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FOREWORD

The Instructional Guide for Journalism 2 and 3 has been prepared in
response to requests from teachers for specific guidance in developing
programs of instruction in journalism and in resolving problems relating
to the production of school publications. This guide continues the
journalism sequence for the senior high schools which was begun with the
Instructional Guide for Journalism 1.

Development of increased mastery of English and communication skills
and of desirable pergonal traits continues to be emphasized in this
publication. For all students, Journalism 2 and 3 will help develop
such characteristics as industry, cooperativeness, dependability, and
a lasting appreciation for the value of excellence. Since high school
Journalism courses are only introductory for students who plan careers
in this field, the course outlined can best assist ruch students by
improving their skills of readivg, listening, writing, and speaking.

Enrollment in Journalism 2 and 3 provides a unique opportunity for
achievement of these objectives and for practical experience as a writer
or editor for the school newspaper. No other course provides a laboratory
activity which holds greater potential value for the individual student.

Teachers are invited to make suggestions for the improvement of this
guide while it is in experimental form. Recommendations should be
forwarded to the Supervisor, Secondary English, Instructional Planning
Branch, Division of Instructional Planning and Services.

NOTE: With the chenge-over to annual promotion, the official titles of
these cources were changed to Advanced Journalism A and B. Until this
guide {s revised, teachers are requested to use it with the understanding
that Journalism 2 is the same as Advanced Journalism A and Journalism 3
is the gsame as Advanced Journalism B.
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TO THE TEACHER

Organization

In organizing instruction, the teacher should note that Journalism 2
students normally serve as reporters for the school newspaper. Those
enrolled in Journalism 3 usually are selected as editors. Course
descriptions for Journalism 2 and 3 appear in the Catalog of Author-
ized Subjects, Junior and Senior High Schools (Publication No. SC-486).

It is recognized, however, that sometimes it may be necessary to assign
Journalism 2 students to positions of leadership. For this reason, the
section for Journalism 2 contains some cross references to Journalism 3.

During enrollment in Journalism 2 and 3, students should be encouraged to
engage in reading, writing, and speaking in a variety of forms. Class
members should read newspapers, magazines, biographies, and essays; pre-
pare reports, reviews, and criticisms; and engage in formal znd informal
discussions.

The teacher also will note that there are references to the developmwent of
desirable personal qualities in the sections of this guide which cnncern
Editorial Policy and Responsibility. These references emphasize that growth
in character and personality is a major objective of the study of high school
journalism. Students develop desirable character traits nd a more mature
personality through the individual guidance of the teachner during such
activities as writing and editing, rather than through formal study of such
topics as Exercising Cooperation and Tact.

Policies

Journalism courses are a rugular part of the school curriculum. As in any
cther course (e.g. chemfstiy), the Board of Education, the ad-inistrators
concerned, and the teacher of the class have authority to decide on content
and on policies. Newspaper staffs can (and should) be given great freedom
of choice, but staff members should clearly understand that final decisions
rest with the principal and the journalism teacher.

Both the adviser and school administrators will work together in formulating
policies concerning the content of the newspaper. Editors and staff members
should understand the guidelines which are provided as a result and the
reasons for them.

Freedom of the Press'

The principle of "Freedom of the Press' does not apply to school newspapers.
However, students should know why. As & constitutional guarantee, '"Freedom
of the Press" applies to publishers; it does not imply that writers aud
editors may print whatever they wish. A student editor is not a publisher.
Because the high school newspaper usually is financed by the student body .
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it might seem to some observers that the student bady is the publisher.
However, the newspaper is prepared through journalism laboratory activities
as part of the regular instructional program. Therefore, the principal and
the school system are responsible for its content. The journalism teacher,
ag the staff adviser and principal's representative, {s charged with main-
tenance of the atandards which have been established, It is the adviser's
duty to review material for publication and to determine its appropriateness.
In occasionally exercising direction and censorship, the adviser protects

{ the students' privileze of producing a newspaper.

Style Sheet

It is recomm nded that a style sheet be adopted which conforms as nearly as
possible to the established standards for composition classes. A sample of
such a style sheet 1is included in the Appendix of the Instructional Guide
for Journalism 1. Deviations from composition standards are noted. It is
suggested that this style sheet, or a locally prepared modification of fit,
be produced for distribution co journalism students.

Production Schedule

Unless proper precautions are taken, the teacher will find that the production
schedule for the student newspaper will dominate what should he a balanced
program of laboratory activities and instruction. Therefore, the fellowing
weckly distribution of time is suggested:

Three daya for laboratory activities and individualirzed instruction
Two days for classroom instruction

The teacher will plan both the production &chedule and instructional program
for Journalism 2 and 3 within the framework of school and district policies.

ix
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SKILLS

In Journalism 2 and Journalism 3, students will increase progressively ia
mastery of the following skills:

OXSERVING

1. How to observe events with greater accuracy and objectivity, through
cont inued practice in reporting

2, How to perceive and evaluate, with increased skill, the significance
of fuaterrelated events

3. How to perceive the community, the nation, and the world through the
objective eyes of a reporter

SPEAKING

1. How to converse with increased poise, purpose, courtesy, objectivity,
and effectiveness, through practice and evaluation of interviewing
techniques

2. How to speak tefore a group with increased confidence, fluency, coher-
ence, and ecfectiveness, through practice in making repcrts and par-
ticipating in discussions

LISTENING

1. How to become an attentive listener, through continued use of news-
gathering skills

2. How to take notes with greater spe:d and accuracy, with particular
attention to key ideas

ORGANIZING

1. How to organize ideas and details and evaluate the relative importance
of facts with increased speed, purpose, and coherente, through practice
in gathering material relating to & news event and presenting it
effectively in news story form

2. How to present information more systematically, in written or oral
form, avoiding omission of details necessary for clarity and striving
to build fact upon fact, to increase the understanding of the reader
or listener

READING

1. How to read with increased consciousness of organization and with
increased capacity for accuracy snd understanding and for retantion of
content

2. How to read with i{ncreased consciousness of and appreciation for
literary merit

3. How to read a newspaper with greater discriwination and with better
recognition of ethical conduct {n journalistic production

O
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ATTITUDES AND VALUE',

As students in Journzlism 2 and Journalism 3 continue the development of
the skills listed on pages x and xi, they also will develop further these
attitudes and values:

Responsibility, Obligation,
and Perseverence. . « . . « . . through the use nf good work habits in
meeting deadlines and in completing
aesigned tasks, so that the newrspaper
can be published on schedule.

