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THE 

SOURCE 
rights and responsibilities 

As a student journalist, you need to know your legal rights and your legal and ethical responsi-

bilities. Your audience—especially those in your audience who are authority figures—will take 

what you publish very seriously. You should too. 

 

Let’s start with The Source’s editorial policy, which is published each month on the opinion 

page: 

 

We, the Stoney Creek Source staff, produce this publication to accomplish 

the following goals: The Source will serve as a means of communication 

between students, teachers, and members of the community. We 

will respect all opinions and will present them in an unbiased and tasteful 

manner. The Source will inform and entertain readers and address 

trends and issues important to its audience. Although we are a student 

publication produced by the Journalism II class, we will strive to make 

The Source accurate and truthful and to adhere to all standards of professional 
journalism. We recognize and respect the privileges given to us 

under the First Amendment, including freedom of speech and of the press. 

The Source is a forum for student expression and we, the students on the 

staff, have the editorial authority to make our own content decisions. We 

will provide a sounding board for the student body and the community; 

therefore, the opinions expressed in by-lined opinion articles and letters 

should not be considered to be the opinions of the entire newspaper staff, 

the advisor, the school administration, or the student body as a whole. 

 

Student publications do NOT enjoy the same level of First Amendment protection as the pro-

fessional press, just as students in school do not enjoy the same level of constitutional protec-

tion as adults in regular society. According to our editorial policy, The Source is an open forum 

for student expression and students have editorial authority to make content decisions. This is 

also how we have operated historically. The Source has not in the past and does not suffer 

prior review. An administrator has never exercised prior restraint (preventing something from 

being published) or censorship. This is important because it gives—or should give—The Source 

extra legal protection should any situation arise in the future.  

 

It is our goal on The Source to continue to behave professionally and responsibly at all times so 

that we are not subjected to prior review, prior restraint, or censorship. In order to do this, 

all staff members must understand the legal and ethical restrictions on our staff. 
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Legal Restsrictions: Legal restrictions include things that are actually illegal to do. The fol-

lowing explains the legal restrictions on The Source. 

 
I. Prohibited Material 

This material was prepared by the Student Press Law Center, 800 18th St., NW, Suite 300, Washington, DC 20006. Tel: 

202/466-5242. Fax: 703/466-5242. splc@splc.org. www.splc.org. 

 A. Students cannot publish or distribute libelous material. Libelous statements are provable false 

 and unprivileged statements that injure an individual’s or business’s reputation in the 

 community. If the allegedly libeled party is a “public figure” or “public official” as defined 

 below, then school officials must show that the false statement was published “with actual 

 malice,” i.e., that the student journalists knew that the statement was false, or that they 

 published it with reckless disregard for the truth — without trying to verify the truthfulness 

 of the statement. 

  1. A public official is a person who holds an elected or appointed public office. 

  2. A public figure either seeks the public’s attention or is well known because of personal 

  achievements. 

  3. School employees are public officials or public figures in articles concerning their schoolre

  lated activities. 

  4. When an allegedly libelous statement concerns a private individual, school officials must 

  show that the false statement was published willfully or negligently, i.e., the student 

  journalist who wrote or published the statement has failed to exercise reasonably 

  prudent care. 

  5. Under the “fair comment rule,” a student is free to express an opinion on a matter of public 

  interest. Specifically, a student may criticize school policy or the performance of 

  teachers, administrators, school officials and other school employees. 

 B. Students cannot publish or distribute material that is “obscene as to minors.” “Minor” means any 

 person under the age of 18. 

  1. Obscene as to minors is defined as material that meets all three of the following require

  ments: 

   a. The average person, applying contemporary community standards, would find that 

   the publication, taken as a whole, appeals to a minor’s prurient interest in sex; 

   and 

   b. the publication depicts or describes, in a patently offensive way, sexual conduct 

   such as ultimate sexual acts (normal or perverted), masturbation, and lewd 

   exhibition of the genitals; and 

   c. the work, taken as a whole, lacks serious literary, artistic, political, or scientific 

   value; 

  2. Indecent or vulgar language is not obscene. 

 C. Students cannot publish or distribute material that will cause “a material and substantial disruption 

 of school activities.” 

  1. Disruption is defined as student rioting; or substantial seizures of property; or substantial 

  Student participation in a school boycott, sit-in, walk-out, or other related form of 

  activity. Materials such as racial, religious or ethnic slurs, however distasteful, are not 

  in and of themselves disruptive under these guidelines. Threats of violence are not 

  materially disruptive without some act in furtherance of that threat or a reasonable 

  belief and expectation that the author of the threat has the capability and intent of 

  carrying through on that threat in a fashion not permitting acts other than suppression 

  of speech to mitigate the threat in a timely manner. 

   

  Material that stimulates heated discussion or debate does not constitute the type of disruption 

  prohibited. 

 

  2. For a student publication to be considered disruptive, specific facts must exist upon which 

  one could reasonably forecast that a likelihood of immediate, substantial material 
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  disruption to normal school activity would occur if the material were distributed or 

  has occurred as a result of the material’s distribution. Mere undifferentiated fear or 

  apprehension of disturbance is not enough; school administrators must be able to 

  show substantial facts that reasonably support a forecast of likely disruption. 

  3. In determining whether a student publication is disruptive, consideration must be given 

  to the context of the distribution as well as the content of the material. In this regard, 

  consideration should be given to past experience in the school with similar material, 

  past experience in the school in dealing with and supervising the students in the 

  school, current events influencing student attitudes and behavior, and whether there 

  have been any instances of actual or threatened disruption prior to or contemporaneously 

  with the dissemination of the student publication in question. 

  4. School officials must protect advocates of unpopular viewpoints. 

  5. “School activity” means educational student activity sponsored by the school and includes, 

  by way of example and not by way of limitation, classroom work, library activities, 

  physical education, official assemblies and other similar gatherings, school athletic 

  contests, band concerts, school plays, and scheduled in-school lunch periods. 

 

 

II. Commercial Speech 

This material was prepared by the Student Press Law Center, 800 18th St., NW, Suite 300, Washington, DC 20006. Tel: 

202/466-5242. Fax: 703/466-5242. splc@splc.org. www.splc.org. 

 A. Advertising is constitutionally protected expression. School publications may accept advertising. 

 Acceptance or rejection of advertising is within the purview of the publication staff, who may 

 accept any ads except for those for a product or service that are illegal for students. 

 B. Political ads may be accepted. The publication should not accept ads only on one side of an issue 

 or election. 

 

III. Legal Advice 

This material was prepared by the Student Press Law Center, 800 18th St., NW, Suite 300, Washington, DC 20006. Tel: 

202/466-5242. Fax: 703/466-5242. splc@splc.org. www.splc.org. 

 A. If, in the opinion of the student editor, Editorial Board or faculty adviser, material proposed for 

 publication may be libelous, obscene or cause an immediate, material and substantial disruption 

 of school activities, the legal opinion of a practicing First Amendment attorney should 

 be sought. The services of the attorney for the local newsmagazine or the Student Press Law 

 Center (202-466-5242) are recommended. 

 B. Legal fees charged in connection with the consultation will be paid by the board of education. 

 C. The final decision of whether the material is to be published will be left to the student editor or 

 student editorial staff. 

 

Ethical Restrictions: Ethical restrictions are not illegal. Rather, they are restrictions that the 

publication places on itself in an effort to ensure that they behave responsibly. These restric-

tions are determined by what is acceptable for the audience and community of the publication. 

 

The Source has several ethical restrictions, including, but not limited to: 

1. We do not publish copyrighted material without express permission to use it. (This is ac-

tually a legal restriction, but is not listed in the material provided by the Student Press Law    

     Center.) Material does not have to have copyright symbol or notification to be copy- 

     righted. This includes (but is not limited to):  

 A. Photographs from another publication (electronic or print), Google or another    

               search engine, and/or Facebook or Myspace. 

 B. Logos or symbols 
 C. Printed material, including such things as song lyrics, quizzes, and games 
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 D. Book or CD covers 

2. There is some material that falls under the “fair use” category. This is ok to use with re- 

    strictions. This includes (but is not limited to): 

 A. ONE (small) picture from an official source to accompany REVIEWS 

 B. Pictures on government websites (i.e. a picture of the President from the White     

               House website) 

 C. Short quotations from printed material, as long as they properly attributed 

 D. Survey questions 

3. Creative material falls under copyright restrictions; factual material does not. Therefore,  

    statistics and facts can be published. However, ethical behavior dictates that the source of  

    the information is cited. 

4. While profane and vulgar language (including racial, ethnic, gender, etc. slurs) is not consid-   

    ered legally obscene and therefore is protected speech, we do not use it in The Source.  

    There may arise a situation in which using profane language is vital to a story, and then the  

    Editorial Board would make a decision on whether or not to print it. But unless it is vital to  
    the story, it should be avoided. 

5. We usually do not withhold the name of our sources or use anonymous sources. If a per- 

    son is not willing to stand behind his/her statements, the statements should be suspect. 

6. However, in some instances the reporter, editor, Editorial Board, and/or adviser will deter- 

    mine that it is proper to withhold a name or use an anonymous source. These instances  

    may include (but are not limited to): 

 A. Discussing a minor’s medical condition (i.e. a story about a student using anti- 

               depressants to combat anxiety.) However, if permission is obtained from the mi- 

               nor’s parents and the minor is comfortable with the student body knowing about  

               his/her medical condition, it is preferable to use the name. 

 B. A story which may cause a student to be ostracized or suffer discrimination 

 C. A story in which a student discusses illegal or immoral behavior (i.e. taking drugs or  

     having sex). However, be cautioned that an authority figure may request that a re- 

     porter provide the name of the student. Be very careful of this type of story. 

 D. A story about a minor involved in illegal activity, even if the name is public record in 

               police reports (i.e. arrested for vandalism to the school, etc.) 

7. We do not and should not shy away from a controversial story. However, when writing     

    controversial stories, students should keep in mind the following: 

 A. The story must be newsworthy. In other words, avoid sensationalistic topics that 

               are written about just for the sake of the controversy, not because any recent or 

               local event involved those topics. 

 B. Special care must be taken to cover all sides of a controversial topic. Reporters 

               should expect to conduct MORE than the required number of interviews, consult  

               MORE than the required number of sources, and work closely with the editor/ 

               adviser throughout the writing and editing process. Reporters should work as if they  

               are expecting their story to be challenged. 

 C. Out of courtesy to the administration and respect for the supportive relationship  

               that The Source has had with administrators, the adviser will notify the principal  

               when any story that she believes may be especially controversial is going to be pub- 

               lished. This should not be construed, however, to indicate The Source is seeking per- 
               mission from the administration for publication. 
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8. Reporters for The Source are not required to submit their stories to any source before pub- 

    lication. Sometimes an interviewee (usually a teacher) will ask to see the story before it is  

    published. Do not agree to this. Tell the interviewee that it is against staff procedures. You  

    may tell the interviewee he/she can contact me. If your interviewee asks this and therefore  

    seems uncomfortable with the interview, DO read back quotes to him/her and recheck in- 

    formation.  

9. Similarly, never surrender a camera to an authority. Again, tell them it is against staff proce- 

    dures and that they can contact me. 

 

What to do if your work is censored: We have never had a censorship situation on The 

Source, and there is no reason to believe that we will in the future, as long as students behave 

professionally and responsibly.  

 

However, it is not completely out of the question and students should be prepared. If a cen-

sorship situation ever arises, it is the reporter, the editors, and the staff who have to challenge 
it. As an adviser I cannot. I can help before the censorship, but once my boss tells me to not 

publish something, I am insubordinate if I do not comply or if I help the reporter challenge the 

censorship. Ultimately, I could lose my job. Furthermore, and more importantly, because The 

Source is a student publication and an open forum, it would not be my First Amendment rights 

that are potentially violated. It is the students’. 

 

If you feel, therefore, that your rights have been violated, you should follow the steps on the 

next page, (This poster is in the room and lab, too.) and/or consult “III. Legal Advice” under 

the “Legal Restrictions” section of this staff manual.  
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NAME: ___________________________________________ DATE: ___________________ 

 

As you work on The Source, you will have several different distinct duties to fulfill. Each has its own 

criteria. Below is an explanation of each duty and its criteria, broken down into what I would expect 

from someone who wants an “A” in this duty, what I expect from someone who wants a “B,” etc. 

You should use this as a guide, both for what, specifically, you should be doing and for what, specifi-

cally, you can make improvement goals in. 

 

Reporting 

 

Your fist duty is to report. In fact, this is the one thing that differentiates journalistic writing from 

other types of writing. Many advisers and editors have expressed the sentiment, “Don’t give me 

writers; give me reporters!” So what does that mean? Well, some aspects of being a  good reporter 

may just be in your DNA: a natural curiosity about people and events, a willingness to be gregarious 

and talk to people, and a tenacity in the face of “No comment”! But aside from having this type of 

personality, there are other things you should and can do: 

 

  

 

 

 

 

 

 

 

 

THE 

SOURCE 
what we do and how we do it 

Excellent Reporters 

(A) 

Good Reporters 

(B) 

Developing Reporters 

(C) 

 Stay informed about school, local, 

national, and international events, 

reading professional publications and 

watching/listening to professional 

broadcasts 

 Keep their eyes and ears open 

around the school, finding story 

ideas where they may be least ex-

pected 

 Develop sources on their beat and 

check with them regularly 

 Understand what makes a story 

newsworthy 

 Turn in complete and thoughtful 

brainstorming sheets 

 Participate fully in the team brain-

storming process 

 Get background information BE-

FORE they interview 

 Write many thoughtful interview 

questions that will elicit good quotes 

 Conduct many interviews with the 

most relevant sources for the story 

 Always use face-to-face interviews in 

which they try to create a conversa-

tion 

 Get several relevant written sources 

for background info 

 OBSERVE! Include  several details 

that put the reader “at the scene” in 

stories 

 Stay informed about school and big 

national and international events 

 Find some unusual story ideas 

 Check their beat regularly 

 Understand what makes a story 

newsworthy 

 Turn in complete brainstorming 

sheets 

 Participate fully in team brainstorm-

ing process 

 Write the required 10 per source 

number of solid interview questions 

that sometimes elicit good quotes 

 Conduct the required 3 interviews 

for regular stories 

 Use the required 1 source for 

background information for regular 

stories 

 Usually use face-to-face interviews, 

but sometimes rely on email 

 Sometimes observe events; may or 

may not include basic observation 

in their stories 

 Know, in general, what’s going on, but 

not necessarily more than the average 

student 

 Pitch typical story ideas that several 

other people pitch and/or that have 

been done before (this year or last) 

 Sometimes check their beat 

 Know that stories must be timely 

and/or local (but preferably both!) 

