serves as one of the photo
editors for the yearbook staff. With
two years of experience in yearbook,
she joined to preserve meaningful
and memorable moments that tell a
story beyond words. A unique fact
about Jordyn is that she is the
youngest of 13 grandchildren and will
be the last to graduate high school.
You can reach her at:
jordynneichelberger85@gbstu.org

mailto:samanthargross42@gbstu.org


AKA: Layout Lords 

THE DESIGNERS

 DESIGN
The ECHO Handbook

The layout legends serving looks on every spread. They set the tone for
the whole book, making sure every section hits different and keeps
readers scrolling for more. They don’t just design pages; they curate
journalistic experiences. 

Kamryn McDowell is a senior. She has been
part of the yearbook staff for two years
and is happy to be an editor this year.
Kamryn enjoys creating clothing, designing
interiors, and has a strong passion for all
things creative. Beyond design, she is
deeply interested in law and aspires to
become an attorney. She can be reached
by email at:
kamrynrmcdowell45@gbstu.org.

Kendall Wilson is a senior in her second
year on the Echo Staff. She has an eye
for design and won a scholarship to MIPA
this past summer where she learned
inDesign and expanded in her skills. When
she is not being creative, you can find her
on the volleyball court at GBHS, or visiting
family across the country. She can be
reached via email at:
kendallnwilson93@gbstu.org

Alivia Booker (Liv) is a senior stepping into
her third year on the yearbook staff. Liv
earned the Head Designer position
because of her strong eye for detail, her
ability to create layouts that stand out,
and her dedication to making the
yearbook not just a book, but a piece of
art that reflects the school’s story. She is
known for putting in extra effort to make
sure every page is polished and
meaningful, often going above and
beyond to help other staff members with
their designs. Outside of yearbook, Alivia
loves to read and shop, two hobbies that
spark her creativity in different ways. .
She can be reached by email at:
alivialbooker68@gbstu.org



COPY
The ECHO Handbook

AKA: The Punctuation Princes & Princesses

THE COPY EDITORS

Their kingdom: semicolons and sass. The grammar gurus and typo
terminators making sure every word hits right.

Ava beach is a
senior and one of
the 2025-26 copy
editors. This is her
second year in
yearbook. A fun
fact about Ava is
she loves to write.
If anyone ever
needs help with
anything come to
her especially with
copy. Ava can be
reached at:
avanbeach65@gb
stu.org

Kylee Young is a
dedicated senior
entering her
second year on
the yearbook
staff. This year
marks her first
role as a copy
editor. Her
experience and
commitment to
the yearbook
demonstrate a
strong passion for
journalism and a
meticulous
approach to
ensuring
accuracy and
quality in the
publication. Kylee
can be contacted
via email at:
kyleeayoung78@g
bstu.org

Emmerson Minder is a
senior in her fourth
year of the Echo
yearbook staff. She is
the head copy editor
for her second year
and has been a copy
editor since her
sophomore year. She
loves to interview and
write. Come to her
for any and all of your
copy questions! In her
free time, she loves to
travel and spend time
with her friends and
family. Feel free to
contact her at:
emmersonkminder15
@gbstu.org.

Angela DeArcos, or
Max (preferred), is a
senior in his second
year of yearbook.
With a love for
writing and typing
he is always willing
to learn about how
to become a better
editor and help
those in need. Fun
Fact: he has 2 pet
rats and is planning
on more! Contact
him for any of your
editing needs:
Angelamdearcos82
@gbstu.org

mailto:emmersonkminder15@gbstu.org
mailto:emmersonkminder15@gbstu.org
mailto:Angelamdearcos82@gbstu.org
mailto:Angelamdearcos82@gbstu.org


AKA: The Tea
Tracker, Section
Supreme

COVERAGE
MANAGER 

MANAGERS
The ECHO Handbook

AKA: the CEO of
Revenue

BUSINESS MANAGER

Aka: Promo Prodigy

MARKETING MANAGER
& PUBLIC RELATIONS
EDITOR

The one who knows who is
featured in the book where,
when, and why. They make
sure everyone gets their five
seconds of yearbook fame.
Sports? Clubs? Academics?
They’re the ones making sure
every module is giving ✨main
character energy✨

The business brain behind
the aesthetic chaos. The
reason we can actually
afford to publish this book.
They’re out here teaching us
how to close sponsorship
deals and manage money
moves.