Integrity, Accuracy,

and Fairness. . . . . . . . . . through the experience of participating
in the production of a newspaper which
adheres to standards of accuracy and of
developing ethical practices. Such ex-
perience involves writing without dis-~
tortion of facts, giving full credit where
credit {s due, checking facts, providing
information essential to fair and accurate
representation, giving impartial coverage
and display to 2ll news stories, and re-
fraining from use of the newspaper for
gelfish ends.

Loyalty and Helpfulness. . . . . . through the experience of being respon-
sible to the newspaper, the staff, and
the student body, and of participating
in the production of a newspaper that
is of greatest possible service to the
school,

Initiative and Pride . . . . . . . through the experience of seeking news
and, with a minimum of supervision, con-
tributing to the completion of the pro-
duction process. The student learns that
each task undertaken dererves his best
ekill and effort and thz the greatest
service and satisfaction are attained
through a job well done.

Cooperation and Tact . . « . . . . through the experience of working with the
vazious persons involved in newsgathering
ard production, including fellow students,
t2achers, administrators, local citizens,
printers, and staff members of professional
newspapers.

EI{I(? xii 1
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WRITING

1. How to communicate exactly that which ig intended

2. How to write with greater accuracy, clarity, effectiveness, and ob~
jectivity the types of articles which are published in school news-
papers

3. How to write with increased skill iu using correct sentence structure,
spelling, vocabulary, and grammar

4. How to observe the best standards of accepted English and journalistic
usage

5. How to prepare articles for release to community newspapers

GATHERING NEWS

1. How to recognize news through increased knowledge of the elements that
make an event newsworthy

2. How to plan for and conduct more productive interviews, undertake
preliminary research, and take notes

3. How to cover a news beat more systematically and responsibly

4. How to gather news of interest to community newspapers

5. How to use reference sources and conduct recsearch

EDITING NFHWS

1. How to evaluate news in terms of its appropriateness for the school
newspaper

2. Rouw to evaluate news 80 that stories receive appropriate position and
space in the school newspaper

3. How to achieve consistency of expression by developing and using an
appropriate style sheet

4. How to read copy, write headlines, plan and dummy pages, correct galley
and page proofs, obtain news pictures and prepare them for publication,
and help to organize and direct a staff

PERFORMING BUSINESS FUNCTIONS*

1. How to prepare a budget in cooperation with the adviser, financial
manager, printer, administrator, and student body government and
operate within 1t

2. How to promote thc sale of the school newspaper and distribute copies
of each issue

3. How to conduct all phases of advertising work, including selling,
billing, and collecting accounts, preparing and dummying copy, and
observing policy

*Practice in these skills must be based upon indivdual school financial
and adninistrative policy.

ERIC " 10
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EVALUATION

Specific areas for evaluation of student progress in Journalism 2 and 3
are listed on pages x, xi, and xii. Appraisal of achievement in any part
of a course 1is related directly to student growth in ugse of skille and
development of attitudes and valuns. Additional suggestions appear on

page 70.

The following concepts are important in evaluation:

1. Evaluation is & continual process. Frequent appraisal reirforces
learning, provides opportunities to detect areas of weakness and
to eliminate them, and furnishes evidence of mastery in determining
vhen new material should be intorduced.

2. Evaluation should be directed specifically toward measurement of
progress in achievement of objectives which are clearly understood
by the students.

3. Evaluation should be followed by opportunities for students to
correct errors.

4. A large sampling of atudent work should be evaluated to provide
a broad base upon which to ass’gn marks and to offer students many
opportunities to demonstrate their progress,

5. Although performance of the newspaper staff will be evaluated as
an important part of the determination of & student's mark, each
performance represents an individual achievement and is not directly
comparable to the work of any other student. Assignment of marks
for staff performance is, therefore, particularly difficult, Judg-
ments should be based o. a sufficient number of assignments, class
projects, and examinations, so that comparable achievemeat can be
measured. Students alsc need opportunities to engage in enrichment
activities of compsrable difficulty.

6. Attitudes and values ave importsnt influences upon a student's
contributions to production. In the appraisal of this aspect of
the student's work, the teacher must make judgments on the basis
of objective evidence, such as success in meeting deadlines and
demonstrated ability to assist in times of emergency.

‘ ' xiii
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SCOPE AND SEQUENCE CF LEARNING ACTIVITIES

The following summary will provide the teacher with a general overview of
course content for Journalism 1, 2, and 3:

Journalism 1

1. Reading of a newspaper effectively, wisely, and profitably

2. Characteristics of newspapers and of the process of production

3. Elements oi newsworthiness

4. Newsgathering techniques

5. Writing of several of the basic types of newspaper articles; using a
sityle sheet and basic copyreading symbols

6. Roles of mass communication media other than the newspaper

7. Role of the press in our soclety, with reference to the history,
tradition, and function of journalism

8. Introduction to writing for the school newspaper

Journalism 2

1. On-the-job experience for students as working members of the school
newspaper staff

2. Staff organization and functions, with emphasis upon the many require-
ments for successful performance as a staff member

¥, Writing of articles for a newspaper, including preparation of special
types of materials

4. Functions of newspaper editing, incluiding copyreading, headline writing,
and proofreading

Journalism 3

1. On-the-job experience for students as staff members aind edit>rs of
the school newspaper

2. Individualized instruction in the use of photographs, procensing of
art, preparing makeup, and maintaining liaison with printers during
production

3. Formulation and applicaticn of editorial policy, inciuding relation-
ships with the administzator, the student body government, and the
compunity

4., Eusiness fuuctions, including sale of subscriptions, preparation of a
budget, selling space for advertisements, and distribution of coples
of the nawspaper

5. Experience in preparing articles for release to local and metropolitsn
newspapars

xiv
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ADVANCED JOURNALISM A

Journalism 2
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EDITORIAL POLICY AND RESPONSIBILITY

If a staff is to be efficient and productive and if its members are to
take pride and pleasure in their work, each worker must understand and
accept the principles of staff organization and recognize the importance
of cooperation and dependability.

In the modern world, there are very few activities which are performed
by an individual working in isolatfion. We are a soclety of groups and
group enterprises. The newspaper staff is such a group, dependent for
its success upon teamwork.

As staff members participate in preparation of the content of the school
newspaper, they should be aware of the importance of continuing their
development of desirable personal traits and of the concepts which are
presented in this section.



EDITORIAL POLICY AND RESPONSIBILITY JOURNALISM 2

WORKING AS A MEMBER OF THE STAFF '""TEAM"

Content
learn how the staff is organized.

Lines of authority
Regponsibilities of each staff position

Understand clearly the role of each staff member.

To whom he is directly responsible
Over whom he exercises authority

Accept responsibility for each task which is assigned.
Recognize that production of a school newspaper requires teamwork.

Development of the "team" spirit
The "follow-through" attitude

Develop a spirit of cooperation; offer assistance to other statf members;
accept help graciously.