 Turn in brainstorming sheets with 

only 1or 2 areas blank 

 Add some ideas to team brainstorm-

ing 

 Write the required 10 per source 

number of interview questions, but 

sometimes do not have open-ended 

questions 

 Conduct the required 3 interviews 

for regular stories, but the interviews 

may or may not be relevant 

 Use the required 1 source for back-

ground information for regular sto-

ries, but the source may not be com-

pletely relevant 

 May or may not use face-to-face in-

terviews 

 Rarely if ever observe events; or if 

events are observed, it is not evident 

in the story 
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Beats: Most people will have at least one assigned beat (some editors may not). A “beat” is 

regular source of news. The beats listed below are groups, departments, etc. Each reporter is 

responsible for finding and cultivating the people—or sources—that he/she will consult for the 

beat. A general rule of thumb is to have at least one adult-in-charge source and at least one 

student-in-charge source. Beats should be checked at least once a month, before story brain-

storming. Reporters will usually be assigned the stories they pitch from their beats, but not 

always—and there is always the opportunity to pitch other stories, too. See the beat report 

sheet for more information about beats. 

 

The beats for 2009-2010 include: 

 Board of Education/Central Administration (district rules, policies, budget, etc.) 

 Main Office/ School Administration (school rules, policies, budget, etc.) 

 Counseling Office (includes scheduling, standardized testing, etc.) 

 Media Center/Technology 

 Grounds, Maintainance, Custodial 
 Cafeteria 

 Student Council 

 Performing Arts (choir, band, theater) 

 Visual Arts (fine art, graphic design, CAD, etc.) 

 Academic Clubs (BPA, Robotics Team, etc.) 

 Service Clubs (NSH, Key Club) 

 Special Interest Clubs (art club, foreign language clubs, anime club, etc.) 

 Academic Departments—English,  Science, Social Studies, Math (includes new/changed 

classes, teachers, field trips, etc.) 

 Special Education 

 Hart Middle School 

 Rochester Area (includes city news) 

 Boys Varsity sports 

 Girls Varsity sports 

 Boys JV and  Freshman sports 

 Girls JV and Freshman sports 

 

Interviewing Tips: 

 Do background research BEFORE your interviews to help you write thoughtful questions 

 Write AT LEAST 10 interview questions for EACH source; interview questions usually 

should not be the same for all sources 

 Always ask the basic 5 W’s and H questions 

 But make most of your questions open-ended questions that will elicit more than one 

word answers—write your questions to get quotes! (See next section) 

 Organize your questions before the interview. Keep all questions on the same topic to-

gether. If the interview may be a tough one, put your easy questions first and the more 

difficult/controversial questions last 

 Schedule your interview 

 Come prepared to the interview ON TIME with your questions, note paper and pen/

pencil, and a recording device, if desired 
 Try to make the interview like a comfortable conversation 
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 LISTEN! Ask your planned questions, but don’t be afraid to ask follow up questions or fol-

low an important but unexpected topic your interviewee brings up 

 Don’t be afraid to ask your interviewee to repeat or explain so that you can get accurate 

quotes and information 

 If the interviewee makes a controversial statement, get permission to use it by asking, 

“May I quote you on that?”  

 Verify all dates and spellings—including spelling of the interviewee’s first and last name 

 At the end of the interview, THANK the interviewee and ask if you may contact him/her 

with any further questions or clarifications 

 Never agree to let the interviewee read the story before it is printed. If an authority figure 

asks to do this, tell him/her that he/she should speak with me. 

 Above all, be professional and polite. Remember that you are representing the newspaper 

staff and the school! 

 

A Word About Quotes: Get them accurately! Never, ever make them up or “fill in” what 
you “remember” people saying. Either take really good notes or record all your interviews, or 

both. If at any time I determine that you have made up all or parts of your quotes, for the first 

offense you will receive a zero on your story. (This will be retroactive, as well, meaning that if 

you wrote a story in September in which you falsified quotes and I don’t find out until Decem-

ber, I will go back and change your grade, including changing your marking period grade!) For 

the second offense, we will discuss whether or not the newspaper class is the appropriate 

class for you. 

 

Interview Question Stems: Below is a chart of question stems that you can use to help 

write the best possible interview questions: 

Type of info needed When to use Sample  Questions 

Basic To get the required basic informa-

tion for EVERY STORY! 

What? Who? When? Where? Why? 

How? 

Explanation  To get reasons behind facts 

 To widen the scope of the inter-

view 

 To get new information 

 How would you change the 

situation? 

 What other options need to be 

considered? 

 How would you do this? 

 How would you compare __ to 

__? 

 Tell me more about __ 

 Describe a time when… 

 Take me back to... 

Justification  To question established ideas 

 To understand the reasoning of 

the source 

 Why do you believe that? 

 How do you know that? 

 Can you prove that? 

Suggestive  To introduce an idea by some-

one else 

 To bring up a new idea 

 Could you consider the idea 

suggested by… 

 What would happen if... 

Choice To get a definite answer  Which proposal do you favor? 

 What do you think of... 

Chronological To ensure understanding of process/

timeline 
 What is the first step? 

 What is the next step? 
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Descriptive To get responses that will help you 

tell a story and “put the reader on 

the scene” 

 Describe what you saw/heard/

felt/ when… 

 What did you say? 

 What did __ say? 

 Describe how __ looked… 

Evaluative To get opinion responses  How do you feel about __? 

 What is your opinion of ___? 

 Why do you think that __? 

Writing 

 

Obviously one of the most important things that you will be doing in this class is writing. Writ-

ing for newspapers, however, is different than writing for a regular English class or creative 

writing, although most of the same principles apply. For one thing, we have already discussed 

that reporting is key. For another, you cannot make things up.  Ever. Also, your personal point 

of view or opinion is usually not important (except in opinion articles). Finally, there is a par-

ticular style to news writing—both in terms of content and in terms of conventions. This sec-

tion breaks down the basic information you need to know for news writing. A lot of it was 

adapted (or stolen) from two books, both of which we will use in class. One is called The Radi-

cal Write, and the other is called Inside Reporting.  

 

Types of Stories: For grading purposes in this class, I break the different story types down 

into six categories: In-depth, regular stories, opinion stories, special stories, briefs, and side-

bars (which are not technically stories). However, each of these categories includes various 

other types of stories. As I said, I use the six categories above for grading purposes with each 

different category being worth a different number of points based on the difficulty/time com-

mitment for each. The following chart explains what’s included in each category: 

Category Points Characteristics Types of stories 

In-depth 100  The rough draft of these stories and 

the final copy are each worth 50 

points. These stories often are for the 

magazine and either have more than 

one person assigned to them or are 

written over the course of two 

months. They are usually quite long, 

about 800-1200 words. They usually 

deal with complicated or controver-

sial topics. As the title implies, these 

stories require MANY interviews and 

written sources. 

 News analysis 

 In-depth feature/sports 

 Informative feature/sports 

 Diversity coverage 

 Environmental coverage 

Regular 50 These stories are the most common 

type. They are usually around 400-

600 words and can be news, features, 

or sports.  They require at least 3 

interviews and at least one written 

source. 

 News story 

 Human interest feature 

 Personality profile 

 Informative feature 

 Diversity/environmental coverage 

 Sports story 

 Sports feature 
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Everyone will be assigned at least one of the types of stories for each issue. The total number 

of points you can earn in writing each issue is 50. Therefore, those people who are assigned in

-depth or regular stories only have to write one story each issue. Those who are assigned an-

other type of story will want to write enough to add up to 50 points...or they will want to 

earn extra points in other categories. (See the issue contract for more information on this.) It 

is possible to get extra credit in any category, including writing, but some restrictions apply: 

 No extra credit will be given if you miss ANY of the deadlines (for the editor or for me) 

for ANY of your stories. In other words, if you are writing two opinion stories, and you 

think to yourself, “Self, I can miss the editor’s copy deadline. I know I’ll lose some points, 

but, hey, I’m getting extra points anyway,” you will NOT GET ANY EXTRA CREDIT! 

 Extra credit only applies to individual categories on your issue contract (reporting, writing, 

design, etc.) It does not apply to the issue as a whole. In other words, if you don’t have 

enough points in design and want to do extra writing to make up for it, that’s fine. How-

ever, the entire issue is worth 200 points. I will enter no more than 200 points per issue in 

my gradebook, regardless of whether you earn exactly 200 points or 217 points! (There 

are 3 exceptions to this: First day issue points, ads,  and “incentive day” points.) 

Opinion 45 These stories, as the name implies, 

require the reporter to express his/her 

own opinion. However, they still must 

be based on reporting—getting facts, 

either from written sources or inter-

views. They usually require at least 

two written or interview sources.  

These stories are usually around 400 

words and are usually organized much 

like a persuasive essay in an English 

class. 

 Staff editorials 

 By-lined opinion articles 

 Columns 

 Reviews 

 Pro/Con articles 

Special 40 Special stories can be anything that 

doesn’t fit into the other categories. It 

could be a Q&A format story with 

only one interview, a “blurb” story, 

like “Top 10 things to do in Roches-

ter,” a humor story, etc. These stories 

usually are around 400 words total. 

They usually require at least one 

source. 

 Q&A 

 Lists 

 Humor 

 Sports Previews 

Briefs 30 Briefs are just what they sound like: 

brief stories, usually about 50-75 

words each. Reporters are usually as-

signed to write 3-4 briefs at a time. 

They usually give only the 5 W and H 

information and require only one in-

terview/source each. 

 School/news briefs 

 Sports briefs 

Sidebars 25 Sidebars aren’t stories at all, but addi-

tional, usually factual, information that 

accompany stories. They usually are 

under 100 words and require one 

source. There are many kids, but a few 

are listed to the right... 

 Poll/survey results 

 Bio boxes 

 Timelines 

 Fact boxes 

 Glossaries 

 Quote collections 



15 

Although there are six different categories and different types of stories within each category, 

there are general criteria for excellent, good, and developing writers: 

 

Excellent Writers 

(A) 

Good Writers 

(B) 

Developing Writers 

(C) 

 Use more than the required 

number of interview sources for 

type of story 

 Use more than the required 

number of written sources for 

type of story 

 Use an interesting/creative hook 

in the lead 

 Include the 5 Ws and H (or news 

peg for opinion stories) within 

the first 2-3 graphs 

 Establish a clear and interesting 

angle early in the story and stick 

to it 

 Use an organic organization for 

the type of story that moves the 

reader effortlessly through 

 Paraphrase facts 

 Quote opinion (excluding opin-

ion stories) 

 Include interesting quotes that 

add relevant information to the 

story; do not include trite or 

clichéd quotes 

 Include direct observation of 

EVENTS that put the reader at 

the scene 

 Attribute facts and others’ opin-

ions to the source 

 Avoid reporter opinion 

(excluding opinion stories) 

 Are fair and balanced 

 Use elements of creative writing 

(dialogue, narrative, imagery, 

etc.) to tell a compelling story 

 Use short, direct, effective sen-

tences 

 Use strong action verbs and spe-

cific nouns to create images 

 Put only one idea in a paragraph 

(short paragraphs) 

 Use excellent transitions  

 Use correct grammar and me-

chanics 

 Use correct AP style 

 Use the required number of in-

terview sources for type of story 

 Use the required number of writ-

ten sources for type of story 

 Use an interesting/creative hook 

in the lead 

 Include the 5 Ws and H (or news 

peg for opinion stories) within 

the first 2-3 graphs 

 Establish a clear and interesting 

angle early in the story and stick 

to it 

 Use an appropriate organization 

for the type of story 

 Paraphrase facts 

 Quote opinion (excluding opinion 

stories) 

 Include interesting quotes that 

add relevant information to the 

story; do not include trite or 

clichéd quotes 

 Attribute facts and others’ opin-

ions to the source 

 Include a bit of reporter observa-

tion gleaned during interviews 

 Avoid reporter opinion 

(excluding opinion stories) 

 Are fair and balanced 

 Use short, direct sentences 

 Use short, direct words 

 Put only one idea in a paragraph 

(short paragraphs) 

 Use good transitions  

 Use mostly correct grammar and 

mechanics 

 Use mostly correct AP style 

 Use the required number of in-

terview sources for type of story 

 Use the required number of 

written sources for type of story 

 Uses a hook in the lead 

 Include the 5 Ws and H (or news 

peg for opinion stories) within 

the first 2-3 graphs 

 Uses an appropriate organization 

for the type of story 

 Paraphrase facts 

 Quote opinion (excluding opin-

ion stories) 

 Attribute facts and others’ opin-

ions to the source 

 Avoid reporter opinion 

(excluding opinion stories) 

 Are fair and balanced 

 Use short, direct sentences 

 Use short, direct words 

 Put only one idea in a paragraph 

(short paragraphs) 

 Use appropriate transitions 

 Use mostly correct grammar and 

mechanics 

 Use mostly correct AP style 
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What Makes a Story Newsworthy: You will have a lot of choice about what you write for 

The Source. The Source is public forum for student expression and the editorial content is de-

cided upon by the Editorial Board. I insist on only one thing: that what is published is journalis-

tically sound. This means two things, really. First, that the stories are well written according to 

the journalistic standards outlined on the previous page. Any story that does not meet the re-

quirements of at least the “Developing Writer” by the time it reaches me will need to be re-

written, which means it may have to go in another issue, which means it may not still be 

timely… 

 

Which leads me to the next thing that meeting journalistic standards means. It also means that 

stories have to be newsworthy. Usually, a story will not be assigned if it doesn’t have some 

newsworthiness. However, how the reporter approaches and writes the story will also affect 

how newsworthy it is. So, these are the things that make a story newsworthy: 

 Timeliness 

 Proximity (nearness, local) 
 Importance (prominence) 

 Drama/Conflict 

 Variety 

 Names 

 Human Interest 

 Humor 

 

The first two, timeliness and proximity, are deal breakers. You will not get assigned a story 

unless it has at least one of these and usually both. Timeliness means that the story will be 

timely when it is published (which is usually about four weeks after you pitch the idea!). 