The ultimate hype squad
captain. The one making sure
your mom actually knows how
to buy a yearbook. From fire
promo posts to hallway posters
that go viral in our hearts, this
person handles the buzz, builds
the brand, and makes sure the
whole school’s obsessed with
the book before it even drops.

Christian Henne is a junior
in his second year on the
Echo Staff. He has a mind
for business and will be
heading up our fundraising
efforts. When he is not
reaching out to sponsors,
planning the next big
event, or talking to the
board of education about
yearbook, he can be found
hanging out with friends,
landscaping, or expanding
his knowledge of
photography. Christian
was the second receipient
of the Echo  scholarship to
MIPA where he learned
more about photography
and how to use it in the
world of business.  Reach
out to Christian with any
of your business questions
via:
christianshenne95@gbstu.
org

David Clayton is a senior and
a dedicated member of the
yearbook staff, now
entering his third year. This
year, he is returning as the
Marketing Editor, a role that
reflects both his experience
and his natural strengths in
communication and
creativity. As Marketing
Editor, David is responsible
for promoting the yearbook
across the school, building
excitement among students,
and making sure the book
reaches as many people as
possible. Outside of
yearbook, David enjoys
spending time with friends,
shopping, or exploring new
places. Music is another big
part of his life.
David can be reached via
email at:
davidfclayton00@gbstu.org

Alia Gildersleeve is a senior
at Grand Blanc High School
serving as the Coverage
and Section Manager. She
has been part of the
yearbook staff for two
years, gaining experience in
writing, editing, and
capturing the moments
that define student life. Alia
took on this position
because of her passion for
storytelling through sports
coverage and her
dedication to making sure
every event and student is
represented. A fun fact
about her is that she is
dyslexic, though it mostly
affects her with numbers.
Alia can be reached at:
aliadgildersleeve56@gbstu.o
rg



The ECHO Handbook

MEET YOUR
ADVISOR

AKA: The Yearbook Yoda.

The one who will teach you more than
design rules or caption edits — the
one who will show you how to lead
with love, how to collaborate with
any crew, and most importantly, how
to care about the story you are
telling. The adult in the room who
reminds you that you are a journalist;
every picture tells a story, and every
story deserves to be told with
purpose, truth, and pride.

 

Born and raised in Michigan, Alison VanOverbeke has traveled
around the globe to become the teacher she is today. She
graduated from GBHS in 2004, earned her BA in Secondary
English education from the University of Michigan--Ann Arbor
(2008), and her MFA in Creative Nonfiction from Columbia
College Chicago (2013). She is also a certified Yoga and SEL
Instructor through the Breathe for Change Program (2020) 

Ms. Van has taught every grade from PK-12, as well as the
college level course, Writing & Rhetoric, throughout Michigan,
Hawaii, and Illinois. She has been advising the Echo yearbook
since 2024. She has undergone training with Jostens and the
Michigan Interscholastic Press  Association (MIPA). She is
excited to facilitate the creation of the best book to date.

When VanOverbeke isn’t teaching, you can find her reading,
creating, or hiking. Van is married to another GBHS grad (Chad).
Together they have a little dog, Marley, and  an adventurous
toddler, Finn. 



Opening Section: Sets the tone of the book through verbal and
visual development.

Endsheets/Table of Contents
Title Page
Opening
First divider for first section

Chronological Sections: Provides coverage of students and
staff in their lives AT SCHOOL and OFF CAMPUS

Open your eyes to the stories of today–what motivates us, how we spend our time,and what
defines us. 
Investigate lessons that happen in all kinds of classes, not just honors classes.
Spend time in a classroom to discover the intent of the lesson (avoid dropping into the class or
pulling a student out of a class).
Humanize the coverage by determining an angle and investigating it.
Photograph individuals and groups–a variety of subjects in the environment, both candid and
creatively posed photo

People Section: Every student’s portrait appears here
Modules and spinoff coverage allows you to find ways to cover topics that are specific to this
year and this grade in particular