Recognize that the success of the team effort is more important than
individual accomplishment.

Pemonstrate in your work as a member of the staff those personal qualities
which are essential to successful accomplishment, such as the following:

Keenness of observation Curiosity

Accuracy A critical, inquiring mind

Loyalty Desire for more and broader education

Thoroughness Industry

Prouptness Enthusiasm for writing

Deperdability Sympathetic understanding

FrieiJdliness Good taste

Judgment Consideration for other persons
Resources

Reddick: Chs. 4, 5
Instructional Gufde for Journalism l: pp. 70-77

"Bgtablighing Staff Responsibilities," p. 53
"ytilfzing Journalism 1 Students as Staff Members," p.S58

ERIC ¢

s 16




JOURNALISK = EDITORIAL POLICY AND RESPONSIBILITY

COVERING A BEAT

Content

Learn the requirements involved in covering a 'beat' or "run"; recognize
that the assignment is accompanied by a responsibility.

Develop and demonstrate in your staff performance qualities of depend-
ability, thoroughness, loyalty, accuracy, promptness, [riendliness, tact,
and consideration; and demonstrate ability to cope with special probleus.
A reporter ghould:
Become acquainted with all persons encountered regularly on the beat.
Iearn the correct names, titles, and duties of each of these persons.
Be able to evaluate Iinformation and to recognize news.

Recognize that the newsworthiness of information often is overlooked.

Inquire about anticipated developments and events which have been
scheduled.

Develop skill in asking questions which will elicit newsworthy responses.
Seek out news on the bdeat, rather than wait for it to be suggested.

Notify the appropriate editor at once, and make arrangements for photo-
graphic coverage, should an important story develop on the beat.

Recognize that every person on the beat is potentially ncwsworthy, whether
students, teachers, administrators, counselors, 8ecretaries, clerks,
custodians, gardeners, cafeteria workers, maintenance workers, or visitors.

Develop the attitude, whatever the beat, that it is important and deserves
thorough coverage.

Recognize that, although there sometimes 18 a reagonable excuse for not
covering the beat, there is no excuse for not notifying the editor well
before the deadline that the assignment cannot be covered by you.

Resources

Reddick: Ch. 13
Spears: Ch. 2
Instructional Guide for Journalism l: pp. 74-81

Audio-Visual Materials, as listed in current catalogs

17
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EDITORIAL POLICY AND RESPONSIBILITY

JOURNALISM 2

MEETING STORY DEADLINES

Content

Learn to understand the significance of the word "deadline' and the dis-
tinction between '"time story is due' and 'last moment when story can be
accepted."

Recognize the necessity of checking the mailbox or assignment sheet at
least twice daily, so that you will receive assignments in time to com-
plete them before deadlines.

Recognize that there may be more or less to a story than an editor antic-
ipates when it is assigned. Notify the editor at once if the length
requested is inappropriate in terms of the news involved.

When an assignment is made, recognize that the editor has reserved space
for your story and is depending upon you to write {it.

If you cannot complete an assignment, notify the editor in time for him
to locate another reporter for the task.

Reporters should: Reporters should not:

Contact news sources at once
for information or for appoint-
ments.

Establish a plan that will
assure completion of the assign-
ment before the deadline.

Exercise self-discipline to
2ssure follow through in the
event of unexpected problems or
distractions.

Turn in the completed, typed
story on time--not a hand-written
first draft or a page of miscel-
laneous information to de worked
over.

Follow up unexpected related
news angles as part of the
assignment and include them, as
a matter of course, in the story
before the deadline,

Resources
Reddick: Ch. 13
Spears: Ch. 2

O

Plan to write the story on the dead-
line date, if the facts necessary
can be collected earlier.

Plan to work on the assignment during
any class time other than the produc-
tion period {n journalism.

Fail to meet & deadline because of
absence, illness, or other reasons.
Instead, notify the editor, the ad-
viser, or another reporter when a
problem arises, and arrange for the
story to be completed on time.

18



JOURNALISM 2 EDITORIAL POLICY AND RESPONSIBILITY

EXERCISING COOPERATION AND TACT

Content

Learn to appreciate more fully the value of exercising cooperation and tact,
and recognize that these qualities are demonstrated by the following:

In working with the ADVISER, reporters should

Complete class assiguments as carefully as assignments for the newspaper.

Submit class assignments on time.

Refrain from working on newspaper assignments during periods which have
been established for class work; from using press passes, if issued, for
unauthorized business; and from engaging in unnecessary, distracting
activities and noise during staff work periods.

In workinz with EDITORS, reporters should

Accept assigaments cheerfully, even when they do not concern tasks which
are of personal interest.

Discuss problems courteously even when an assignment seems unreasonably
difficult.

Seek agsistance from the editor who made the assignment, or from the
adviser, when difficulties are encountered.

Complete the job, even when it 1¢ necessary to work a little harder or a
little longer than someuns else.

In working with other REPORTERS, reporters shouid

Assist, when requested, in developing a story, delivering messages,
gathering materials, typing, or in other ways.

Request similar assistance without embarrassment, wihen it 18 needed.

Offer opinions and suggestions to other reporters in a spirit of help-
fulness, rathcer than of scorn.

In working with NEWS SOURCES, reporters should

Make appointments, if possible, to obtain information.
Avoid disturbing teachers, coaches, or students during class periods.

Recognize the courtesy of secretarjes and clerks in answering questions
or finding information and that their other duties must have priority.

7 19



EDITORIAL POLICY AND RESPONSIBILITY JOURNALISM 2

MEETING STANDARDS Related topics in Journalism 3,
FOR NFWSPAPER WRITING may be introduced, if appropriate,
in Journzlism 2. Refer to pp. 27,
28, and 29.
Content

Become acquainted with the purposes of the sZudent newspaper, and learn to
recognize which types of articles are appropriate for publication.

Recognition of the need for guldelines to help maintain standards
Growth in ability to evaluate each article in relation to these standards

Learn to accept the judgment of the editors or the adviser regarding the
appropriateness of materials.

Develop the ability to exercise judgment and to refrain from writing or
submitting material which is not suitable for publication because 1it:

Cencerns subject matter which is inappropriate for the newspaper,
Concerns topics on which the newspaper lacks authority.

lacks accurs:y.,

Lacks objectivity.

Is crude, coarse, or indecent.

Is sympathetic of or in favor of attitudes or actions which are socially
undesirable.

Is libelous.

Damages individuals, groups, or the school.

Lacks literary quality or correctness.

Understand the damage that wmay result from deceiving ovr misleading the
editor or from changing or adding to material after it has been edited
and approved for publication.