Proximity means that it happens at Stoney Creek and/or involves Stoney Creek students or 

staff members. So, if you want to write about something controversial—like abortion or legal-

izing marijuana—great! Just be sure that something having to do with abortion or legalizing 

marijuana happened or will happen close to the publication date and at Stoney or involving 

Stoney students.  

 

The other things are a little less important. Not every story will have all of them, but the more 

you can get into your story the more newsworthy it will be. Importance means that the event/

topic affects a lot of people. Sometimes this will be obvious (Homecoming), but sometimes 

you will have to write the story from an angle that directly explains the topic’s or event’s rele-

vance to students. Drama/conflict means that it involves drama or conflict. All sports stories 

should play up  this element because all sports involve competition. But any contentious event 

or policy, etc. can include drama/conflict. Variety means the event/topic is unusual—it doesn’t 

happen all the time. Names means that you want to name people and tell the story of a group 

through the individual. (It can also be the names of famous people, but we don’t write stories 

about famous people too much for The Source!) Human Interest means that the topic/event 

appeals to the readers’ emotions. My succinct and jaded way of explaining this is: kids, old peo-

ple, and pets. You get the idea. Finally, humor doesn’t need an explanation, really. The event/

topic can be inherently humorous, or you can write about it humorously. Obviously, this one 

doesn’t apply to every story! 
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How to Find an Angle: When you begin planning to write a story, it is very important to find an 

angle. An angle that takes a new and different approach to the topic AND incorporates as many of 

the elements of newsworthiness as possible is the best. One problem with writing for a school news-

paper is that, on the surface, the same things happen over and over every year. School starts, there 

are new staff members, scheduling is a pain, Homecoming happens, exams stress kids out, etc. How 

do you make these stories new and interesting? That’s what an angle is all about.  

 

Below are three ways you can brainstorm for an interesting angle: 

 

Option 1: Web 

Use a web like the one below to brainstorm different ways to approach the same old topic. The key 

to this working is to REALLY brainstorm, not just write down the first thing that pops into your head 

for each category and be satisfied with that! 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Option 2: Tell a Story 

Another option is to think about your topic like a story rather than like news. This doesn’t mean that 

you make things up, but that you think in terms of character, setting, conflict, plot, etc. You would 

answer these questions and build your story around them: 

 Who is the main character of your story? What are their physical and personality traits that are 

relevant to the story? 

 What conflict is the main character involved in? 

 What are the complications of the conflict? 

 Has the conflict been resolved? If so, how? 

 What is the setting of your story? What are the details of the setting that are relevant to the 

story? 

 Who are the minor characters? What are their contributions? 

 

Option 3: Give Me One Sentence 

Finally, a simple technique that actually comes highly recommended from professional journalists is to 

boil your whole story down to one short sentence with very specific guidelines. The sentence is pref-

erably three words, but may be as many as five or six. The formula is simple: 
 

Name a person as the subject + a DESCRIPTIVE ACTION verb + object of verb. 

 

For example: Mrs. Martin writes a staff manual. (not very newsworthy) Or: Mr. G transforms Stoney 

(very newsworthy...but probably not true. Yours should be newsworthy AND true!) 

Topic 

Trends Future 

Numbers 

($, stats)  

People 

History 

Comparisons 
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Organizing Your Story: There are several ways to organize your story. To determine the 

best organization, first you need to be clear what type of story you are writing. The easiest 

story to organize is the opinion story. Pretty much all opinion stories are organized like an 

English essay: intro (w/a thesis that is your statement of opnion), a body (w/ reasons and 

facts), and a conclusion. Since everyone has written many of these before, I won’t dwell on 

this type of story here. I will say, however, that you have to remember that your audience 

when you write for the newspaper (your peers, your teachers, the community) is quite differ-

ent than your audience for your English papers (your English teacher). Your English teacher is 

paid to read your essays, and will read them no matter how badly written or just boring they 

are. Your audience for the newspaper are not paid to read what you write and won’t if it 

doesn’t interest them.  Write accordingly! 

 

Another type of story is the special story. Because this one is “special,” it also usually has a 

“special” organization. The most that can be said about these is that they will ALL always have 

a lead. After that...it is pretty much open season. If you’re unsure of how to organize a special 
story, you should check with your editor or with me. 

 

Regular stories, however, deserve some attention. These are unlike most other things you 

have written. Since The Source publishes once a month, we do not usually write “breaking 

news” straight news stories. We usually write more feature-y type stories, even when we call 

them news stories. While each story should dictate its own arrangement and while you should 

never fall into a rut and start sounding formulaic, if you don’t even know where to begin, the 

organization below works pretty well for most stories: 

 

 A Brief Hook (see section on leads) 

 The 5Ws and H: These are: WHAT, WHO, WHEN, WHERE, WHY, and HOW. They 

are the basic news questions that should always be answered. Include as many as fit and 

make sense in the second (or maybe third) paragraph of your story. Sometimes the 

WHERE is obvious if the event is at school and you don’t need to include it. Sometimes 

the WHY and HOW are the same thing or will be answered in more depth later in the 

story and don’t need to be in the second paragraph. But you definitely want to include all 

of these when you can! 

 The Sexy Quote: No, it isn’t about sex! But it should be your most interesting—or pro-

vocative (hence, “sexy”)—quote and it should be early in the story, by the third or fourth 

paragraph at least! 

 Nut Graphs: These include all the details of the story. Nut graphs should be a combina-

tion of paraphrase of facts and quotations of opinion. They should also include background 

information—either from interviews or from written sources—that the reader should 

know to understand the story better. You will likely have several short nut graphs (ALL 

paragraphs in journalism are short, one-topic paragraphs, remember!) 

 Summary of What’s to Come: This is only needed if you have a contentious or con-

troversial topic with more than one side. This is one paragraph where you summarize the 

different opinions —which you will then quote in the next part... 

 Quote-Transition-Quote: Like the Summary of What’s to Come, you only need this if 

you have a contentious or controversial topic with more than one side. The step before is 
to summarize the different sides. This step is where you present the opinions, in the form 

of quotes, of each side. Between each quote, you must provide transitional paragraphs so 

that this part doesn’t sound like a list. 
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 What’s Next: If you are writing about an event that will have some follow up, you should 

include what the next step or event will be. For example, if you’re writing about Student 

Council Charity Week, the “What’s Next” graph may include when Student Council will 

present the money to the charities, what their next fund raiser will be, or what they may 

plan differently for next year—or all three. Be sure to ask what the next step is when you 

are interviewing! 

 The Kicker: News stories do not have a conclusion. In fact, straight news stories usually 

just end when you’re done presenting all the facts. However, since we usually write more 

feature-y type stories, as stated earlier, the story just feels better if there is something to 

bring closure. That’s what the kicker is.  It is hard to say exactly what you should do here. 

The “What’s Next” may be enough and may be a good place to end. Or, sometimes, you 

will get a good quote to end with. Or,  maybe you’re just clever and can think of some-

thing else. Whatever you do, do NOT do an “In conclusion…” type of ending or, even 

worse, what a I call a “cheerleading” ending. These are conclusions like, “So everyone 

come out and support the team” or “So congratulations to Student Council for a job well 
done.” Gag! You know you have strayed into this territory when your last paragraph has 

YOUR OPINION in it! 

 

In-depth stories will often use this basic organization, too. They are just usually longer and may 

have subheads, especially in the “nut graph” section. 

 

Leads: The one thing (ok—one of the MANY things) I will harp on all year is leads. Hopefully, 

you and your editor will be very picky about these, too. If not, do not be surprised to get your 

final copy back from me with your lead crossed out with a note that says “rewrite”! It happens 

a lot.  

 

Why? Because when you are writing for a real audience—a real audience, by the way, of teen-

agers who would usually rather do anything than read—you have to grab their attention right 

away or they won’t read your story.  

 

So, to help you both hook your reader AND to avoid that big X through your lead, here are 

some tips: 

 

DON’T EVER, EVER DO THESE! 

 

THE “IMAGINE” LEAD 

     These leads start with, “Imagine…,” “Have you ever…” or “What if…” statements (among 

others). They often pose a hypothetical situation for the reader. These are triply bad because 

as a newspaper, we deal in FACTS, not hypothetical situations, these types of leads also fre-

quently commit the style sin of using “you,” and to top it all off, these leads frequently are in 

the form of a question—another type of bad lead. 

   Example: Imagine you worked all week on a newspaper story and then wrote a most awful and 

stupid lead possible. Would anyone read the story? Would you get a passing grade? 

 

THE QUESTION LEAD 
     Don’t lead with a question. It is a cop out. You know you’ve been starting every English 

essay this way since 8th grade just so you can get the 5 points for having some type of hook— 
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Even if it is the most lame hook ever. It’s bad enough you make your English teacher suffer 

through this; don’t expect readers to! Also, like the “imagine” lead, questions often use “you.” 

Very bad.  

 

THE FICTIONAL-SCENE-I-COULD-HAVE-OBSERVED-HAD-I-BEEN-A-MORE-DEDICATED

-REPORTER LEAD 

     Scene descriptions are a great way to start—IF you actually observed the scene! If not, you 

are writing fiction, which we don’t do on the newspaper, and it’s a bad lead. So, don’t write a 

lead about what the basketball team said/did in the locker room before the game...unless you 

were THERE. Don’t write a lead about Suzy Student rolling out of bed at 5 A.M. and throwing 

on sweats to trek to school for swim practice...unless you were THERE (and what exactly 

were you doing in Suzy’s room at 5 A.M. anyway?). Don’t write a lead about a class of hooli-

gans harassing a substitute...unless you were THERE. And, oh, I WILL know… 

     Closely related to this lead is the But-Wait!-This-Didn’t-Really-Happen lead, which poses a 

fictional situation then—gotcha!—reveals it never really happened. That’s just cheesy. 
 

THE COMPLETELY IRRELEVANT DESCRIPTION LEAD (aka “Weather Reports”) 

     Sometimes in an effort to write an interesting descriptive lead, students come up with a 

great scene...that has NOTHING to do with the story! I also call these “weather reports” be-

cause often they have to do with the weather. (i.e. “It was a cold, brisk day with the brightly col-

ored leaves falling to the ground faster than snow in a blizzard when  Suzy Student won the scholar-

ship for her artwork.”) This is the “It was a dark and stormy night” cliché from creative writing 

twisted for journalism. It is usually a nice try, but still cliché...and more importantly, irrelevant 

to readers. 

     Closely related to the Completely Irrelevant Description lead is the Possibly Relevant But 

WAY Too Long Description lead. This is a lead that could work...if it were only 30-40 words 

long! 

 

THE HERE’S-SOMETHING-EVERYONE-ALREADY-KNOWS LEAD 

     Avoid starting with the obvious. For example, “It’s spring again…” or “Now that it’s win-

ter, the snow is falling again and students are bound to get in accidents,” or “School is starting 

again and kids are picking out their classes and their new clothes.” (For all you AP Language 

kids, yes, that is a nice zeugma, but still no good for journalism!) These types of leads make the 

reader say, “Duh!” and then move on. Leads that begin with the WHAT with no discernable 

angle also fit into this category. If, for example, you were writing a story on Michigan Merit 

Exam/ACT, you shouldn’t begin with a lead like this: “This March, all juniors will take the Michi-

gan Merit Exam and ACT.” Why would readers want to waste their time reading a story about 

something they already know? 

 

THE GENERALIZATION LEAD 

     Leads that are broad generalizations are no good. They are boring and very often opinions. 

Or, they are so general that they fall into the Here’s-Something-Everyone-Already-Knows lead 

category or are outright logical fallacies. Here’s a clue that you’ve written a lead that is too 

general: If you use words like “students,” “student body,” “people,” or “teenagers,” you may 

be writing a general lead. The worst type of Generalization lead is the Long-winded Generali-
zation lead (see example 3). 
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     Examples: 

     Teenagers every where look forward to getting their drivers licenses. (Opinion and logical fal-

lacy—not all teens look forward to this.) 

 

     Students will watch the Homecoming game against the RHS Falcons this Friday at Cougar Sta-

dium. (All students? If not, who in particular? Give me a name!) 

 

     For centuries, people have wondered about the origin of God. Ancient peoples worshipped and 

feared nature. The first civilizations created pantheons of anthropromorphic beings who they believed 

ruled and interacted with humans. The Hebrew people eventually came to worship only one God, who 

they called Yahweh. About 2000 years ago, many people believe Jesus was born, ushering in the Chris-

tian religion. On December 25, Christians will celebrate this momentous birthday with traditional 

Christmas trees, gifts, and parties. (This sounds like a research paper—a long, boring research 

paper—not a news story! Plus, it includes opinion [momentous birthday], a logical fallacy 

[implying all Christians celebrate with trees, etc.], AND when it finally does get to the point, it 
tells the readers something they already know!) 

 

THE QUOTE LEAD 

     Like The Question lead, The Quote lead is usually a cop out. Most quotes reporters get 

are not interesting enough to begin a story, unfortunately. Not to mention that it is a rare 

quote that can isolate the focus of the story, capture the proper tone for the story, AND also 

hook the readers! So, don’t use quote leads. It’s your job to write a lead that creates a focus 

and tone for your story, not your interviewee’s job. 

 

SO, WHAT KIND OF LEAD SHOULD YOU USE? 