Sports Sections according to Season: Cover each
sport equally and fairly

Include highlights and emotions, but remember to include facts, too.
Use action photos
Cover all athletes, but also the “bench warmers,” trainers, statisticians, coaches, and fans
Look for athletes who have special skills, records, or special roles on the team

The ECHO Handbook

WHAT’S WHAT
IN THE ECHO

 Reference Section:
Senior Ads
Group photos of clubs, sports, and organizations
Business Sponsorship Index
Index of people
Closing page

Specialty DPS: 
Specialty pages are interrupters stragically placed throughout the book
They appear every 10 pages or so
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JOB DUTIES

03.
Staff members will apply journalistic
writing styles as outlines in the style
manuel for their work. 

WRITING

04.
Pages will be edited for coverage
content, grammar, spelling, and
style.

1.Staff members will edit their
work first, with special attention
to identification and name
spellings

2.Editors and advisor will edit the
work during copy deadlines and
return it for staffmembers to
revise

3.Editors will revise work as it is
input

4.Editors will edit work before it is
shipped to the plant

5.Adviser, Editors, and Staff
members will proof and edit the
page proofs from theplan

EDITING 

The ECHO Handbook

 ACCURACY &
JOURNALISTIC

INTEGRITY

02.INTERVIEWING
Interviews will be conducted with
thought and professionalism, and
will be reported truthfully and
without bias

Staff members will be committed to
producing accurate work with respect
to the following processes

CaptureCapture
Students & Staff
in a way that is

PersonalPersonal

01.PHOTOGRAPHY
Staff members will select photos
that do not disparage or embarass
another student or faculty member.
If you are unsure about a photo, you
will seek out advice from your
editors and/or show the photo to
the subject. 



POLICIES OF THE ECHO

TEAMWORK: 
Yearbook class requires all members to know, respect, and support one another, as all our work builds
upon one another's. Class members must be able to work together, keeping past issues and
experiences with class members out of yearbook business.

DISCRETION:
Staff members are expected to use discretion at all times while working in the yearbook room or on
yearbook-related assignments. Items discussed in the yearbook room, formally or informally, remain
yearbook business. Please refrain from spreading rumors or gossip about the yearbook that will be
counterproductive to sales or production. Students who are not on the yearbook staff may not hang
out in the yearbook lab. Staff members will be polite and respectful of the student body, the faculty,
and the staff when conducting business and will keep disruptions and noise to a minimum. Yearbook
communication (such as announcements, letters to parents, fliers, social media posts, etc.) will be
proofed and approved by the adviser before publication

OBITUARY:
We will not publish an obituary in the yearbook for any student, faculty or staff member who dies in a
single year, that is not the purpose of a yearbook. If families agree to have their loved one
memorialized, the Echo yearbook will treat all deaths in a respectful and tasteful manner focusing on
the beauty within the life of the deceased person, highlighting awards, accomplishments, etc. Echo will
respect the family's wishes if they don't want the death of a student or staff-member recognized. The
names of students, faculty or staff who died from September to the deadline in
February will be listed in the yearbook or in the supplement in May.

TECHNOLOGY:
Staff members are expected to follow the district policy. In addition, staff is reminded of the following:
If a cell phone is needed to meet a deadline, please get clearance from the teacher first. Workstations
must be cleared off at the end of each hour. Please treat all equipment with care, cleaning screens of
fingerprints and keeping all food and beverages far from workstations. Please notify the teacher of any
malfunctions immediately. Students who are not on the yearbook staff may not use yearbook
workstations This will protect expensive equipment and will maintain the integrity of workstations.

ARTIFICIAL INTELLIGENCE (AI) ACCEPTABLE USEAGE:
All staff members must use AI in a responsible and ethical manner. Using artificial intelligence tools to
create content not original to the student is strictly prohibited. This includes but is not limited to

Submitting AI-generated writing as your own (e.g., copying and pasting text written by AI or
retyping text written by AI)
Using AI to complete assignments without doing your own thinking and effort
Relying on AI to answer comprehension questions or write responses for you
Using AI to get around the writing process instead of learning and practicing your own skills

AI is a tool to support learning, not replace your own thinking and creativity. Misusing AI will be treated
as a form of academic dishonesty. For example, AI may be used to help generate ideas, interview
questions, and/or to improve upon grammar and spelling.  If you’re ever unsure whether something is
okay to use, just ask! 