Be willing to ask for advice whenever there is question about the suitability
of material. or the way in which it should be pr sented.

Recognize that individuals cannot apply their own stardards when they con-

flict with those of tha newspaper if a publication is to have overall
character and integrity.

Resources

“Avoiding Libel," p. 60
"Guiding Selection of Newspaper Content,” p. 61

ERIC 20
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WRITING AND EDITING

In the presentation of the following topics, assignments and activities
ghould not be l.mited to preparation of material for the school newspaper

and to completion of exercises in the authorized texts.

Rather, students also should be encouraged to review and discuss materials
from outside sources and from the periodical and reference shelves of the
library; to prepare written and oral reports; and to engage in a wide rarge
of reading, writing, and speaking, through both individual and 8rcup projects

and activities.

21



WRITING AND EDITING JOURNALISM 2

PROVIDING ADVANCED PPAUTICE IN WRITING FOR THE NEWSPAPER

Content

dost assignments for the newspaper in Journalism 2 will concern types of
articles introduced in Journalism 1. In Journalism 2, the additional
experience and practice which students receive will help them develop
greater skill and judgment as vriters.

As the students develop greater ability, the teacker should require higher
standards of achievement. In addition to skills in newsgathering, the

teacher should emphasize correctness and effectiveness in the preparation
of artiecles.

Resources
News Story: Feature Story:
Agnew: Sec. 1, Chs. 2, 3, 4, Agnew: Sec. 3, Chs. 1, 2
Reddick: Chs. 6, 7 Reddick: Ch. 17, 18
Spears: Chs. 3, 4, 5 Spears: Ch. 10
Instruc. Guid: for Instruc. Guide for
Journ. 1l: pp. 98-101 Journ. 1: pp,100-103
Interview Stocy: Editorial:
Agnew: Sec. 4, Ch. 1 Agnew: Sec. 2
Reddick: <Ch. 12 Reddick: Chs. 19, 20
Spearg: Ch. 7 Spears: Ch. 9
Instruc, Guide for Instruc. Guide for
Journ. 1l: pp. 84-91, 102-103 Journ. 1: pp. 106-107
Sports Story: Style Sheet:
Agrnew: Sec. 4, Ch. 3 Agnew: Sec. 5, Chs. 2, 3, 4, 5
Reddick: Ch. 16 Reddick: Chs. 8, 35
Spears: Ch. 13 Spears: Ch. 14
Instruc, Guide for Ingtruc. Guide for
Journ. 1: pp. 104-105 Journ. 1l: pp. 94-97, 137-140

10
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JOURNALISM 2 WRITING AND EDITING

WRITING THE SPEECH STORY

Content

Levelop the ability to consider all news elements in a speech assignment to
determine the extent of its value.

The speaker
The speech
The audience

Prepare adequately for each assignment to report a speech. Learn the
following:

The name of the speaker and his position

The title of the speech

The reasons for the speech

When and where the event will be held

The nature of the audience

Background information concerning the speaker

Build fscility in notetaking. Be sure to include the following:

Key ideas expressed

Outline of main points in the speech

Important direct quotations

The “tone and mood" of the speech, to be reflected in the story

Strive particularly for an effective lead paragraph which conveys the primary
news in the event as well as its spirit.

Remember to attribute the ideas presented in the speech story to the speaker.
Use " said,” "he continued,” "the speaker emphasized,” etc.

Master the correct uses of quotation marks and punctuation.

Direct quotes Quotes within quotes
Indirect quotes Quotations with omissions
Partial quotes within sentences Titles within quotes

Convey to the readers a sense of 'presence' at the speech. Convey the 'feel!
of the event--the appearance, mannerisms, and sound of the speaker, when
appropriate; the surroundings; and the size and mood of the audience.

Resources

Agnew: Sec. 4, Ch. 2; Sec. 5, Ch. §

Reddick: Ch. 10

Spears: Ch. 6

Audio-visual materials, as listed in curreant catalogs; recordings or films of
televised speeches

Guest speakers, providing actual or practice assignments

11
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WRITING AND EDITING

JOURNALISM 2

WRITING THE COLUMN

Content

Become acquaiuted with the types of columns used in the school newspaper.

Specific information (science, music, sports, clubs, fashions, etc.)

Personality sketches
Exchanges

Variety or humor
Names or personals

Editorial commentary or news briefs
"Ag the writer sees it," or the personalized approach

Inquiring reporter
Alumni briefs

Lea:zn the characteristics of each type of column.

Demonstratc. ability ¢o write material appropriate for a column and which

holds reader interest.

Colunmists should:

Establish definite purposes.

Develop a personal and recogniz-
able style of writing.

Maircain continuity of style and
structure in a series of columns.

Bage the items in the column on
specific, newsworthy topics.

Perform thorough research before
writing the column.

Work hard on the writing; much
of the column's appeal is in
the skill of its presentation.

Keep the readers' interests in
mind.

Resources

Reddick: Ch. 22
Spears: Ch. 12

Ceclumniats should not:

Attempt to be 'oracles."

Write material which will harm any
person Or group.

Skirt around the truth in an attempt
to make the column more interesting.

Use the "fill up the space' approach.

Reprint material without acknowledging
the sources.

Present a point of view as the only
side in a controversy.

llse items repratedly from a restricted
group of friends.

Allow their personal enthusiasms to
dorinate the column.

School newspaper exchange files and professional newspapeis

ERIC

Aruitoxt provided by Eic:
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JOURNALISM 2 WRITING AND EDITING

WRITING THE REVIEW

Content

learn the types of characteristics of reviews which are appropriate for the
school newspaper.

Concerts Television productions
Dramas Records
Variety productions Books
Motion pictures Art exhibits
Demonstrate ability to write effective and factual reviews which hold reader
interest.
Reviewers should: Reviewers should not:
Acquire firsthand inform- Rely entirely on the reports and
ation concerning the sub- cpinions of other persons.

ject of the review.
Present perscenal opinion as fact.
Recognize that sgtudent reviewers

are not experts. Indulge in damaging sarcasm.
Concentrate on fact rather than Exaggerate or attempt to be 'clever"
personal opinion in offering at the expense of accuracy.
criticism.

Single out individuals for either
Utilize reports of audience excessive praise or excessive cou-
reaction as a usually valid demnation.

measure of success.
Attempt to write reviews on subjects

Review evente which are perti- on which they are ignorunt.
nent to the interests of the
students. Expect professional performances

from amateurs.
Describe both strengths and
weaknesses. Mistake thez word "criticism" as
synonymous with ''condemmnation.’
Develop an {mpression of the
total impact of a production, Indulge in possible libel.
rather than fragmenting {t.
Ignore the wide rarge of knowledge
and interests possessed by readers,

Resources

Reddick: Chs. 11, 23

Spears: Ch, 11

Reviews published in professional newspapers
YAvoiding Libel," p. 60

"Guiding Selection of Newspaper Content," p. 61

13




WRITING AND EDITING JOURNALISM 2

USING REFERENCES

Content

Consult standard references to assure accuracy in writing storles and class
assignments.