 

On the next page, I have listed several leads you SHOULD try to use as well as examples of 

each. But, in general, your lead should: 

 Capture the reader’s attention with the first sentence 

 Make the focus/angle of the story clear 

 Set a proper tone for the story 

 Be short. In general, a lead should be no more than 5-10% of the total number of words of 

the story. If your story is 500 words, that means your lead should be between 25 and 50 

words. 

 Be specific. Some of the best leads name a person in the lead. This helps the reporter fo-

cus on an individual to tell the story, which is an old tried and true journalism technique. 

 Be different than the lead you wrote for your last story...and the one before that...and the 

one before that.  In other words, don’t get in a rut. Try new things! 

 

You should also remember to include the 5 Ws and H (who, what, when, where, why, how) 

early in the story. Traditionally, journalists would do this in the lead. Professional journalists 

who are writing inverted pyramid breaking news stories still can do this. Just look at any front 

page of a newspaper for examples. But since we don’t usually have breaking news and rarely, if 

ever, use inverted pyramid arrangement, the 5 Ws and H more often come in the second or 

third paragraph of our stories—after the interesting hook.  
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Use These Leads! 

Type/Description Example 

Descriptive Lead: This lead is great...IF it is something 

you actually observed and creates action or sensory details 

that put the reader at the scene. The key to these leads is 

strong action verbs and specific details. Notice how the lead 

(right) about a NHS Christmas visit to a day care accom-

plishes this. 

Shy at first, the 4-year-old tottered from behind the protective 

shield of his teacher’s khaki trousers, past the baby dolls, the 

record players and the musical toys to the lime-green stuffed 

alligator. A quick tug and a flash later, again behind the khaki 

trousers, he was hugging his new friend. (from The Radical 

Write, p. 38) 

Narrative Lead: Closely related to the descriptive lead, 

this lead NAMES a LOCAL person and narrates what they 

are doing. An added bonus is to include dialogue (but re-

member it has to be REAL dialogue). Also like the descrip-

tive lead, you need to OBSERVE events to write this lead 

well. 

   Even with 50 years of classroom experience retiring Crockett 

High School home economics teacher Minta Palmer couldn’t get 

Debra Favors to bite into a slice of mango. 

   “What does it taste like?” asked Favors, on of 24 second-year 

food students who had just prepared a glazed ham dinner. 

   “It tastes like peaches,” said Mrs. Palmer. “It’s my gift to you.” 

   “Well, I hate peaches,” Debra complained. 

(from The Radical Write, p. 50) 

Suspense Lead: My personal favorite, this lead makes the 

reader wonder what’s going on—in a good way. It may em-

ploy either narration or description or both. However, the 

key to this lead is keeping it short—usually VERY short. 

It only took a second. 

 

 

Michelle Shafti remembers the first time the jets flew over Beruit, 

her home town. 

(both from The Radical Write) 

Witty Words Lead: This lead works best for light-

hearted feature stories or opinion stories. It is usually based 

on a pun, famous saying twisted to the story’s purpose 

(twist wit), or an allusion. A word of warning, however: 

Witty Word leads only work if they are actually witty! 

For Germans trying to lose weight, the wurst is yet to come. 

 

 

Sherlock Holmes did it. So did Albert Einstein, Hugh Hefner, Bing 

Crosby, Gen. Douglas MacArthur, President Gerald Ford, and 

Popeye the Sailor…  

(both from Inside Reporting, p. 45) 

Simile/Metaphor Lead: This type of lead is closely re-

lated to the Witty Words lead, but it can be used in more 

serious stories. It is a lead based on a comparison. The key 

is to make sure your comparison is NOT cliché and IS still 

short. 

Like a doctor feeling for a pulse, Dave Honaker lays his hands 

on the side of tthe plastic hose. It begins to vibrate as pebbles 

and dirt rush through. It shudders a bit, then is still… 

 

(from Inside Reporting, p. 227) 

Striking Statement Lead: Most often, this lead is used 

with stories that have some type of striking statistic and 

they tend to work best with more serious stories (but can 

be used with feature stories, too). Again, the keys are to 

make sure your statement really IS striking and to keep the 

statement short. 

She’s throwing up again. 

 

One in four Americans will be infected with a STD at some point 

in their lives. 

 

Before Toma Petre’s relatives pulled his body from the grave, 

ripped out his heart, burned it to ashes, mixed it with water and 

drank it, he hadn’t been in the news much. (all from Inside Re-

porting) 

The How/Why Lead: If all else fails and you can’t come 

up with anything really creative for your lead, at least make 

sure you focus on the HOW or WHY instead of the  

WHAT. These leads will either begin with or include 

words/phrases such as “because,” “in order to,” “as a re-

sult,” etc. 

The Pentagon has ordered 1,500 additional troops to Iraq to 

provide security in advance of the upcoming election, military 

officials announced Wednesday. 

 

(from Inside Reporting, p. 44) 
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Design 

 

The third “duty” that everyone has is to design. You may not have gotten into newspaper to 

do design. In fact, you many not even have realized that the newspaper staff designs all of the 

layouts that you see in the paper! But, we do. And so will you. 

 

Design is actually very important. You can write the best story ever, but if it is a gray block of 

text with no pictures, graphics or even interesting headline, no one will ever read it. When we 

talk about design, we talk about the story package, and that is what you have think of your 

story as, from the time that you pitch it—a beautiful package, like a gift the reader can open! 

 

There are many specifics to creating a good design, much less translating your design to a pro-

fessional looking page on InDesign, our layout program. However, below are some general 

guidelines. 

Excellent Design 

(A) 

Good Design 

(B) 

Developing Design 

(C) 

 A thoughtful maestro plan is 

completed 

 A creative and visually interest-

ing dummy is completed, plan-

ning for all items: text, photos, 

art/graphics, sidebars, etc. 

 Dummy may or may not use an 

inspiration layout, but it fits the 

content of the page and is crea-

tive 

 Design uses CRAP well 

 Design uses modular story 

packages 

 Design has a clear CVI 

 Design features the lead story 

 Design includes several action 

photos and possibly other pho-

tos 

 Design includes at least one 

VISUAL (not just text) sidebar/

infographic for each story 

 Design uses a headline hierar-

chy 

 Design uses different types of 

headlines (main, kickers, ham-

mers, subheads, etc.) 

 Design follows all the standard 

specs for text, headlines, by-

lines, captions, pulled quotes, 

etc. 

 Finished design is complete, 

neat, visually interesting, and 

creative 

 Editor/adviser did NOT work 

on design 

 Maestro team worked well 

together 

 A thoughtful maestro plan is 

completed 

 A visually interesting dummy is 

completed, planning for all 

items: text, photos, art/graphics, 

sidebars, etc. 

 Dummy uses an inspiration lay-

out that is a good match in 

terms of content 

 Design uses CRAP 

 Design uses modular story pack-

ages 

 Design has a clear CVI 

 Design features the lead story 

 Design includes several 

(preferably action) photos 

 Design includes at least one 

VISUAL (not just text) sidebar/

infographic 

 Design uses a headline hierarchy 

 Design uses different types of 

headlines (main, kickers, ham-

mers, subheads, etc.) 

 Design follows all the standard 

specs for text, headlines, bylines, 

captions, pulled quotes, etc. 

 Finished design is complete, 

neat, and visually interesting 

 Editor/adviser did NOT work 

on design 

 Maestro team worked well to-

gether 

 A maestro plan is completed 

 A dummy is completed, planning 

for all items: text, photos, art/

graphics, sidebars, etc. 

 Dummy uses an inspiration lay-

out 

 Design uses CRAP 

 Design uses modular story 

packages 

 Design has a clear CVI 

 Design features the lead story 

 Design includes at least one 

(preferably action) photo 

 Design includes at least one 

sidebar/info graphic 

 Design uses a headline hierarchy 

 Deign uses properly placed 

headlines 

 Design follows all the standard 

specs for text, headlines, by-

lines, captions, pulled quotes, 

etc. 

 Finished design is complete, 

neat, and professional looking 

 Editor/adviser did NOT work 

on design 

 Maestro team worked together 

well 
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Types of Pages: Like stories, not all designs are created equal. So, like stories, not all page 

designs are worth the same number of points, although for each issue, you want to try to earn 

50 points for design or make up points by doing extra in one of the other contract areas. The 

pages break down this way: 

 Centerfold: This is worth 60 points. It is two pages (although laid out like one) and often 

has challenges. It is one of the pages that we want to be sure is designed really well 

(although we want all our pages designed well!) 

 Front Page and Back Page: These are both worth 55 points. Both of these pages have 

color, which means that designers have to know how to work with that. Also, because 

they have color and because the front page IS the front page, they are both highly visible 

pages.  

 Regular Inside Pages: These are worth 50 points each. A “regular” page is one that has 

a different (or mostly different) design each issue.  

 Template Page: These pages are worth 45 points each. Page 2 and Page 4 do not take 

much planning because they are usually the same each issue. Page two has the Q&A, briefs, 
jumps, and ads. Page 4 has the masthead, staff editorial, Grrr&Prrr, and another opinion 

piece and/or a cartoon.  

 Ad Page: Any page that is made completely of ads is worth 30 points to layout. 

never done design or layout or even seen a publishing program, you may be a little intimidated 

at first. We will have lessons on design in class, but there are some (kinda) easy steps you can 

take to fake yourself through most of it: 

 

Beginners’ Steps to Page Design: 

1. When you are assigned a page, go to the Production Schedule posted in the room and 

write down everything that is listed for your page—stories, sidebars, photos, art, ads. Be 

sure to write down the length of the stories and size of ads (you will determine the size of 

sidebars, photos and art yourself). 

2. Find an inspiration layout! There are many ways you can do this. You can use any print 

version of a newspaper you have. You can go to my blog and use a link to a site like News 

Page Designer. You can go to the NSPA website or use the Best of the High School Press 

books in the room to find outstanding student designs. When you look for an inspiration, 

however, you have to keep in mind what’s on your page—how many stories and how 

many and what types of pictures. If you have three stories, two pictures, and a sidebar, you 

will want to find an inspiration layout with three stories, two pictures, and a sidebar. As 

you get better at design, you may be able to take only parts of a design that you like, but 

for the first few times, you should aim to be able to use the inspiration as closely as possi-

ble. 

3. If you are new to design, resist any urge to just go it alone without an inspiration! 

4. Once you have an inspiration, figure out how much room each of your stories will take up 

on the page. To do this, divide the number of words by 43. This will tell you how many 

column inches (those little boxes on the dummy layout sheet) the story will fill up. If you 

don’t do this, you will likely estimate too much or too little space. Then you will either 

end up with huge unfilled spaces on your page, or you will end up cutting off a lot of a 

story.  

5. Next, place the folio on the dummy and any standing element.  This includes ads. 
6. When you have placed the folio and standing elements and you know how long each story  



25 

is, decide which story is your lead story. Usually, it is the longest. Check to see whether or 

not you have a picture, sidebar, etc. to go with this story. Hopefully, you have at least a photo! 

Now place this story on your page. You should try to make everything as much like the lead 

story on the inspiration page as possible. Be especially careful of reducing the size of the inspi-

ration layout’s lead photo or artwork! This can really  mess up the design.  

7. Decide which of your stories is the secondary story. Decide which is the inspiration design’s 

secondary story. Place your secondary story on the dummy as much like the inspiration’s sec-

ondary story as possible. 

8. Continue like this until you have placed all your stories, photos, artwork, etc. and have a 

completed dummy! 

9. As you work, remember that if you change very much about the inspiration for your 

dummy, you might just as well not have an inspiration. Especially avoid making the CVI a lot 

smaller, making a secondary photo or artwork much bigger, deleting a big photo, piece of art, 

headline, etc., or  adding a photo, piece of art, headline, etc.  

10. Once you complete a dummy, you will give it to your editor and they will comment on it. 
You will make any necessary changes and then transfer your dummy design to a real design on 

InDesign (which is a whole other story…) 

 

Oh, CRAP! As you learn design, there is a simple acronym that you can remember to help. It 

is CRAP: 

 

 Contrast: The contrast can be in colors, shapes, sizes, space, line thickness, etc. The key 

is to make a BIG contrast! 

 Repetition: Repetition creates consistency. One way publications create repetition is 

through using standard body text, headline font, folio lines, and standing head styles. But 

you can also create repetition in your own design.  

 Alignment: Alignment creates unity—it makes the design seem like one cohesive whole 

rather than separate parts. Alignment means that every element should be placed purpose-

fully, not randomly. It means every element should have a visual connection with another 

element (repetition is one way to do this, by the way!) 

 Proximity: Proximity also creates unity. When items are placed next to each other, they 

become one visual element, rather than individual pieces. For example, one larger picture 

and one smaller picture placed next to each other can crate one large CVI. If the larger 

picture and smaller picture were separated by text or white space, they would look dis-

connected AND compete against each other. Designs should not put items of similar size 

in opposite corners or in the middle of a design leaving equal white space between items. 

(But remember, items should not normally touch—items should be separated by at least 

one pica of space.) 

 

Advertising 

 

Everyone on the staff is responsible for selling advertising. It is the only way we get money—
and we need about $10,000 to $12,000 a year.  Each issue, 30 of the 200 issue points are de-

voted to selling an ad, but it gets a little more complicated than that. Here is what you need to 

know: 
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 If we need to earn $10,000 for the year and we have 25 students in the class, each student needs 

to sell $400 worth of ads per year or $100 per marking period. This should be every student’s 

goal.   

 If you sell an ad for an issue—of any size—you earn 30 points.  

 If you sell more than one ad per issue, you earn 30 points each. Points for ads are the only 

type of extra credit that can be added on top of your issue grade—and then there is 

a cap! This is because not everyone can sell an ad for every issue. We wouldn’t even have 

enough space for stories! So, let’s say you didn’t sell an ad for the September issue. You wouldn’t 

get the 30 points for ads for that issue. But let’s say you sell TWO ads for the October issue. 