POLICIES OF THE ECHO

EDITING:
Writing and photos in the Echo shall be free of statements or implications which are offensive to good
taste or public decency based on the opinion of the staff or adviser. The staff will not utilize photos or
writing that is racist or sexist, which refers to products that are illegal for high school students, or
violates other journalistic principles (libel, obscenity, invasion of privacy, disruption). Your work will be
revised and edited by your adviser, editors, and class members. You will re-work your copy to
accommodate suggestions and corrections so that when you sign your name to a spread, it will truly
be your work and will be something to be proud of.

Senior Portraits:
Senior portraits will be taken and submitted only by the photographer chosen by the senior class
sponsor in the style(s) approved by the sponsor.
Senior portraits must be taken by the last make up day provided by the company to be guaranteed
publication. Seniors who miss that deadline can not expect to be included in the yearbook.

Junior/Seniors: 
Juniors who intend to graduate early may take a picture for the senior section. But they must be an
officially recognized early graduate by the registrar’s office.

Underclass Portraits:
Underclass portraits will be taken and submitted only by the school’s contracted photographer.
-Students who miss both the regular and makeup portrait days will not be included in the yearbook.
-Students who took more than one pose (returned on makeup day to take a second pose), the
poses for the yearbook pages will be chosen by the staff.
The staff will make an effort to choose the pose that they believe looks the best.
-If a student wishes to be excluded from the yearbook, he/she must submit a written request to the
yearbook staff and it must be signed by one of their parents or guardians.
-Students who enroll at GPHS after the last picture days will not be included in the yearbook.

Accounts Payable:

-No ads will be placed in any publication until payment is made.
-If a check written for a yearbook is returned, then we reserve the right to hold that yearbook until
payment is made. If payment is not made, we reserve the right to sell that book to another cus-
tomer.

Sales:
-All book and advertisement sales are final. Once a book has been bought, no refund will be given.
-Damaged books will be exchanged. (Only if the damage is the fault of the printer, and not the
student.)
-Every student will sign a receipt upon purchase saying they received their book
- The staff will make every effort to maintain accurate sales records and receipts, but mistakes will
happen and it is the purchaser’s responsibility to provide a digital proof of purchase.



POLICIES OF THE ECHO

ADVERTISEMENTS
-All advertising must meet district guidelines for obscene or offensive material. All copy or text, and
art will be judged by these standards. Any ad found to be in violation must be changed or it will not
be published.
-The publications reserve the right to refuse any ad that is libelous, illegal, obscene, irresponsible,
inappropriate or in poor taste. The publications also reserve the right to edit any ad before publica-
tion to ensure the standards and quality of our product.
-Any student, parent, staff member or organization will be allowed to purchase ads. Nonstudents,
businesses or any person not currently attending or related to an attending student may purchase ads,
but the publications ask that those ads be direct business related ads or be used to congratu-
late student or school successes.
-The publications may limit the number of type styles offered to ad customers and set guidelines for
format and style. The publications reserve the right to edit all submitted copy or photographs.

DISTRIBUTION
-The staff will keep a list of all students who purchased a yearbook. This list should contain the
name of every student who purchased a book via our publishers, Jostens. But it is the student who
must provide that proof if it is not in our system.
-Each student will be asked to show a receipt or a valid form of ID to pick up their book. They must
also sign for their book when they pick it up. A book will not be distributed to anyone whose name
is not on the list, unless they can show proof of purchase.
-In order to pick up a book for someone else, you must either be their parent or guardian or you
must have that person’s identification and a written note from that person.
-The newspaper will be given out free of charge to the student body and faculty. Parents and others
can purchase a subscription.

NAMES, PRONOUNS, & CLASSIFICATION
-The publications will use only the official names and classifications (Freshman, Sophomore, etc.)
provided to us by the office at the beginning of the school year in September. Any name changes
should be done through the main office before that time.  
-Students who use nicknames may expect to be listed under their official name, but may be listed
under their ‘nickname’ if it is used in a quote from another student.  
-Echo staff will attempt to use all preferred pronouns and will rely on what is present in the online
student portal. 