Become familiar with the uses, organization, and content of the following
standard references. All, or most, of these references will be available
in the journalism laboratory. All of them are available in either the
journalism room, the school library, or the school offices.

Unabridged dictionary

Paperbacked or hardbacked abridged dictionaries, for frequent desk use
Thesaurus

Dictionaries of synonyms and antonyms, foreign terms, familiar quotations,
and American-English usage

World atlas

Standard almanac

Text of correct grammdtical usage

Official style sheet

Back file of the school newspaper

Recent editions of the school newspaper

Exchange file .

Current editions of local professional newspapers

Lists of the names and room numbers of teachers, administrators, and other
staff members

Current class schedules of faculty members

Lists of the names and programs of students

Lists of student body and class officers and faculty advisers

Rosters of athletic teams and their coaches

Be guided by the following cardinal rules when writing stories or class

assigrments:

Do: Do not:
Verify facts and spelling of Be satisfied with a '"guess," not
names when there ig the even a ''reasonable' one.

slightest doubt of accuracy.

Begin work so late that there is
Take as much time as is neces- not time to verify accuracy.
sary to aesure accuracy.

Resources

Licted above

Q 14
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JOURNALISM 2 WRITIHG AND EDITING

FINDING INFORMATION THROUGH RESEARCH

Content

Recognize that careful research is essential to the preparation of accurate
and objective stories, compositions, and reports.

Interview experts in specialized filelds to obtain authoritative information
or suggestions regarding additional sources.

Become acquainted with the uses, organization, and content of standard
references in the library. Among these are the followirg:

Comprehensive encyclopedias and supplementary yearbooks containing current
information

Dicticnaries and encyclopedias in specialized filelds, such as literature,
authors, art, music, science, and geography

Textbooks, biographies, histories, etc., in specfalized flelds

Card catalog, including cross references, of books im the library
Reader's Guide to Periodical Literature

Books in Print

Cumulative Book Index

A comprehensive world atlas

Who's Who and Who's Who in America

Abstracts of dissertationg

Be guided by the following principles when preparing material based upon
your research:

Search for opinions cn all sides of a controversy.

Report all sides of controversies fairly, regardless of your personal bias.
When appropriste, indicate your preferences, clearly identifying them as
your opinion.

Avoid omitting facts which are needed to treat a subject objectively.

When using a quotation, identify the source so that a reader may locate {t.
Do not base an opiunion on only one source. Compare information on the same
topic as provided in several veferernces.

Resources

Listed above

15




WRITING AND EDITING JOURNALISM 2

COPYREADING N
Content

Become familiar with the role and duties of the copyreader and with the
techniques which he uses.

Copyreading marks
Editing and rewriting
Detection and removal of libel
Headline writing
Learn style rules and how to apply them.
Demonstrate ability to deal with some special copyreading problems.
Editing of storles with bylines without destroying tone
Deletion of statements which are possibly libelous
Elimination of double entendre and misrepresentation
Checking of names, titles, statistical matter, and calculations )
Detection of omissions

Lengthening of material without padding; condensing without changing
the meaning

Assuring that copy and instructions will be understandable to the
printer

Resources

Agnew: Sec. 6, Chs. 1, 2, 3

Reddick: Ch. 24

Spears: Ch, 14

Practice in Editing: Copyreading exerclses and copyreading marks
Instructional Guide for Journalism l: pp. 70-77, 94-97, 137-140, 152
"orking With Printshop Personnel. " p. 63

"Avoiding Libel," p. 60

Audio-visual materials, as listed in current catalogs

ERIC ¢ 2
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JOURNALISHM 2 WRITING AND EDITING

Related topics in Journalism 3
may be introduced, if appro-
priate, in Journalism 2.

Refer to pp. 34, 40, 41, 43, and
44,

WRITING HEADLINES

Content
Learn the basic units of measurement used in printing.

Line width
The pica as a unit of measurement

Type height
The point as & unit of measurement

Headline width
The difference between letter count and unit count

Understand why headline counting is necessary.

Learn now to apply che standards for writing effective headlines.
Establishment of standards
Development and observance of rules

Developwent of a headline schedule

Learn the criteria used in judging the effectiveness of headline writing.

Compliance with rules Originality
Accuracy A sense of judgment and appropriateness
News sense Absence of ambiguity
Clarity and directness General effectiveness
Resources

Agnew: Sec. 7

Reddick: Ch. 25

Spears: Ch. 15

Practice in Editing: Headline writing exercises and chart for counting units
Instructional Guide for Journalism 1: pp. 20-35

"Teaching Effective Headline Writing," p. 73

Audio-visual materials, as listed in current catalogs

El{lC 17
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WRITING AND EDITING JOURNALISM 2

PROOFREADING
Conter.t

Understand the rule and duties of the proofreader in the production process
and the techniques of proofreading.

Proofreiding marks and how touse them

Correction of errors in typesetting

Reading of proof with the help of a copyholder

Care and thoroughness when reading proof aloud as a member of a team
Demonstrate ability to deal with some special proofreading problems.

Checking of material rapidly and returning of galley proofs or page proofs
promptly, so that production will not be delayed

Familiarity with type styles, faces, and sizes; with line widths; and with
the mechanics of butted slugs, so that the types of errors which occur in
typesetting will be recognized

Recognition that proofreading is not editing
Familiarity with printing processes and equipment, so that:

Types of errors and their causes will be understood

The amount of work involved, as well as the possibility of additiuvnal
errors, will be anticipated and taken into consideration go that re-
quests for corrections will involve a minimum amount of work

A wtually appreciative and understanding working relationship with
printshop personnel te maintained

Rcecognition that printers have problems and deadlines, too; that they will
identify most errors, typographical or otherwise; that it is not the
printer's responsibility to do the work of the editor or the proofrecader

Recognition that proofreading provides the last opportunity to detect errors

before publication and that proof must be read for sense as well as for
visible typographical error; that errors may involve omissions,
transpositions, or words which are correctly spelled but incorrectly used

Resources

Agnew: Sec. 9

Reddick: Ch. 29

Spears: Ch, 14

Practice in Editing: Proofreading exercises and proofreading marks
Instructional Guide for Journalism 1l: pp. 70-77

"Working With Printshop Personnel," p. 63

18
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ADVANCED JOURNALISM B

Journalism 3

31




EDITORIAL POLICY AND RESPONSIBILITY

If a newspaper {s to hrve character, it must have definite editorial
policies. Every staf’ nember involved in writing and editing must
fully understand and support the policies. If the newspaper {s to
serve the school effectively, its purposes must be clearly stated.
Otherwise, the services which the staff members perform will not be
successful.