Then you would get 60 points for ads for the October issue, and I would include that extra 30 

points in your final issue grade. You, therefore, make up the points you missed in September. 

This can even be retroactive for another marking period. If, for example, you don’t sell any ads 

for the first marking period, but sell $200 worth of ads in the second marking period, I will go 

back in my grade book and give you full credit for your ad grades in the first marking period, too. 

 Essentially, try to sell $400 in ads a year. If you do, you will (eventually) get full credit for adver-
tising. You can get some extra credit, too, but this will be capped at 10% of your semester grade. 

 You may get lucky and sell an ad to a company that wants it to be placed in several issues. You 

get credit for every issue it is placed in. You could sell an ad at the beginning of the year, there-

fore, and not have to worry about it again. 

 You are responsible for everything having to do with your ad. That means contacting the com-

pany, designing the ad if it needs to be, making sure it is ready to be placed on the appropriate 

page, and billing the company and/or sending an issue after it is published.  

 If you cannot sell an ad for an issue, you can earn some points by contacting companies. There is 

a Advertiser Contact sheet you will have to turn in to get credit for this. 

 Remember that if we run out of money, we can’t publish! How much we can do with the number 

of pages, color, etc. is completely dependent on how much advertising we sell.  

 Oh, and the BEST times to sell are the first semester. After that, it gets much harder. 

 

Class Participation 

 

Thirty-five of your 200 points for each issue come from class participation. This is different from 

the “time cards” you hand in each week! There are two things EVERYONE has to do each 

month, both worth 5 points each. They are: 

 Find and analyze an inspiration story 

 Find and analyze an inspiration layout 

 

It’s best to make these useful to you and to “double up.” You will usually look for an inspiration lay-

out for your dummy anyway. You can use that for this assignment, too. For your inspiration story, if 

you are assigned to write a feature or a sports story, find a feature or a sports story that you can use 

as an example for your own and for your class participation assignment.  

 

In addition to these two assignments, you can do any of the following to ad up to 35 points: 

 Have a job (25 pts.) 

 Do an extra beat report, observation, or photo op (5 pts. each) 

 Take a NewsU course you haven’t taken (5 pts. Each) 

 Take a current event quiz (5 pts. Each) 

 

You can do any combination of these to total your 35 points, including extra inspiration stories or 

layouts. However,  all points listed are points POSSIBLE, and you MUST include evidence for any ac-

tivity to get credit! 
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THE 

SOURCE job descriptions          

NAME: ___________________________________________ DATE: ___________________ 

 

Below is a list of jobs available on The Source, the job descriptions, and the qualifications. If you 

wish to apply for one of these positions, you must submit the attached application on or be-

fore the due date. 

 

MANAGING EDITOR 

 

Job Description: The Managing Editor basically keeps the staff organized and on deadline—

sort of like the staff mother.  (Note: the adviser is NOT your mother!) Like your mother, the 

main jobs of the Managing Editor include nagging,  organizing the schedules and checking to see 

everyone is on track, showing people how to do stuff because you won’t always have him/her 

around to do it for you, mister!, settling minor disputes before they come to fist-i-cuffs, feed-

ing (or, rather, organizing feeding), being thoughtful to those who feed us and/or help in other 

ways by writing thank yous, encouraging, lending a shoulder to cry on, and (metaphorically) 

whupping those who need it upside the head. Specifically, the Managing Editor will: 

 Attend and run all Editorial Board meetings, including ones after school 

 Make the issue “book” 

 Make sure all stories, photos, and artwork are assigned 

 Make the production schedule 

 Make sure all advertisements are assigned a page each issue 

 Check all intermediate deadlines 

 Make sure all pages have had a final check by section editors and have been exported 
to the proper folder as PDFs 

 Send the PDFs to the printer 

 Make general announcements at beginning of class 

 Field questions/problems about general production of the newspaper (writing, design, 

photography, etc.) 

 Organize layout party snacks 

 Make sure thank yous get sent for “layout party” snacks 

 Organize monthly party, birthdays, and general bonding activities 

Qualifiations 

 Should have at least one year experience on staff 

 Should have excellent knowledge of journalistic writing, journalistic style rules (as well 

as regular rules of usage and mechanics), design rules/concepts, InDesign, Photoshop, 

Illustrator, and digital cameras 

 It is preferable that the Managing Editor has attended the MIPA or NSPA summer 

camps at least once; however, this is not a requirement 

 Must have attended the summer editor workshop 

 Must have excellent attendance 

 Must be able to attend all (or most) of the “layout parties” 

 Must be organized and detail oriented 
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 Must be able to work with all staff members, including “laying down the law” in a diplo-

matic way when necessary 

 Must show leadership and set an example for the rest of the staff with his/her dedica-

tion and work ethic 

 

SECTION EDITORS 

 

Job Description: Section editors are in charge of one of the four sections of the newspaper 

(School, Opinion, Lifestyles, and Sports) and are ultimately responsible for the content and 

design of their pages. Specifically, the section editors will: 

 Run the section brainstorming meetings and take notes to bring to the Editorial Board 

meetings 

 Attend all Editorial Board meetings, including any after school 

 Make all content decisions for his/her section with the input of the Editorial Board 

 Oversee maestro teams for his/her section, including making sure all stories, pictures, 

sidebars/info graphics, illustrations, artwork, etc. are assigned for all pages in section 

 Meet with all reporters in his/her section for all intermediate deadlines; give deadline 

information to Managing Editor 

 Coach all reporters and edit all stories in his/her section 

 Coach all maestro teams and ok all page designs 

 Help with the stories/designs in his/her section whenever needed 

 Attend all “layout parties” (unless all pages in his/her section are finished) 

 Run final check of all pages in his/her section, make any corrections that are needed 

(and note corrections for adviser), export the pages in his/her section as PDFs to the 

correct folder 

 Conduct the team issue critique and debriefing, revisit previous month’s goals, set the 

next month’s goals for the section, take notes, and report the issue critique and de-

briefing comments to the whole staff 

Qualifications: 

 It is preferable that section editors have at least one year experience on the staff, but it 

is not mandatory 

 It is also preferable that section editors have attended the MIPA or NSPA summer 

camps, but, again, it is not mandatory 

 Should have good knowledge of journalistic writing, journalistic style rules (as well as 

regular rules of usage and mechanics), design rules/concepts, photography, InDesign, 

Photoshop, and Illustrator 

 Must attend two-day summer editor workshop 

 Must have excellent attendance 

 Must be able to attend all “layout parties,” unless all pages in his/her section are com-

pleted 

 Must be able to work with all staff members and be able to give constructive criticism 

diplomatically 

 Must show leadership and set an example for the rest of the staff with his/her dedica-

tion, work ethic, and mad journalistic skills 

 

Magazine Editor 
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Job Description: The magazine editor does basically the same things section editors do and 

should have the same qualifications. The difference is that the magazine will be published once 

a marking period rather than every issue. Each magazine will focus on one topic in-depth. 

Deadlines are different (and usually longer) for the magazine. There may be co-editors in this 

position and/or editors may change for each magazine. 

 

Online Editor 

 

Job Desctiption: To be honest, I’m making this up as I go since this will be our first year 

online. So, anyone applying for this position should expect modifications throughout the year 

to your job duties. Essentially, this person will perform for our website what the other editors 

perform for the print editions. The qualifications are essentially the same, except that the 

online editor will obviously have to have knowledge of how to design and post things to the 

web, most likely using Dreamweaver. Also, the online editor will also have to be comfortable 

with multi-media, including digital photography, digital video, and video editing software (most 

likely Final Cut Pro). This position may have co-editors. 

 

Circulation Manager 

 

Job Description: The circulation manager oversees circulation—which means making sure 

everyone gets their Source! Specifically, the circulation manager will: 

 Create and maintain the subscription, free issues, and exchange issues database 

 Correct any problems with subscriptions/circulation 

 Organize delivery and make sure all subscriptions, free issues, and exchange issues get 

delivered promptly each month; print labels, if necessary 

 Organize in-school delivery each month 

 Stack and maintain the news stands 

 Make sure local businesses get copies for patrons to read (i.e. Starbucks, etc.) 

 Make sure 30 issues each month are saved and the rest are recycled and cleared out of 

the lab (after 2 months!) 

 File exchange papers each month; maintain exchange paper file 

Qualifications: 
 Must be organized 

 Must have knowledge of Excel and how to complete a mail merge  

 Must be able to give orders diplomatically! 

 

Columnists 

 

Job Description: Columnists will write a an additional story each month for a column which 

they have pitched and have had approved by the adviser and the Editorial Board. Some col-
umns may remain the same from year to year, such as the “Call,” “On the Spot,” or “Molly vs. 

___.” The column will be treated and graded like a story (duh!), but it will be considered a job 

in that the grade will count as a job grade. Also, because it is considered a job grade, colum-

nists will also usually be assigned another story each month and will still be required to pitch 

ideas (OTHER THAN the column idea), etc. Some columns may run every other month. You 

may apply for a columnist position even if you are applying for another job—for example, if 

you  
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want to be the circulation manager AND a columnist (two different applications are required).  

There can be as many columnists as there are interesting ideas and qualified writers. If you got 

into journalism because you love writing, this job is for you!  

Qualifications: 

 Must have excellent “news sense” and originality in order to pitch a column idea that 

will have material and be interesting every month to the readers. This will usually mean 

that columnists will have some specialized knowledge, such as sports, technology, poli-

tics, autos, music, interview skills, etc. 

 Must have excellent writing skills. Columns are usually opinion or analysis, not straight 

news, so columnists must be comfortable with that type of writing. Of utmost impor-

tance is an engaging and original “voice” as a writer. 

 Must pitch a column idea (or claim an old one) AND submit two “tryout” columns—

one for the first day issue and one for the September issue. 

 

Photo Editor 

Job Desciption: The Photo Editor will attend Editorial Board meetings and be responsible 

for assigning all photography. The Photo Editor will also trouble shoot with the photogra-

phers, check out and check in equipment, and check all photo deadlines. The Photo Editor will 

make sure camera batteries are charged and everything is in working order. The Photo Editor 

will help with choosing photos and manipulating them in Photoshop. After each issue, the 

Photo Editor will organize the photos and burn them to a disk for archiving. 

Qualifications: 

 Must be able to attend Editorial Board meetings 

 Must be organized 

 Must have knowledge of the photography equipment and how to care for it 

 Must have working knowledge of  Photoshop 

 Must understand the principles of good photo composition 

 Must attend after school photography workshops in September 

 

Photographers 

Job Description: The position of photographer will be filled ONLY if there applicants who 

meet the qualifications. The first photography position to be filled will be Sports photographer, 

so every applicant must be willing and able to take sports photos. After Sports photographer, 

News photographer will be filled. There will be no more than two photography positions 

filled. Photographers will be responsible for attending and photographing school and/or com-

munity events. 

Qualifications: 

 Must attend ALL after school photography workshops in September 

 Must be able to attend school events (w/press pass and at no charge)—usually after 

school 

 Must understand how to work the Rebel SLR digital camera (will be explained at work-

shop) 

 Must understand good photo composition (will be explained at the workshop) 

 Must understand how to download pictures, do basic manipulations in Photoshop, and 

save pictures (will be explained at workshop) 

 Must be responsible and care for VERY EXPENSIVE camera equipment! 
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How the application process works 

 Make sure you attend events/do the activities that are required for the particular job 

you are interested in (Note: most jobs have summer activities!) 
 Complete the application and turn in t0 me by the due date. No applications will be 

accepted after the due date. Everyone must apply. No jobs carry over from 

year to year! 

 Show your stuff as you work on the September issue (and maybe even the First Day 

issue—the more I see of your work, the better chance you have of getting the job). 

Your work on the September issue is your “internship” time. I will be watching to see 

how you meet deadlines, how you work with others, how you give and accept con-

structive criticism, how you use class time, how you demonstrate leadership, how well 

you write, how well you understand design, etc. (I know. Creepy isn’t it?) 

 Sometime during the month of September, you will have brief interview with me. 

 After the September issue, I will consider your applications, your interview, and your 

work and assign jobs. You will be notified in a surprising and mysterious way… 
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The 

Source job  application 

Name: ____________________________________________ Date: ___________________ 

1. List all positions you have held on The Source staff and the year in which you held them: 

 

 

 

 

 

 

2. List the positions for which you are applying, giving your first choice first, etc. 

 

 

 

 

 

 

3. Check all that you have attended: 
 ___ MIPA summer camp (year: ______ class: ____________________________) 

 ___ Other summer camp (camp: ________________ class: _________________) 

 ___ Before school workshop at Stoney 

 ___ Other before school work (wrote a story, layout, etc.) 

 

 

3. On a separate sheet of paper, type your answers to the following questions. Keep each an-

swer to 200 words or less: 

 

 What leadership positions have you held? How have they prepared you for the responsi-

bilities of the job for which you are applying? 

 What is your vision for The Source for this year? How would you use the position for 

which you are applying to help realize this vision? 

 What other specific qualities would you bring to this position? 

 What extra-curricular activities are you involved in (including after school jobs)? How will 

you balance these activities with the duties of the job for which you are applying, especially  

your responsibilities after school? 
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There are three basic grades in this class: class participation, individual issue grades based on 

working portfolios turned in each month, and the group issue grade. However, each of these 

basic grades gets a little complicated. The particulars of each are explained below. I will use a 

weighted scale to determine your final grade. Class participation will be weighted 15 percent, 

individual issue grades will be weighted 75 percent, and the group issue grades will be weighted 

10 percent. 

 

The Class Participation Grade 

 

If you haven’t been on newspaper before, you will find it is a class unlike any other. The class is 

hardly ever sitting down together working on the same thing. Everyone is working on his/her 

own assignment, everyone is working at his/her own speed, and everyone is working on his/her 

own particular job. So, to make sure that everyone is actually WORKING—on actual newspa-

per stuff—each week you will hand in what I call a timecard. On your timecard, you will list 

what you worked on each day. Every Friday (or the last day of every week), you will hand in 

your timecard and attach all work that you can show. You will earn up to two points a day for a 

total (usually) of 10 points per week. These grades, as stated above, will total 15 percent of 

your final marking period grade.  