Social Media Policy
Yearbook posts to all social media platforms are expected to maintain the same standards of conduct
online as they would in school. This includes being respectful, avoiding negativity, profanity, and
cyberbullying.



POLICIES OF THE ECHO

RETRACTION POLICY
Most mistakes and errors in the yearbook are virtually impossible to correct after printing. If an incorrect
photo is in the people section, Echo will offer professional quality photograph stickers to the student to
put in their own yearbook as well as any friends or family members. The photo is printed by our
publishers, Jostens. Refunds for the entire book will not be given. 

IMAGE MANIPULATION
The publications of GPHS will not engage in digital image manipulation in order to change facts,
libel someone or alter reality. Photos may be touched up for presentation, lightened, darkened or
otherwise made presentable for publication. Images may be cut out or isolated, but the policy of the
staff is that any manipulation or use of a students image MUST be done in as tasteful a way as
possible.

SPORTS & CLUB COVERAGE
-The Echo staff will make every effort to include all clubs, organizations, and sports team at GBHS, but
these groups must make an effort to work within the deadlines of our production schedule.
-Each sports team must send the Echo staff a complete schedule (listing game opponents, sites, times,
etc.) as soon as it is available, and as complete a schedule as possible should be sent to the staff
by the start of the season. This is to ensure photo coverage of the sport’s events.
-Each club/organization/sport will be contacted and scheduled for a group photo appointment. If a
group misses their appointment, they must provide the yearbook with a current group photo or they
will not be included in the yearbook.
-Clubs and organizations should provide the staff with a minimum of ten days notice of their events
or provide the yearbook with photos of their events. (This however, does not guarantee that we will
cover these events or publish the pictures in the book.)
-The staff reserves the right to determine the coverage and design of every layout in every publication,
including purchased color and advertising sections. These publications are the product of the staff, they
will be taking them to contest and they cannot allow for layout or coverage to be decided by others.

Sponsorship Policy
Selling sponsorships is an integral part of Yearbook class; not only is this what primarily funds our
program, but it also keeps the cost of the book lower for our entire community, as well as teaches
student vital skills in buisness, including, but not limited to: professionalism, multimodal
communication skills, and sales. Specifically, students are taught a three point sales approach: email,
call, follow-up. Students are required to complete 2 sales per quarter. students ARE NOT being graded
on how much money any one sponsor provides; they are being graded on completing 4 sales. If a
student has made three or more different attempts to make a sponsorship sale, via differnt modes
(Example: email, call, walk-in), and are able to show proof of it, they should complete (or have their
declined sponsorship complete) the Declined Sponsorship / Contact Sheet available in Google
Classroom. Two of these sheets is equivalent to one completed sale. 

https://docs.google.com/document/d/1WxK8GbeeKu3s90a5QvxL6jcrGyFP4Vcg-dD9jgTL788/edit?tab=t.0
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“Inspiring Quote Here” 
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PHOTOGRAPHY 101

2. LIGHTING IS
EVERYTHING

3. COMPOSITION
MATTERS

 4. GET SET with
SETTINGS

1.  Choose the Right
Lens

5. FOCUS ON WHAT
MATTERS

5 Pro Tips: Learn More:
DSLR Cameras: 

What it is and How to Use it

Photo Tips & Tricks
for SPORTS

Basics of Layout Pro
- 2024

Photoshop Cob

Layout Pro Cob 

https://docs.google.com/presentation/d/11ESvuAGTTuwAmx0AsQnLrGVzZSNNij4Aobxc3VqYTa4/edit?usp=sharing
https://docs.google.com/presentation/d/11ESvuAGTTuwAmx0AsQnLrGVzZSNNij4Aobxc3VqYTa4/edit?usp=sharing
https://docs.google.com/presentation/d/11ESvuAGTTuwAmx0AsQnLrGVzZSNNij4Aobxc3VqYTa4/edit?usp=sharing
https://classroom.google.com/w/NzA4MTk0OTI4MjAx/t/all
https://classroom.google.com/w/NzA4MTk0OTI4MjAx/t/all
https://docs.google.com/presentation/d/1kKe-pJcNI6_9Qj6JueGOkguN8hp0jPTLDienwESjtr0/edit?usp=sharing
https://docs.google.com/presentation/d/1kKe-pJcNI6_9Qj6JueGOkguN8hp0jPTLDienwESjtr0/edit?usp=sharing
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INTERVIEWING TIPS

The following are some great tips from Picaboo Yearbooks: 

Interviewing classmates and teachers in your school is a fantastic way to get some insider information
for the yearbook. But there are okay ways to interview and then there are great ways to interview. Here
are some tips to make sure your experience is the best it can be.