Staff members who master the skills of wise and considerate leadership
and who work with initiative, industry, responsibility, judgment, and
purpose will produce a newspaper in which they may take justifiable
pride and which will be a credit to the school.

O . 21
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EDITORIAL POLICY AND RESPONSIBILITY _ JOURNALISM 3

MEETING PRODUCTION DEADLINES

Content

Recognize the necessity of a realistic production schedule, developed jountly
and observed by both the editorfal staff and the printshop personnel.

In cooperation with the printshop persornnel observe agreed-upon deadlines.

Recognize that coverage of "spot news" is nct s normal responsibility in
writing for the school newspaper.

Establishment of deadlines with recognition that producing a school news-
paper primarily concerns education; that, although coverage of 'spot news"
may sometimes be desirable, it is not a normal function

Recognize that acceptance of responsgibility involves an obligation to other
staff members, the readers, and the school.

Recognize that each task undertaken must be cumpleted, unless it is reassigued
with che approval of the editor or other st.ff member concerned.

Demonstrate ability tc work effectively as an editor.

Editors should: Editors should not:
Establish story deadlines at Wait until the hour before the final
least one full day in advance deadline to make up pages.
of page deadlines (with the
occasional exception of "spot Remove materials for the newspaper
news' assignments). or plans for page layouts from the

staff room.
Maintain a banklog of feature

copy for use wien needed. Take home original copies of any

’ materials intended for use in the
Write headlines at the time newspaper.

thet copy is edited and mat-
erial ie acsigned to a loca- Make last-minute vequests of print-
tion on the page. shop personrel.
Prepare captions at the time Depend upon ''emergency excusal’
pictures are selected. from other classes or from journalism

class activities to 'get out the paper."
Plan special issues well ir
advnce.

Maintain and use a futures
book.

Resource
"Working With Printehop Personuel," p. 63
o 22

ERIC 35

Aruitoxt provided by Eic:

[



JOURNALISM 3 EDITORIAL POLICY AND RESPONSIBILITY

EXERCISING THOROUGHNESS, ACCURACY, AND INITIATIVE

Content

[E

Demonstrate qualities of thoroughness in performing assignments.

Assure that:

Stories are coumplete.
News of importance equal to that published has not been omitted.
Materials for publication have been selected impartially.

If a controversy is involved, all viewpoints have had equal opportunity
for expression.

Copy for the printer is well edited.

The best possible effort has been exercised in the time available.

Demonstrate qualities of accuracy. Assure that:

Spelling, titles, statistics, lists, etc., are correc

Facts have been obtained from reliable sources, such =: ity rosters,
official scorebooks, firsthand information, office rec¢.iis, student program
cards, record books, almanacs. and library reference r. <ources,

Information of a doubtful nature has been omitted.

Demonstrate qualfities of initiative.

Participate actively in planning at staff meetings.

Experiment with new ideas in the newspaper, within t vork of basic

policies.

Follow up news coverage with related feature or edit . tetial.

Be willing to do more than is required when given an ®.nt so that the

best posaible results can be obtained.

Exercise resourcefulness and ingenuity in utilizing : - 'os at hand.
Resourcers

l.Listed above

O
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EDITQRIAL POLICY AND RESPONSIBILITY JOURNALISM 3

WORKING WITHIN THE FRAMEWORK OF ESTABLISHED EDITORIAL POLICIES

Content
Understand and help to develop editorial policies.
Consult appropriate editor when in doubt concerning applications of policies.

Consult appropriate editor when considering preparation of material which
may be questionable in terms of policies.

Be willing to work within the framework of policies.
Recognize the necessity for the formulation of clearly stated policies.

The following questions will assist each new staff in noting areas in which
newspaper policies should be established, reaffirmed, or modified:

1. What specific guidelines should be used in determining the suitability
of material for publication?

2, Will off-campus news be printed? If so, what types?

3. Will reviews concerning such topics as moving pictures, TV programs,
or books be printed?

4, Will editorials and/or fedatures about off-campus social or political
issues or world affairs be printed? If 80, what types?

5. What kinds of personal items and features about students or teachers
will be used?

6. Will any items which reflect unfavorably upon any aspect of the school,
its personnel, or its programs be published?

7. How many editorials will appear in each issue? Who will write them?
whose opinions will be represented?

8. Will the newspaper take an active interest in student government? What
will be the relationship of the editor to the student government?

9. Will the newspaper take an editorial stand during school controversies?
1f so, how will the stand be determined?

Resources

Ypeveloping Karmonious Relationship Between the Newspaper Staff ind the Student
Council," p. 64 '

"Maintaining Harmonious Working Rclationships With Administrators and Other
Staff Members,' p. 62

"Cuiding Selection of Newspaper Content.'" p. 61

"Avoiding Libel," p. 60

Q 24
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JOURNALISM 3 EDITORIAL POLICY AND RESPONSIBILITY

EXERCISING LEADERSHIP

Content
learn the role of each leader within a system of leadership.
Understand the responsibilities and privileges of each leader.
Understand the limitations of leadership roles.

Demonstrate those qu-lities which editors must demonstrate in greater degree
than reporters:

Initiative Skill
Resourcefulness Dependability
Judgment Industry

Demonstrate those qualities that reporters expect editors to exhibit:

Helpfulness Respect
Yairness Courtesy
Understanding Consisteancy

Demonstrate the ability and judgment to avoid some of the problems inhecent
in the exercise of leadership.

An editor should: An _editor should not:
Treat every member of the Assign any task which he himself
staff with equal regpect could not perform (excepting, of
and congideration, course, tasks involving special-

ized knowledge, such as sports

Help staff members do a good reporting or photography).

job--not just order them to

perform work. Allow authority to 'go to his head."”
Accept and exercise responsi- Grant special favors to special
bility and authority calmly friends.

and firmly, without apology. Int2rpret a staff member's failure

Recognize and compliment good to fulfill an assignment as a per-
work, sonal affront.

Accept direction or suggestion
gracefully from those persons
to wvhom he is responsible.

Gossip about poor performance by
staff members.