 

You should note that you will NOT be graded on your actual work when you turn it in. Often, 

it will not even be done but will be in progress. I am ONLY grading the fact that you accom-

plished something each week, not the quality of your work. I will grade the quality of your work 

when I give you your individual issue grade. 

 

Working on newspaper-related activities during class is, therefore, very important because 

these weekly grades cannot be “erased” simply because you eventually finished everything on 

time.   

 

To encourage you to really use your time well, I have also built in a reward system similar to 

what teachers have: Incentive Days. An incentive day is a day you earn during which you do 

NOT have to work on newspaper stuff during class. You can sleep, work on other homework, 

etc. (NOTE: This does NOT mean that you can wander the halls or cause general mayhem and 

havoc. Also, incentive days CANNOT be used on any final deadline day, even if you have all of 

your own work done—mostly for your own safety! If you’re sitting around when everyone else 

is stressed out, they will likely hurt you.) You can earn points toward an incentive day for turn-

ing in assignments BEFORE the actual final deadline, if you earn a “story star,” a “page star,” or 

a “photo star,” or…if you just did something I can’t think of now that is really cool and de-

serves to be rewarded. When you earn five points, you get one day. You can then take that day 

whenever you want, except for final deadline days, as stated above. If you earn one or more 

incentive day but don’t use it, then you can “turn it in” at the end of the marking for extra 

credit. 

 

THE 

SOURCE grading procedures        
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The Individual Issue Grade 

 

This one is the biggie. Your working portfolio, basically, contains EVERYTHING you did—all 

work, all drafts, all checklists, etc.—for each issue. For convenience, it should also contain 

your staff manual and deadline calendar as well as important class handouts, but you may 

choose to keep these in a different folder. 

 

What you need: 

 A three-ring binder. I suggest at least two inches. 

 Dividers, preferably with pockets 

 

How it’s organized: 

 Each month, you will file all of your work—including drafts—in the appropriate sec-

tion. You will also include your issue contract and evaluation. Your work should be 

filed in the order that each type of assignment is listed on the contract.  The order is: 

 Issue contract and evaluation  

 Reporting documents (brainstorming, interview confirmation sheets, inter-

view questions, interview/observation notes)  

 Writing (story tracking sheet for every story, stories with ALL drafts) 
 Design/Layout (maestro plan, page dummy [all drafts and inspiration], edi-

tor’s page draft, copy-editing page draft, final page) 

 Advertising (copy of ad contract for that month, call list or visit confirma-

tions if no ad, unsealed envelope with a copy of the newspaper and bill, if 

applicable) 

 Job/Class Participation (everyone must have at least one inspiration design 

and inspiration story per month; those with jobs will have material relevant 

to their jobs; those without jobs will contract for other class participation 

options) 

 

 If you choose to include your other staff manual information, you should also have sec-

tions after the sections listed above for each of the following: staff manual, deadline cal-

endar, handouts 

 

How it’s graded: 

 You will hand in your completed working portfolio to me on the due date after each 

issue 

 I will consider your contract for that month and your evaluation 

 I will assign you a grade for each section, based on whether or not you met the condi-

tions of the contract and how well you met the criteria of good reporting, writing, de-

sign, etc. 

 As stated above, these combined grades will be worth 75 percent of your marking pe-

riod grade 
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The Group Issue Grade 

 

After each issue is published, I will evaluate the entire paper using the criteria that MIPA uses 

when it evaluates our paper for the Spartan Award. I will note the positives and the problem 

areas during our issue critique and assign a rank: bronze, sliver, gold, or Spartan. A bronze will 

equal a C, a silver a B, a gold an  A-, and a Spartan an A. Everyone on the staff will receive this 

same grade. 

 

Why on earth would I give YOU a grade based on everyone’s work? Because in order for us 

to produce the BEST newspaper we can and continue to learn and grow, everyone must be 

putting in their best effort. That’s how it works in the real world, and how it works in many 

other situations in the school. If the choir goes to festival, the judges don’t give some mem-

bers 1s, others 2s, etc. The whole choir gets the same score. When the football team plays, 

the score isn’t kept by individual positions; it’s overall. When GM went bankrupt, it didn’t mat-

ter if some guy on the line did his job great or an engineer did her job great; the whole com-

pany had to be doing great. See? 

 

The idea is to make it clear to everyone that this is a group effort. Everyone needs to put in 

100 percent effort and everyone needs to help out others. 

 

Some Important Particulars 

 The single worst mistake you can make in this class is to not meet your 

deadlines.  It’s actually the only way you can REALLY screw up your grade 

(like, beyond repair) because points are ALWAYS deducted for missed 

deadlines. Moreover, if a story, photo, or page is not turned in on time for 

the final deadline, it will result in a ZERO FOR THAT ENTIRE ISSUE 

GRADE! There is a detailed deadline calendar. Use it! 

 Even if you do very well on your issue grade but mess around in class, you 

may not get an A. Daily class participation is expected and worth 15 per-

cent of your grade. 

 Extra credit will be awarded ONLY for going above and beyond what you 

contracted for. Extra credit will apply to issue grades only, not to entire 

marking period grades (meaning, the highest grade you can get on an issue 

is an A—whether that is 95 percent or 115 percent. No one can earn more 

than 100 percent in a marking period, with a few exceptions…) 

 One exception is if you cash in unused Incentive Days (see Class Participa-

tion Grade). Another exception is ads. The last exception is First Day issue 

points, which apply only to the first marking period. 

 Except for your timecards, you will not receive grades during the produc-

tion process, only at the end. You will, however, have a lot of check-ups dur-

ing production and will receive AMPLE feedback from editors, your maes-

tro team, and me on those assignments. You are expected to use the feed-

back to improve and make your work the best it can be. More on this later, 

too… 

 This will all make much more sense when you go through it once. That’s 

why we take the first issue step-by-step and do most activities as a class! 
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Step-by-Step 

 

So, if you’re unsure how all this works, don’t worry. That is normal at first. To help, here’s a 

step-by-step break down of a “production schedule.” 

 

1. Teams will meet to brainstorm. Don’t know what a team is? Don’t worry. We’ll be 

choosing these at the beginning of the year. 

2. The Editorial Board will assign stories, photos, and pages. Don’t know what the 

Editorial Board is? Don’t worry. There isn’t one until after the September issue, anyway.  

But basically it is me and the editors. 

3. Each person will begin working on their stories and meeting with maestro 

teams to work on their page design. You will be required to meet with your editor 

several times during the writing process to check on how your stories are going. Same for 

your page design. You can also check with me any time you need help. You will usually 

have about a week and a half or two weeks to both write your stories and plan your page 

design. Don’t know what a maestro team is? It’s just the group of people you work with 

on your page.  You will also be doing your job and/or other things to earn class participa-

tion points as you write and design. 

4. You turn in your final stories. This is the big deadline! Don’t miss anything! 

5. I comment on your stories. As long as you have met all your small deadlines, followed 

your editor’s advice, and have done your best, this shouldn’t be a problem. However, if 

you have missed a small deadline or did not follow your editor’s advice and your story 

turns out to not be journalistically sound, I may not allow the story to be published until it 

is redone. If time does not allow, this may mean the story is published in the next issue. If 

the story is not timely for the next issue…well, the story doesn’t get published. 

6. You work on your page design. You will usually have about 3 or 4 days to take your 

dummy page plan and create it on InDesign. Never used InDesign? You will likely be very 

stressed out the first few times you use it. However, there will be after school tutorials 

you can attend before the first issue. 

7. We all stress out at final deadline. This is inevitable. You have to get used to it. Plan 

on being at school late for the “layout party” for at least the first marking period. It isn’t 

really a party, by the way. It is just a bunch of stressed out people who are praying some-

thing doesn’t go wrong with the computers and who really want to go home. But there 

usually is music and food! 

8. The issue gets sent to the printer. Unless you’re the Managing Editor, you don’t have 

to worry about this. 

9. You turn in your working portfolio for the month. Definitely don’t want to miss this 

deadline! It’s 75 percent of your grade! 

10. We do an issue critique. Teams do one, the whole class does one, and I do one. 

11. We start all over again for the next month! Yeah! 
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Inspiration 

Design* 

THE 

SOURCE class participation        

Name:       Week of ________ to ________ 

DIRECTIONS: Class participation is part of your issue contract. Any of the following activities can count 

for class participation. How much class participation is due depends on  what you contracted for and if 

you have a job. Be sure to put this and any other appropriate sheet in the proper section of your 

working portfolio and to staple the appropriate forms/items to the back of this sheet to receive credit! 

 

 

Find a design that you like from a professional publication. It can be a whole page, a story package, a 

sidebar or info graphic, etc. ATTACH THE DESIGN TO THIS SHEET and answer the following ques-

tions on a separate sheet of paper: 

 

1. What caught your eye about this design? 

2. Why does the design work? (Be sure to show off your knowledge of design rules, typography, 

color use, etc. in your analysis!) 

3. How could this be used in The Source? Give some specific ideas for upcoming issues/stories if pos-

Inspiration 

Story*  

 

Read a story that you find interesting in a professional or student newspaper or magazine or on a web-

site. Cut or print out the story and ATTACH IT TO THIS SHEET. (If you find a story in an exchange 

paper, do not cut it out! On the top of your answers to the questions, jot down the name of the pa-

per, the publication date, the page number and the headline). Then answer the following questions on 

a separate sheet of paper. 

 

1. Discuss the lead. What type of lead is it? Why is it effective? 

2. What is the focus/angle of the story? Why is this focus/angle relevant to the audience? Highlight 

the story where the focus/angle is first mentioned. 

3. How many sources and what types of sources are used in the article? (Include interview sources, 

background sources, etc.) Circle the first time each source was used in the story. What specific 

information does each source provide? 

4. Is there evidence in the story that the reporter made direct observation of events/people? If so, 

underline all instances. What do these add to the story? 

5. What can you take away from this story that can be used in something you write for The Source? 

It could be a story idea, an idea for organization, an inspiration for a lead, etc.  

*At least one of these is due each issue! These will sometimes be assigned. 

NewsU 

Course  

 

Take one of the suggested NewsU courses. Send the course report to me at  

gmartin@rochester.k12.mi.us. 
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Beat 

Report  

 

Check with your beat and fill out the Beat Report sheet. DO NOT ATTACH IT TO THIS! Put the 

beat report sheet in the Future Book in the appropriate section.  Note in your Class Participation sec-

tion that you put a beat report (or reports) in the Future Book. 

Observation 

 

 

Attend a school or community event, activity, meeting, etc. as a reporter for at least a half hour.* 

(NOTE: You cannot do an observation for an event, activity, meeting that you are actually involved 

in!). While there, observe everything you can. Fill out the Observation Report and attach it to this 

sheet. Answer the following question: 

 

What story ideas can be generated from  your observation? List at least one idea for an UPCOMING 

ISSUE for each section:  

 

School/Sports: 

 

 

Lifestyles: 

 

 

Opinion: 

 

 

Photo  

Op  

 

Attend a school or community event, activity, meeting, etc. as a photographer.* (NOTE: You cannot 

take photos of an event, activity, meeting that you are actually involved in!) Concentrate on telling the 

“story” of what happened with your photos. Be sure to include all of the WALDO shots.  Upload at 

least 10 of the BEST pictures to the proper folder on the Journalism drive.  

 

My photos of _________________________________________________________________  

 

are saved in the folder titled ______________________________________________________ 

*This should NOT be part of an assigned story or a photo assignment; it’s extra. 

News 

Quiz  

 

Take the weekly current events news quiz. Attach to this sheet. 
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THE 

SOURCE beat report        

Name:       Beat: _______________________ 

DIRECTIONS: Check with your beat contact people (one must be an adult, unless otherwise 

approved by me), jot down your notes to the following questions and any others you include, 

get the contact person’s signature, and file this report in the Future Book in the proper  sec-

tion.   

Contact person’s name(s): ___________________________________________________ date: ___________________ 

 

Contact person’s signature(s):_________________________________________________________________________ 

Questions 
 

 

1. Follow Up: What has happened concerning ____________________________ since 

we ran the story in the _____________ issue? (Ask additional questions about specifics) 

 

 
 

 

 

 

 

2. Are there any events, meetings, activities planned for _____________ (month)? (Be sure 

to include DATES in your notes!)   

 

 

 

 

 

 

3. You/your department usually handle __________________ (yearly event/activity) which 

has usually been scheduled during ______________ (up coming month). Are you still han-

dling that this year? If so, what will be different this year? If not, why not and who is handling 

it? 
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4. Are there any individuals who have had a specific accomplishment or set-back or who have 

an interesting/unusual story? 

 

 

 

 

 

 

 

(List any other questions you asked and jot down notes below) 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

Observation 
 

 

If your beat contact isn’t too forthcoming with information or if he/she doesn’t have time to 

answer questions, you can always “hang out” and observe (with permission, of course). Jot 

down anything you overheard or observed that could be come a story here: 
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THE 

SOURCE Observation report         

Name:       

 

Event: _________________________ Date: __________ Time:  __________ to _________ 

Setting 

 

 

(Complete sentences not necessary) 

 

Describe what you see….. 

 
 

 

 

Describe what you hear…. 

 

 

 

 

Describe what you smell... 

 

 

 

 

 

 

People 

 

 

Describe at least three interesting people at the event: 

 

#1 Name: ____________________________________________________________ 
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# 2 Name: _____________________________________________________________ 

 

 

 

 

 

 

 

 

 

 

 

#3 Name: _____________________________________________________________ 

 

 
 

 

 

 

 

 

 

 

Conversations 

 

 

As you observe, jot down interesting “snippets” of conversation or dialogue that you over  

hear.  
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THE 

SOURCE timecard        

Name: ___________________________________ Week of: _________________________ 

 

You will lose all points for the day if you are out of the room without permission/signing out 

or if you otherwise abuse your press pass or break school rules, including the acceptable use 

of technology agreement! 