Be prepared
Know what you want to ask your interviewee ahead of time. If you want to find out about the upcoming
events for prom, ask around beforehand and find out what this person’s role is with the event planning.
That way, you will be able to tailor your questions specifically for this person’s expertise.

Ask Questions that Elicit Answers
The worst thing you can do in an interview is ask “yes” or “no” questions. These closed-off questions
are not at all effective in an interview because they don’t allow interviewees to really share their
thoughts, feelings and experiences. Generally, questions that start with “Do,” “Will,” “Is,” “Can,” and
“May” will result in a yes or no response. So, switch it up. Instead of saying “Do you like the events
planned for prom?” which would elicit a “yes” or “no” response, ask “What are your thoughts about the
events being planned for prom?” Do you see how that will give you a more fully rounded response?

Relax and Be Comfortable
If you are uptight in the interview, so will your interviewee. Your goal is to make yourself and the person
you’re interviewing feel as comfortable as possible. Select an area with comfortable furniture. Make
sure it is free from noise so there will be minimal distractions.

Try to Make the Conversation a Dialogue
Ask questions, and then let the person respond. Then after he or she has responded, it’s your job to
respond to that response. Don’t just jump to the next question, make sure the they know that you
really listened to the response and appreciate it. Simply saying an “Uh-huh,” “I See,” “Oh Really?”
“That’s very interesting” will help show them that what he or she had to say is important. You can also
ask follow-up questions. This really shows that you were listening!

Don’t Talk Over Your Interviewee
Ask the question and then give time for the person to answer. Do not jump in and talk over him or her.
If you have something to say, wait until he or she has finished speaking.
Of course, these are just a few ways to make your interview experience a positive one.

Learn More: 
Interviewing Tips - 2024 

https://docs.google.com/presentation/d/18RMChVSiN7lBC3h_beqvCFeDZWSIIf8A28X3qM1NphU/edit?usp=sharing
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CAPTION WRITING
BASICS
The following a great resource provided by Balfour & Co: 
 
After headlines, captions are the most read copy in the yearbook. And yet, they tend to be a neglected
part of reporting. Because captions provide the story behind the photos, they are vital readers’ aids
and resources.

Whenever possible, write an expanded caption for dominant and secondary photos. A simple ABCD
approach guides students to write storytelling captions:

A – Action Lead-in: a miniature headline for the caption that draws the reader in; often just two or
three words.

B – Basic Information: the who, what, when and where information to let the reader know what's
happening in the photo (without stating the obvious); written in present tense.

C– Complementary information: a second sentence providing new and interesting information about
the photograph; includes facts, statistics or other details about the game, event or subject; written in
past tense.

D – Direct quote: additional sentence(s) completes the caption by providing insight about the moment
captured; focuses on emotions, thoughts, opinions, reflections or reactions; paraphrase facts and
include with the complementary information (C).

Over time memories fade, but a yearbook with great captions will bring the year into focus for your
readers by identifying people, describing action, recording reactions and providing details.

Resources:
How to Write a Yearbook Caption 

How to write an ABCD Caption

Headline Writing Tips

It’s Not Over Until you Edit

Proper Formatting

Editing Process

https://www.canva.com/design/DAGRBV-zlYQ/7lNNBYtGxn1kAvH8I6tWpw/edit?utm_content=DAGRBV-zlYQ&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://docs.google.com/presentation/d/1oXfAmXErRd9b-ZqEL4AvwCZG2cJbwEsy4xNB6MZrucE/edit?usp=sharing
https://docs.google.com/presentation/d/12XgwMa7LZ1F463nVo70lQiM-b3-TZRk2EylKz5XXVsE/edit?usp=sharing
https://www.canva.com/design/DAGPJmwAZE0/f8UGKCsO5oWLcwyBP1_SMg/edit?utm_content=DAGPJmwAZE0&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton
https://docs.google.com/presentation/d/1jvE3-NtkVrQu145IBO_A6aQcHtbHIjdx8C6dVPR5jpc/edit?usp=sharing
https://www.canva.com/design/DAGQdeopWac/Dy1Lk3TA9_diUDHVB6DYcA/edit?utm_content=DAGQdeopWac&utm_campaign=designshare&utm_medium=link2&utm_source=sharebutton