Resources

Reddick: Ch. 34
Spears: Ch. 21
"Selecting Editors and Editorial Staffs," p, 32
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EDITORIAL POLICY AND RESPONSIBILITY . JOURRALISM 3

[ “Some instruction in this topie,
PUBLICIZING OF SCHOOL SERVICES, when appropriate, may be pre-
NEEDS, AND ACHIEVEMENTS sented in Journalism 2,
Content

Understand the services which are performed by the sclico! newspaper in devel-
oping school spirit and pride:

The vicaricus sense of achievement which each member of the school "family"
feels in the achievements of other students

The encouragement which is provided by the reporting of achievements and
honors ‘
The strengthening of school-community relationships through veporting of
achievements and honors

The news value of reports of achievements and honors

Assure thorough coverage of achievements and honors, special educational
programs, new courses, and new services to Students, as well as school needs.

Establish beats which cover offices, departments, classrooms, and school
orcinizations.

?rovide to reporters on beats suitable forms to be filled out, indicating
what news is available, if any, and containing space for signature by the
information source as an indication that the beat was covered. (These forms
can be filed for future reference.)

Realize that teachers and other staff personnel alsc deserve recognition for
success.

Report special exhibits and displays of outstanding student work aad special
projects.

Cover all athletic events, including JV, B, and C team activities; minor
sports; and girls' activities.

Obtain help of the following types: the Area Office of Public Information
serving your school, information on how to send releases to local papers,
lists of local papers, resource speakers to address journalism classes,
photographers for special events of area interest.

NOTE: your Area Office of Public Information should handle all news coverage
or releases to the metropolitan press, television, or radio; it should be
notified of specially noteworthy events, guests, occurrences at your school.
The area public information officer is available for advice on journalistic
and public relations problems. Ask your principal for the location or phone
nur.ber of the office serving your school and area.

Reddick: Ch. 13
Cooavg: Ch. 17
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JOURNALISM 3 EDITORIAL POLICY AND RESPONSIBILITY

WORKING WITHIN ADMINSTRATIVE Some instruction in this topic,
POLICIES when zppropriate, m.y be pre-
sented in Journalism 2.

Content

Understand the necessity and value of cbse: ing administrative poticies.

Assuring consistency in observance of the newspaper's purposes
Maintaining harmonicus working relationship with administrators

Understand the reasous for administrative policies as they apply to the
newspaper.
Legal responsibility of the administrator and school system for the news-
paper
Role of the newspaper in the total school educational program

Responsibility of administrators in strengthing school-community relation-
ships and the influence of the newspaper on community attitudes

Undarstand the meaning of ''freedom of the press as it applies to the school
newspaper.

Demonstrate ability to work effectively within administrative policies.

Editors and Staff writers should:

1. Understand adminigtrative and newspaper policies as they apply to the
preparation and presentation of materials for publication.

2. Learn to apply policy guidelines in specific situations.

3. Consult other editors or the newspaper adviser regarding questionable
materials.

4. Accept the judgment of the adviser when decisions are necessary,
acknowledging that the rendering of such judgment is his properly
delegated responsibility,

5. Understand that appeintment to an editorship or other staff positions
is an opportunity and a privilege, not "an unalienable right."

Resovurces

Instructional Guide for Jcurnalism 1: pp. 12, 127-129

"Maintaining Harmonious Working Relationechips With Administrators and Other
Staff Members," p. 62

"Guiding Selection of Newspaper Content.' p, 61

""Establighing Newspaper Objectives," p. 564

“Avoiding Libel," p. 60

ERIC 27
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EDITORIAL POLICY AND RESPONSIBILITY

JOURNALISM 3

WORKING WITH LEADERS IN
STUDENI_ GOVERNMENT

Content

Some instruction in this topiec,
when appropriate, may be pre-
sented in Journalism 2.

Understand that the primary functions of the newsgpaper staff and student
government classes, respectively, are to provide laboratory activities
contributing to the developmeént of communication and leadership skills.

Recognize that the journalism c¢lags is organized primarily to provide
instruction in newspaper production, not to produce a newspaper; and that
the student government class is organized primarily to provide instruction
in the fuuctions of government, not for the purpose of 'making laws."
Therefore, neither class may justifiably expect the other to have mastered
the skills of communication and leadership.

Recognize the need for cooperation and the acceptance of guidance ard
direction from administrators and advisers, just as students in other
courses accept guidance and direction from their teachers.

Use the following guidelines, as adapted to the individual school, in

relationships with student leaders.

Editors should:

When controversies occur,
permit all points of view
to be presented in the
newspaper.

Publish editorial opinions
concerning student govern-
ment actions only when they
represent group thinking by
the newspaper staff.

Discuss student government
actions constructively and
objectively.

Present reports of student
government actions to stim-
ulate discussion by members
of the student body.

Resource

Editors should not:

Engage in personal criticism,
either in news stories or in
editorials.

Begin controversy over such
issues as the '"power of the
press" versus the 'power of
government, '

Involve the newspaper staff in
Yerusading" activities which
would limit the primary function
of either the leadership or
Journalism staff class.

Engage in argument over conflict-
ing guidance from advisers.

"Developing Harmonious Relationships Between the Newspaper Staff and the

Stud%nt Council," p. 64
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JOURNALISM 3 EDITORIAL POLICY AND RESPONSIBILITY

ESTABLISHING STANDARDS FOR NEWSPAPER CONTENT

Content

Establish criteria by which to evaluate material submitted for publication.
Articles should:

Contribute to achievemeut of the purposes of the newspaper.

Assist the writer in developing greater skills of communication.

Avoid being offensive to the majority of readers.

Avoid damaging an individual or group.

Provide information which 18 not readily available from other sources.
Be accurate, objective, and complete.

Be of interest and concern to a reasonably large number of readers.

Use the following guidelines in making decisions regarding questionable
material:

Do not publish articles which:

Publish articles which:

Are accurate and have
positive values.

Are appropriate in terms
of policies.

Belp to maintain standards

If they concern off-campus
news, are of reader interest.
(Items may concern alummi,
other schools, books, TV
programs, and films.)

If they concern social,
political or world affairs,
are of reader interest.

If they concern science
projects, hobbies, awards,
jobs, travel, or sfnmilar
topics, are of reader
interest.

Involve personal criticism, name-
calling, or other offensive sub-
Ject matter,

Publicize off-campus clubs.

Review books or entertainment not
recommended for teenagers.

Attempt to compete with professional
newspapers in scope and content.

Report news involving student
arrests or disciplinary action.

Express opinions not based on
adequate information or research.

Overload the newspaper with '"personal'

trivia, such as the "Teacher,'" '"Senior,"

Car," or "Athlete' of the Week.
Are more appropriate for a magazine.

Concern gossip.