WARNING! 

 

List all activities and attach evidence: 

 

1. 

 

2. 

 

3. 

 

4. 

Monday 
Points: _________ 

Issues: 
 

___ no evidence 

 

___ not specific 

 

___ off task 

 

___ AWOL/broke rules 

 

List all activities and attach evidence: 

 

1. 

 

2. 

 

3. 

 

4. 

Tuesday 
Points: _________ 

Issues: 
 

___ no evidence 

 

___ not specific 

 

___ off task 

 

___ AWOL/broke rules 

 

List all activities and attach evidence: 

 

1. 

 

2. 

 

3. 

 

4. 

Wednesday 
Points: _________ 

Issues: 
 

___ no evidence 

 

___ not specific 

 

___ off task 

 

___ AWOL/broke rules 
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List all activities and attach evidence: 

 

1. 

 

2. 

 

3. 

 

4. 

Thursday 
Points: _________ 

Issues: 
 

___ no evidence 

 

___ not specific 

 

___ off task 

 

___ AWOL/broke rules 

 

List all activities and attach evidence: 

 

1. 

 

2. 

 

3. 

 

4. 

Friday 
Points: _________ 

Issues: 
 

___ no evidence 

 

___ not specific 

 

___ off task 

 

___ AWOL/broke rules 

Adviser Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you get your timecard back, don’t forget to file the attached assignments/
work in the appropriate section of your working portfolio. Remember, you do 

NOT receive credit for these assignments/work here! 

       Total Points: _________________ 
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THE 

SOURCE issue contract        

Name: _______________________________________ Issue: ________________________ 

Remember… 

 Goals must not mention grades or “doing better” 

 Goals must focus on skills, criteria, activities from the issue contract explanation 

 Goals must be measurable 

Directions: At the beginning of the production schedule, fill out your goals for each issue. Keep in mind what 

you have been assigned when doing so. At the end of the production schedule, turn in ALL work, including all 

drafts (put the work in the order of the categories). Complete your self-evaluation for each category, file your 

contract and work in the appropriate section of your notebook, and turn in to me. (Note: In the writing and de-

sign categories, if your assignment is not worth the full 50 points, you may do more in the reporting, advertising, 

or class participation categories to make up points. Also, you do not need to sell an ad each issue, but you do 

need to sell an ad each marking period. One ad contract may carry over several or all issues.) 

1. Reporting GOAL: 

SELF-EVALUATION: 

ADVISER EVALUATION: 

Check all you have done for 

this issue and include evidence: 

 

__ Brainstorming  

__ Beat check  

__ Interviews—Include    

     questions, notes, confir 

     mations  

__ Background—include  

     annotated articles  

__ Observation—include 

      notes 

 

 

Grade Earned: ________  

 

= Points: __________/35 

1. Writing GOAL: 

SELF-EVALUATION: 

ADVISER EVALUATION: 

Check all you have done for 

this issue and include evidence 

(point values = points possi-

ble): 

 

__ In-depth rough/final (=  

     50 pts. Ea.) 

__ Regular story (= 50 pts) 

__ Opinion story (= 45pts) 

__ Special story (= 40 pts.) 

__ Briefs (= 30 pts.) 

__ Sidebar (= 25 pts) 

 

 

Grade Earned: ________  

 

= Points: __________/50 
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3. Design GOAL: 

SELF-EVALUATION: 

ADVISER EVALUATION: 

Check all you have done for 

this issue and include evidence 

(point values = points possi-

ble): 

 

__ Centerfold (= 60 pts.) 

__ Front or back page (= 55 

     pts.) 

__ Regular inside page (= 50 

     pts.) 

__ Pg. 2 or Pg.4 (= 45 pts.) 

__ Ad page (= 30 pts.) 

 

 

Grade Earned: ________  

 

= Points: __________/50 

4. Ads GOAL: 

SELF-EVALUATION: 

ADVISER EVALUATION: 

Check all you have done for 

this issue and include evidence: 

 

__ Sold an ad (= 30 pts.) 

__ Made 10 or more ad  

     contacts* ( = 20 pts.) 

__ Made 1-5 ad contacts* 

     (= 10 pts.) 

__ Created an ad 

__ Billed your client(s) 

 

* Count only if you did not 

sell an ad! 

 

Grade Earned: ________  

 

= Points: __________/30 

5. Participation GOAL: 

SELF-EVALUATION: 

ADVISER EVALUATION: 

Check all you have done for 

this issue and include evidence 

(point values = points possi-

ble): 

__  Inspiration Story (5 pts.) 

__ Inspiration Layout (5  

     pts.) 

__ Job (= 25 points) 

__ Extra beat check (5 pts.) 

__ Extra observation (5 

     Pts.) 

__ Photo op (5 pts.) 

__ NewsU course (5 pts.) 

__ Current event quiz (5  

      Pts.) 

 

Grade Earned: ________  

 

= Points: __________/35 
     Total Issue Grade: ________/200 



47 

THE 

SOURCE brainstorming sheet        

Name: ___________________________________________ Issue: ____________________ 

 

Team: ________________________________ Beat: ________________________________ 

 

Directions: Have this sheet completed BEFORE your team brainstorming session. Each box 

must have at least one idea, regardless of which team you are on or what beat you have! 

Page 1 Q&A News Briefs 

Staff Editorial By-lined Opinion Political Page 

Centerfold/Feature Entertainment/Pop 

Culture 

Hot/Not 

Sports Story Back page Sports Briefs 
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THE 

SOURCE maestro plan        

NAMES: ____________________________________________________________________ 

 

ISSUE: _________________________ SECTION: _______________ PAGE #: _________ 

Directions: Complete each section of this sheet to show your editor.  Attach your inspira-

tion layout. THIS IS A GROUP GRADE! 

Design 

Plan  

 

Directions: After finding an in-

spiration and brainstorming, 

roughly sketch your design idea 

for the page in the box. (NOTE: 

This is NOT a dummy and does 

not need headline codes, etc.) 

Then, indicate who will be re-

sponsible for each item of the 

design below. 

 

 

Option 1 

 

 ___ We will each be responsible 

        for everything for our as- 

        signed stories, including:  

        headlines, pictures/art,  

        captions/photo credits, 

        sidebars/infographics, any 

        special elements/effects, 

        placing everything for our 

        story on the page; we will  

        all be responsible for stand- 

        ing heads/items 

 

Option 2 

 

This person will be responsible 

for creating and placing these on 

page: 

 

Headlines: _________________ 

Pictures: __________________ 

Captions: _________________ 

Pic Credits: ________________ 

Art:______________________ 

Sidebars: __________________ 

Special effects: _____________ 

Standing heads/items: ________ 

Placing body text: ___________ 
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Photos 

 

 
List all pictures that will appear on your page and the person who will take or get it (i.e. from wire service). Be 

sure to include EVERY picture, including those for briefs, mugs, teasers, etc. 

 

Lead Story 

   TOPIC & TYPE    ASSIGNED TO… 

 

1. ________________________________________________________________________________ 

 

2. _________________________________________________________________________________ 

 

3. _________________________________________________________________________________ 

 

Secondary Story(ies) 

 

1. ________________________________________________________________________________ 

 

2. _________________________________________________________________________________ 

 

3. _________________________________________________________________________________ 

 

Standing elements, briefs, etc. 

 

1. ________________________________________________________________________________ 

 

2. _________________________________________________________________________________ 

 

3. _________________________________________________________________________________ 

 

4. _________________________________________________________________________________ 

 

5. _________________________________________________________________________________ 

Sidebars/ 

Infographics  

 
List any sidebar that will appear on your page and the person who will be responsible for getting the information 

and creating it. 

   TOPIC & TYPE    ASSIGNED TO… 

 

1. _________________________________________________________________________________ 

 

2. _________________________________________________________________________________ 

 

3. _________________________________________________________________________________ 

Other Art/ 

Effects  

 
List any other art or artistic effects that will appear on your page and the person who will be responsible for 

creating it. 

   TOPIC & TYPE    ASSIGNED TO… 

 

1. _________________________________________________________________________________ 

 

2. _________________________________________________________________________________ 
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THE 

SOURCE page tracking sheet        

Names: _____________________________________________________________________ 

 

Issue: ____________________ Section: _______________________ Page: _____________ 

 
Directions: Attach this sheet to the top of your page. Attach your maestro plan, rough dummy, final dummy, 

copy edited page, and final page in REVERSE order (starting w/ final and ending w/maestro plan). Have your editor 

sign off on all sections. Any section your editor does not sign off on will be considered a missed deadline and will 

reduce your grade by 1/3 each. Any required document not attached will be considered a missed deadline and 

will reduce your grade 1/3 each. Finally, complete the page designer check-off and sign (all people in group). Fail-

ure to do this will result in a 1/3 reduction of your grade as well. THIS IS A GROUP GRADE! 

Maestro 

Plan       (Mark w/initials) 

 

 

___ All sections complete 

___ At least one sidebar planned 

___ At least two pics/illustrations planned 

___ Pics/artwork can be legally obtained 

 

Editor Comments: 

 

 

 

 

 

 

 

Editor Signature: ____________________________ 

Rough 

Dummy       (Mark w/initials) 

 

 

___ Dummy complete 

___ Inspiration included 

___ Dummy uses inspiration 

___ Inspiration is appropriate for topic of stories 

___ Text is labeled and accurately estimates space 

       needed 

___ All story packages are modular 

___ Obvious CVI 

___ Balanced 

___ Headline hierarchy used 

___ All standing heads/elements included 

___ Info about lines, tints, color, etc. included 

___ Captions and cutline info included 

 

Editor Comments: 

 

 

 

 

Editor Signature: ____________________________ 

Final 

Dummy       (Mark w/initials) 

 

 

___ Dummy is complete, neat, and easy to read 

___ Dummy includes all details so that the editor 

       and adviser have a clear picture of what it  

       will look like 

___ Dummy has strong CVI 

___ Stories are in modular packages 

___ Dummy has good transition and balance 

___ Headline hierarchy is followed 

___ Photo/headline/text order is used 

___ Lead story is featured 

___ Any ads are appropriately placed 

___ No text over photos 

___ Design fits the content of the stories 

___ Design is interesting, not something that we have 

       done many times 

___ Every story has at least 3 visual elements (in- 

       cluding the headline) 

___ Design uses at least one sidebar/infographic 

___ Design uses at least one of the following: Photo 

       shop and/or Illustrator effect, tint/screen, rule 

       lines or box, refer box 

 

Editor Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Editor Signature: ___________________________ 
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Photo, Story, 

Template Check       (Mark w/initials) 

 

 
___ All  final copies of stories are saved in the page folder 

___ All assigned raw pics are saved in the page folder 

___ Template is correct size 

___ Template has correct page number and date 

___ Template has all standing elements/heads on it 

 

Editor’s Comments: 

 

 

 

 

 

 

 

 

Editor’s Signature: ________________________________ 

 

Final Editor 

Check 

  
      (Mark w/initials) 

 
 

___  Page is complete—ALL items are placed 

___  All copyediting corrections were made 

___  I did NOT have to make any corrections on this page  

        (If the editor DID make corrections, print the page 

        BEFORE you worked on it and circle what you cor- 

        rected) 
 

Signature: _________________________________ 

Adviser’s 

Evaluation  
 

 
___ Page designers completed all steps with good effort 

___ Page was planned for optimum visual appeal; design 

        fits the content, is creative and eye-catching 

___ Pictures are in focus, have good exposure, follow com 

        position rules, are cropped to center of interest and  

        are visually interesting/relevant  

___ Plans were carried out so that the page was completed 

       on time 

___ The editor did not have to make any corrections or 

        adjustments on the final page. (NOTE: ANY work— 

        AT ALL— that needed to be done by the editor after 

        the final page was submitted will  impact your grade 

        severely!) 

___ Maestro group worked together, each fulfilling his/her 

        responsibilities (NOTE: If you did not attend the  

        layout party and your page was not finished, submit 

        a note to me explaining why. Or, if you believe I  

        should know anything concerning how your group  

        worked before determining your  GROUP grade, sub- 

        mit a note to me.)      

Comments: 

Designer’s 

Checklist  
 
 

___ All info in flag/folio line is correct for this issue 

___ All pics/art have credit in proper style, properly placed 

___ All pics have caption w/ 2 sentences; mugs have ID 

___ Any pic w/ 3 or fewer people ID all by name, grade 

___ All square/rectangular pics have .5 border 

___ All captions are in proper format 

___ All stories have a correct by-line; spelling of name was 

        double checked 

___ All main headlines have a subject and verb 

___ No headlines (including kickers, decks, etc.) are  

        hyphenated 

___ All main heads clearly indicate content of story w/ 

       no opinion 

___ Heads follow hierarchy 

___ No squished/stretched heads 

___ Heads use some form of Franklin Gothic font only 

___ Body text is Lucida Bright, 9 pt., single spaced (all) 

___ Paragraphs indented 3 spaces 

___ No weird text wraps, including squished or stretched 

        Lines 

___ Pics are predominately action shots 

___ PIcs are CMYK color or gray scale, 180 dpi 

___ PIcs are linked 

___ PIcs are properly exposed 

___ Pics have been CROPPED (not resized) in Photoshop; 

       NO WEIRD STRETCHING! 

___ At least 1 pica of space between all elements; no  

       elements touch each other, except for design purposes 

___ Text is even along top and bottom of stories; by-lines 

        are imbedded in story 

___  All standard elements (for quotes, etc.) have been  

        followed 

___ SPELL CHECK HAS BEEN RUN 

___ ONE version of page is saved in page folder 

 

Signatures: _________________________________ 

 

Copyediting 

 
 

Page designers should print out their COMPLETED 

page.  Then, each team should sit down together 

(including the editor), pass each page in the section 

around, and have everyone copyedit. (You may want 

to assign tasks: one person read headlines, one person 

read captions, etc.) Each person should make correc-

tions/comments on the page. Attach the copy edited 

page to this sheet. 

I certify page was complete and copyediting was 

done. 