LET’S GET
DOWN TO
BUSINESS 
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Sponsorship Resources:

How to Sell Sponsorships - 2024

Intro Letter/Email

Sponsorship Packages (SY 2024-25)

Sponsorship Contract

Declined Sponsorship Form

Thank you Letter

https://docs.google.com/presentation/d/1anNq8KzR3YdkGE8MaHDz7FvkxndH6Tea9H_A4dSXvkc/edit?usp=sharing
https://docs.google.com/document/d/1VSCKhITrPRw6pYdejSKDth0-bhHVjoKSQ63DC_vwf7w/edit?usp=sharing
https://docs.google.com/document/d/1kihzu0MzUMZHwY1i1Jn0-TZ-0evaUdUSvWr34W3b3No/edit?usp=sharing
https://docs.google.com/document/d/1iY6FKRo5xTMO3GwJ_X_WlfdXXZwSwrGuEd9KQoJyG6M/edit?usp=sharing
https://docs.google.com/document/d/1WxK8GbeeKu3s90a5QvxL6jcrGyFP4Vcg-dD9jgTL788/edit?usp=sharing
https://docs.google.com/document/d/1O0L7SyuKGW2Mdasaw7RVwS4jMSUW1sNMYKT9ur6PrPQ/edit?usp=sharing
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AP writing style is primarily used in journalism
and news writing, emphasizing clarity,
brevity, and accuracy. 

    Names/Titles/Classes

    Dates

The ECHO Handbook

AP WRITING
STYLE GUIDE



   Time

The ECHO Handbook

AP WRITING
STYLE GUIDE



Feature & Sidebar Ideas



More Feature & Sidebar Ideas



Words are
Important

USE THESEUSE THESEUSE THESE

NOT THESENOT THESENOT THESE



Keyboard 
Shortcuts

See a full list of  shortcuts here

https://support.apple.com/en-us/102650
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Glossary 
Journalism Terms

Angle-The approach that reporter takes in writing copy more interesting.
Artwork-Any hand produced illustrative or decorative material submitted for printing.

Backbone-The bound edge of a book; also called the spine.

Bleed-A photograph that extends the edge of the page on one or more sides, leaving no external margins.

Blow up-An enlarged photograph. Also called a dominant.

Body Copy-Copy which is used to tell the story in the past tense; usually typed in 10 or 11 pointtype.

Bold Face-Thicker, Heavier type used for emphasis with a lighter type face.

Byline-Line at the beginning or end of copy giving the name of the person who wrote the copy.

Candids-Unposed photographs. Most of the yearbook photographs are candids.

Caption-Copy that describes the person, action or scene of a photo. Should answer the five W’sand be written
in the present tense.

Center of Interest-The focal point of a picture, page, or spread.

Character-A letter, numeral, punctuation mark or other part of the alphabet and spaces betweenwords.

Clip Art–artwork that is not copyrighted and is in the public domain available for use.

Colophon-Information regarding the preparation of the yearbook, including the name of theprinter, where the
book was published, number of copies sold, specifications of weight and typeof paper stock, fonts selected
and cover specifications.

Copy–printed text, such as headlines, sub-headlines, captions, and stories.

Cropping–using a special pencil/crayon on a photo to outline the area to be printed andeliminate unnecessary
objects/backgrounds from the photo.

Cross Gutter–a photo that extends across the middle of the spread from the left page to theright. This photo
should be balanced so that it does not cross the gutter unless it uses more thanfive picas on each side of the
gutter.

Dividers–Division pages which are double-page spreads and which separate major areas ofcontent within a
yearbook.

Dominant–the main photo used on a spread; usually that photo has strong action and attractsmost of the
attention.