Editor’s Signature: _________________________ 
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Issue: ______________  Page: _______  Due Date: _____________ 

 

Reporter(s): _______________________________________________________________ 

 

Slug: _______________________________________ # of Words: ____________________ 

 

Type:      ___ Regular  ___ Opinion  ___ Special/Alternative Form 

 

Special Instructions: 

 

 

 

 

 

THE 

SOURCE story assignment/plan        

Story 

Assignment 

Story 

Plan  

 

1. Briefly explain your angle or focus (include the brainstorming sheet, if required): 

 

 

 
 

 

 

 

2. List all interview sources you will use (by name and ID). Remember, if you are writing a 

regular story, a MINIMUM of three sources are required. 

 

 1. ____________________________________________________________ 

 

 2. ____________________________________________________________ 

 

 3. ____________________________________________________________ 

 

 4. ____________________________________________________________ 

 

 5. ____________________________________________________________ 

 

 6. ____________________________________________________________ 
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Story 

Plan, cont. 

 

3. Attach your interview questions. You should have at least 10 open-ended questions for 

EACH SOURCE for a regular story. Interview questions should NOT be the same for 

every source! (Include the brainstorming sheet, if required.) 

 

4. List your written sources (title and publication or website). For regular stories, you should 

use at least one written source for background information. For opinion stories, you should 

use at least two written sources. Remember to always correctly credit your sources in your 

stories! 

 
 1. _____________________________________________________________ 

 

 2. _____________________________________________________________ 

 

 3. _____________________________________________________________ 

 

 4. _____________________________________________________________ 

 

5. List what events you will observe. At least one observation is required for all regular sto-

ries, and at least one is recommended for opinion stories. Include the title of the event, the 

date and the location. 

 

 1. _____________________________________________________________ 

 

 2. _____________________________________________________________ 

 

 3. _____________________________________________________________ 

Questions 

 

 

Do you have any questions/concerns to discuss with your editor or adviser? If so, write them 

here so that you don’t forget! 

Adviser/Editor 

Comments  
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THE 

SOURCE interview confirmation        

Name: _______________________________________________ Issue: ________________ 

 

Slug: _______________________________________________________________________ 

 

Directions: For each interview you conduct, you must get the interviewee to sign the confir-

mation. For regular stories, at least 3 interviews are required. Attach one interview confirma-

tion sheet to each story you write. 

Interview 1 
 

 

Name: ________________________________________________________________ 

 

I confirm that I was interviewed by the person listed above for The Source.  

 
Signature: _________________________________________ Date: _______________ 

Interview 2 
 

 

Name: ________________________________________________________________ 

 

I confirm that I was interviewed by the person listed above for The Source.  

 
Signature: _________________________________________ Date: _______________ 

Interview 3 
 

 

Name: ________________________________________________________________ 

 

I confirm that I was interviewed by the person listed above for The Source.  

 
Signature: _________________________________________ Date: _______________ 

Interview 4 
 

 

Name: ________________________________________________________________ 

 

I confirm that I was interviewed by the person listed above for The Source.  

 
Signature: _________________________________________ Date: _______________ 
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THE 

SOURCE story tracking sheet        

Name: __________________________________________ Issue: _____________________ 

 

Story slug: _______________________________ Section: _______________ Page: _____ 

 
Directions: Attach this sheet to the top of your story. Attach all drafts of your story and your story assignment/

plan sheet in REVERSE order (final on top ending w/story assignment sheet). Have your editor sign off on all sec-

tions. Any section your editor does not sign off on will be considered a missed deadline and will reduce your 

grade by 1/3 each. Any draft of your story not attached will be considered a missed deadline and will reduce your 

grade 1/3 each. Finally, complete the reporter check-off and sign. Failure to do this will result in a 1/3 reduction 

of your grade as well. 

Story  

conference       (Mark w/initials) 

 

 

___ Focus was completed 

___ At least 3 interview sources were identified by     

      name for regular stories 

___ At least 10 good interview questions were written 

      for each source for regular stories 

___ At least 2 written sources were identified by title 

      for opinion stories 

 

Editor Comments: 

 

 

 

 

Editor Signature: ____________________________ 

Interview 

Confirmation       (Mark w/initials) 

 

 

___ At least 3 interview confirmations and notes were 

       Provided (required for regular stories only) 

___ At least one annotated written source was pro 

      vided for regular stories; at least two for opinion  

      Stories 

___ Observation was planned/discussed 

 

Editor Comments: 

 

 

 

 

 

 

Editor Signature: ____________________________ 

Rough 

Rough Draft       (Mark w/initials) 

 

All story types: 

___ At least 5 grafs were completed 

___ Effective, interesting lead 

___ What, Who, When, Where identified within first  

       3 grafs 

___ Timely 

___ Local 

___ Relevant 

 

Regular stories: 

___ Focus clear within first 3 grafs 

___ Sexy quote is sexy 

___ Any nut grafs included present pertinent back- 

       ground information (HOW and WHY) 

 

Opinion stories: 

___ Purpose (to praise, to criticize, to persuade, to 

       explain) clear in lead 

___ Clear statement of opinion present within first 

       2 grafs 

___ Body paragraphs are built around reasons 

___ Reasons are backed up with factual evidence 

 

Editor Comments: 

 

 

 

 

 

 

 

 

 

 

 

Editor Signature: ___________________________ 
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Editor’s Draft 

      (Mark w/initials) 

 

 
___ Draft is completed according to assignment, typed 

___ Focus/angle is clear and consistent 

___ At least 3 interview sources were used (regular 

       stories) 

___ Research was used (regular and opinion stories) 

___ Observation is included to provide relevant details 

___ Quotes, if used, are clearly and accurately attributed 

___ All information that is not general knowledge is clearly 

        attributed 

___ The story is fair; all sides of the issue are represented 

___ There is diversity of voices in the story—ages/grades,  

        genders, races, etc. 

___ Lead captures attention 

___ Lead is short (about 30 words) 

___ 5 Ws and H are clearly explained early in the story 

       without making readers dig for them 
___ It is clear how the story is relevant to readers 

___ Story focuses on the HOW or WHY; it tells the readers 

        something they don’t know 

___ Organization is effective 

___  Transitions are effective 

___ Complex information is explained in a way high school 

        students can understand 

___ Story quotes opinion 

___ Story paraphrases facts 

___ All excess flab—like unnecessary adjectives/adverbs and 

        redundancies—are weeded out 

___ Sentences are active and concise 

___ Paragraphs are short with only one subject 

___ Vocabulary is energetic and straightforward; no slang 

___ All dull, meaningless, say-nothing, clichéd quotes are 

       eliminated 

___ All style rules are followed 

___ All grammar and punctuation is correct 

___ Spell check has been run 

 

Editor’s Comments: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Editor’s Signature: ________________________________ 

Reporter’s 

Checklist  
 
 

___ I have checked the accuracy of facts or claims made by 

        sources quoted in the story 

___ I am sure all my source are reliable and up to date 

___ If my story is about a complex/controversial issue, I  

       have consulted expert sources 

___ I personally understand every issue in the story, in- 

       cluding terminology used in quotes 

___ All quotes accurately capture what was said and convey 

       what was meant 

___ I have given all my sources an opportunity to respond  

       to negative charges or opinions 

___ I have clearly attributed all information that I obtained 

       from interview or written sources 

___ I have considered how my sources will react to this  

       story so that I haven’t violated their trust, included  

       information without their consent, or caused them 

       embarrassment 

___ I have refrained from mentioning myself in the story, 

       using “I” (except in quotes), or including any of my  

       own opinion (except in opinion stories). 

___ I have made all corrections indicated by my editor. 

___ I  have run spell check. 

___ I have saved the final in the correct folder and format. 

 

Signature: _________________________________ 

Adviser’s 

Evaluation  
 

 
___ Reporter completed all steps with good effort 

___ Reporter incorporated ALL editor’s suggestions along  

        the way 

___ Reporter made all corrections in style, grammar,  

       mechanics, and spelling 

___ Reporter met all or most of the criteria for excellent 

       writing 

___ This story is publishable w/ no or w/ small corrections 

___ This story is not publishable as is 

 

Comments: 
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THE 

SOURCE advertising call sheet        

Name: ________________________________________________ Issue: ____________________ 

 

Directions: Complete this sheet for each company that you contact. Turn this in for credit ONLY if 

you did not sell an ad for this issue. 

 

 

Company Contact Person Date Issue 

Left? 

Contract 

Left? 

Inter- 

ested? 

Call 

Back 

Date 
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THE 

SOURCE issue critique        

Name: _____________________________________________ Issue: __________________ 

 

Directions: Complete this sheet BEFORE your team meets for the issue critique. Be specific. 

 

Coverage (News, Feature, Sports) 

 
Writing (NOT editing!) 

 

Editing 

Headlines 

What we did well What we missed 

 

 

 

 

 

 

 

 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 
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Design 

Photography 

Graphics (Art, sidebars, infographics) 

Editorial/Opinion Content 

Teamwork/Professionalism/Ethics 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 

 

 

 

 

 

 

 

 

What we did well What we need to work on 
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THE 

SOURCE layout specs        

Body Text 

 Lucida Bright 

 8 pt. 

 Single spaced—EVERY WHERE (no double 

spaces between paragraphs!) 

 News/sports/opinions justified 

 Features unjustified 

 No tabs for indents; indent 3 spaces for 

paragraph indentations 

 

By-lines 

 Lower case “b” in “by,” no colon 

 First and last name of writer in Franklin 

Gothic Book, 10 pt. 

 1 pt. line extending to column 
 Writer’s job or team in Franklin Gothic 

Heavy, 10 pt. at 70% tint 

 Second column of text even with top of by

-line 

 

Headlines and Kickers 

 Use any type of Franklin Gothic ONLY; 

may use different tints (i.e. 100% black for 

main headline, 60% for kicker) 

 Heads that extend across 5-6 columns 

should be at least 48 pt. (no more than 

one line) 

 Heads that extend 3-4 columns should be 

between 30 and 48 pt. (no more than two 

lines) 

 Heads that extend 1-2 columns should be 

between 18-24 pt. (two-four lines) 

 Do not use specialty fonts unless approved 

by editor/adviser 

 No hyphenation in heads 

 

Decks 

 Use decks with all Page 1 stories 

 Use decks with lead stories on other news 

pages and sports pages 

 Use a deck with staff editorial 

 Franklin Gothic Medium, 18 pt. at 70% 

 2-4 lines 

 Extend across first column only 

 A deck reads like a shorter version of a 

lead 

 

Captions 

 Franklin Gothic Book, 10 pt. 

 Should be placed underneath whole pic-

ture (no column breaks); .5 line beneath 

caption 

 Should be two sentences long: first sen-

tence is present tense, second is past 

tense 

 Should NOT state the obvious; should add 

info not in story and answer the 5 Ws and 

H about the picture 
 ALL people should be identified by first 

and last name and class/job 

 Only run captions in a different place 

other than under the picture when ap-

proved by adviser/editor 

 

Photo Credits 

 Lucida Bright Italic, 8 pt. 

 In parentheses immediately following cap-

tion 

 If photo was taken by a staff member, it 

should say: (photo by Firstname Lastname) 

 If photo was given to us or if it was from 

the wire service or we obtained permis-

sion to use it, it should say: (photo used by 

permission of Firstname Lastname) 

 If photo has been altered (other than ex-

posure and size) in Photoshop, it should 

say: (Photo illustration by Firstname Last-

name) 

 Mug shots should have the first and last 

name of the person in the mug, but no 

caption or photo credit 

 

Photos 

 All photos should be sized in Photoshop 

and then placed on the page. DO NOT 

SIZE IN INDESIGN! 
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 To size photos, use the CROP command, 

not the Image-Size command 

 Use the histogram to adjust the exposure 

of the picture 

 Save photos at 180 dpi 

 Photos on inside pages should be con-

verted to gray scale 

 Photos on the front and back should be in 

CMYK color 

 All photos (except cutouts) should have a 

black hairline (.5 line) around them. This 

should be part of the photo, not a sepa-

rate box! 

 Before you make ANY adjustments to 

photos, open them and then resave them 
with a name in the page folder as a TIFF 

file! DO NOT work with photos as JPEGs 

 

Pulled Quotes 

 Franklin Gothic (any type) 18 pt. 

 Enlarge quotation marks to 48 pt. 

 Space quotation marks up/down to align 

w/text 

 1-2 pica square + class/job and first and 

last name for identification, one line under 

quote, aligned right, Franklin Gothic Heavy 

12 pt. 

 Enlarge 2-3 key words/phrases to 24-30 

pt. and change tint to 70% (or change 

color) for contrast 

 May stagger quote or not 

 No lines or boxes 

 Center align full quote, do not justify 

 

Briefs 

 Be sure to include standing head! 

 Franklin Gothic Book, 10 pt. 

 No justification 

 Each brief needs an individual headline—

should be 18pt. Franklin Gothic 

 If pics are used with the brief, the order is: 

picture, caption, .5 line, headline, brief 

 1 pt. lines separate briefs 

 No by-line. Instead, put “compiled by 

Firstname Lastname” at the bottom of the 
briefs in Lucida Bright Italic, 8 pt., aligned 

right 

 

Columns 

 Columns must have standard logo 

 Text is Franklin Gothic Book, 10 pt. 

 No justification 

 Columns must have a headline (but no by-

line) as well as the logo 

 

Jumps 

 Franklin Gothic Book, 10 pt. 

 In parentheses, at end of story last col-

umn, aligned right 

 On first page, should say: (Please see 

“Title” on p. 2)  
 On second page, jumped story should 

have a headline that is a shortened version 

of the headline on the original page 

 Under the headline in  Franklin Gothic 

Book, 10 pt. in parentheses, it should say: 

(Continued from p. 1) 

 

Hairlines 

 There should be a hairline (.5 pt. line) 

separating stories on the page, unless the 

stories are boxed 

 Hairlines should not touch (to form 

boxes); leave a pica of space between 

them 

 Vertical hairlines should be placed in the 

gutter between stories 
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