Double Page Spread–A DPS is two facing pages inthe yearbook

.Dropped Initial–when the first letter of text is enlarged and sometimes ornate and is used tointroduce a story
or headline



Endsheets–strong paper stock which is glued to the first and last pages of a book and then ispasted to the
front and back cover. Endsheets hold the bound pages inside the cover.Eyeline–a unifying device. An even
band of white used across two facing pages for linkage.

Flush Left–to line up copy at the left margin.

Flush Right-to line up copy at the right margin.

Folio Tab and Folio Art–any artwork and short copy used with the page number to develop the personality and
to identify section and/or spread content.

Font–the typeface or style of letters used.

Ghost–lightening up a photo or artwork. This is done often so that you can overprint on the image. Use this
effect sparingly.

Gutter–the middle of two pages where the paper runs into the spine.

Job Number–An identification number placed on all photos, artwork, and anything else that is tobesubmitted
to the plant for printing. Our number is 00368.

Kerning–The spaces between the letters

Ladder–a planning chart that represents the pages, multiples, and signatures in a yearbook. Ittells what will be
on each page of the yearbook.

Lead-in–a one or two word mini-headline or introduction to the caption of the photo, it makesthe photo-
caption connection without having to use direction-giving words such as “above,” “atleft,” etc.

Leading–the space between lines of type. (pronounced led-ing, not leed-ing)Mug Shot-Individual portrait
photographs.

Multiple-8 pages, every other page of a signature

Name Stamping–a personalization option in which a person’s name is stamped onto the cover of a book using
a lead impression die.

Natural Spread (DPS)-The two center pages of a signature that are printed side by side. The best place to
bleed a photograph is across the gutter.

Overprinting–printing over an area that has already been printed.

Pica-A unit of measurement equal to 12 points or 1/6 of an inch.

Point-A unit of measurement equal to 1/72 of an inch or 1/12 of a pica. Type size is measured inpoints.

Primary Headline-The main headline of a spread which captures the reader’s attention.

Process Color-The printing of yellow, magenta, cyan, and black to reproduce full-color photographs in place.
Also known as four-color.

Journalism Terms Continued



Journalism Terms Continued
Proofs-A “blueprint” from the company of what the page will look like including the photographsin
place.

Quotes-Direct statements included in the body obtained during an interview or through writtenword.

Reverse-Type which is printed over a dark background. The printing plate has been reversed sothe type
is white.

Rule Line-A black line which is used to accent copy or photographs or other elements on a page.

Sans Serif-A type that has no short finishing strokes at the end of the main strokes.

Scatter Copy–used in place of stories because it is shorter and can be used in sidebars orsmall areas of
a layout, it offers factual and interesting information.

Sidebar–When used on a layout, it addresses a topic related to the theme of the page in closedetail
with quotations, statistics, photos, and graphics.

Screen-Reproduction of color brightness but in percentages, such as 10% and 60%.Spot Color–a color
in addition to black; it’s applied to the page to highlight text/photos in colorSub Headline-Supplements
primary headline and adds additional information.

Serif-A small finishing stroke at the end of the main stroke of a letter.

Signature-Sixteen sequential pages (eight are printed on one side of the paper).

Spine-The backbone of the yearbook; the part which connects the front and the back.Spot Color-The
use of different percentages of one color in black and white pages.

Spread-Facing pages in a bookalso called a double page spread (DPS).

Standout Quote–A quotation which is “pulled” from the story and highlighted by being placed in the
center or on the side of the story in bold, larger type.

Tip-in–an insert glued to a bound page of the book. Commonly found in groups of four or eightpages
and used for autographs or specialty coverage.

Title Page–the first page of the yearbook that provides essential information including the title of the
book, volume number, year, school, and address, and other information deemed important by the staff
(telephone number, enrollment, etc.)

Trapped White Space–an area of white space that separates two or more photographs or copyblocks
and gives the appearance of disunity on the layout. Avoid trapped white space by keeping all white
space larger than a pica on the outside of the spread.

Unjustified–type which is set with one straight and one ragged margi
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Grand Blanc High School 
12500 Holly Rd, 
Grand Blanc, MI 48439

www.facebook.com/gbyearbook/
www.instagram.com/gbyearbook/
www.tiktok/gbyearbook
/www.jostens.com
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