Resources

"Establighing Newspaper Objectives,' p. 54
YAvoiding Libel," p. 60 ,
"Guiding Selection of Newspaper Content," p, 61
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EDITORTAL POLICY AND RESPONSIBILITY JOURNALISM 3

STIMULATING DISCUSSION OF CURRENT ISSUES

Content

Recognize the value of the newspaper in focusing attention upon school-wide
purposes, projects, accomplishments, and policies through such activities
as the following:

Report news of school-wide activities, such as drives, dances,
assembly programs, contests. and the athletic events.

Describe the origins of and reasons for school rules and traditioms.

Publish news or features concerning activities in the school
program which are not ~ften observed by large segments of the
student body, such as the work accomplished in specialized
vocational shop classes for boys or for girls in special elective
courses, and in service clubs and other organizations.

Summarize results of forums and opinion polls on current issues which
are appropriate for coverage in the school newspaper. In the case of
polls concerning topics related to social studies courses, students
should receive guidance from the Chairman of the Social Studies depart-
ment .,

Publish questionnaires or check lists in the newspaper as ''tear-offs."

Report resolutions of the student council, accompanied by background
information and summaries of opinions, pro and con.

When appropriate, invite the student body president to write a column,

Publish editorial opinions on school-wide issues to stimulate student
discussion; but be sure to invite and to publish opposing viewpoints.

Publish a "Letters-to-the-Editor" colum.

Resources

Agnew: Sec. 1, Ch. 7
Reddick: Chs. 20, 21
Spears: Chs. 17,18
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JOURNALISM 3 EDITORIAL POLICY AND RESPONSIBILITY

DEALING WITH CONTROVERSY IN THE NEWSPAPER

Content
Take advantage of reader interegt in contrcversial topics while avoiding the
bizarre or sensational. Accept direction from the adviser and principal
regarding suitability of material to the long-run interests of the school
and the educational process.

kecognize that the newspaper editor and his staff have no ethical or legal
right to impose their personal opinions on readers.

Utilize such methods as the following in reporting or commenting upon contro-
versial issues:

Report news related to controversies.

Quote opposing viewpoints, as expressed by qualified persons.

Provide background information through use of features.

Prepare informative editorials.

Present interpretive, but not overly opinionated, eriitorial cartoons.
Summarize results of campus polls when sampling is adequate.

State a position in editorials, inviting rebuttals by qualified personms.
Conduct letters-to-the-editor column.

Invite qualified persons to write articles clarifying issues.

Regources

Agnew: Sec. 2

Reddick: Chs. 12, 20, 21

Spears: Ch, 9

Instructional Guide for Journalism 1: pp. 11-35, 106-107, 112-133
“Avoiding Libel," p. 60

"Maintaining Harmonious Working Relationships WiLh Administrators and
Other Staff Membars." p. 62

"Developing Harmonious Relationships Betwecn the Newspaper Staff and the
Student Council," p. 64

ERIC 4
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EDITORIAL POLICY AND RESPONSIBILITY JOURNALISM 3

HELPING TO MAINTAIN GOOD SCHOOL-COMMUNITY RELATIONS

Content

Develop a greater understanding of the newspaper's role in maintaining good
school-community relations.

Asgure that materials for the newspaper are of high caliber and that high
standards are maintained in their presentation.

Encourage students to take home coples of the newspaper. Include items in
each issue which will be of interest to paremts.

Prepare news releases for professional newspapers concerning the many school
activicies which have community appeal. Develop the ability to recognize news
with off-campus value. Such events as the following will be of interest:

interscholagtic athletics and results of competition

Concerts, plays, lectures, community meetings on campus

Carnivals, open house, parente’ days

Exhibits and science fairs

Commencement exercises

Registration schedules

Announcements of new curricula or major aequences

Schedules of placement of qualification examinations

Announcements of scholarships

Schedules of report card distribution

Career advisement schedules or special programs

Changes in graduation requirements

Changes in the faculty, including additions, transfers, retirements
Announcement of health services; schedules for examinations, innoculations,
etc.

Outstanding or unusual achievements and honors which concern students or
faculty and other staff personnel

Achievements of alumni

Establiah harmonious relationships with merchants and service groups in the
community. Arrange for students to cover non-school activities in order to
receive additional training.

Resource

"Preparing News Releases for Community and Metropolitan Newspapers,' p. 65
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JOURNALISH 3 EDITORTAL POLICY AND RESPONSIBILITY

PREPARING NEWS RELEASES FOR COMMUNITY AND METROPOLITAN NEWSPAPERS

Content
Learn to recognize school news of interest t¢ the community.
Prepare releases for community and metropolitan newspapers concerning news
of this type. (In many cases, news Btories of interest to the community may
not appear in the school newspaper.)

Submit news items to community newspapers with the approval of the adviser.

Prepare releases for metropolitan newspapers when authorized by the adviser.
Releases should concern only events of major interest.

Learn how news releases must differ from articles for the school newspaper.
Note that the following should receive particular attention in releases:
identification of the schiool in the lead; inclusion of names of parents, when
appropriate; explanations of school organizations and events, as needed to
clarify meaning.

Assure that the lead is complete and that the release does not contain
inaccuracies or errors in spelling, grammar, or punctuation,

Be sure that releases are submitted prior to deadiines and that they have
been typed in the proper form.

Obtain the adviser's written approval before submittal of any release.
Recognize that editors are under no obligation to publish releases and that
material may be rewritten or dramatically revised. Although you may not
always agree with their judgments, recognize that editors have the respon-
sibility to modify releases in terms of their own editorial needs.

If you are writing a regular school column for a community newspaper, be
sure to foilow the editor's Instructions.

Determine the purpcse of the column and the types of items which should be
included.

Observe space requirements.
Submit materfal regularly and in proper form. Be sure to observe deadlines.

Obtain adviser's approval of the copy for each column before submitting it.

Resource

"Prepdring News Releases for Community and Metropolitan Newspapers," p. 65
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EDITORIAL POLICY AND RESPONSIBILITY

JOURNALISM 3

WORKING WITH PRINTSHOP

PERSONNEL

Content

Some instruction in this topic,
as appropriate, any be presented
in Journalism 2.

Appreciate the advantages ¢ a harmonious working relationship with print-

shop personnel.

-A better newspaper

-More relaxed working conditions
-Absence of personal frictions and animosities

Develop an understanding of the factors which are involved in developing
harmonious relationships.

-Maintaining copy that is clean and readable
~Mutual understanding and respect for jobs, responsibilities, schedules,

deadlines, expectations, capabilities, and problems

~-Recognition of the distinction between instructional periods and pre-

duction periods

-Mitual agreement on schedules and deadlines
-Notification in advance when it is neces$sary to depart from the normal

schedule

-Mutual recognition that student work is not expected to be of professional

quality

Learn some of the terms used in newspaper production:

butted slugs
casting
centered
column rule
crossline
cutoff rule
distribute
dummy
fountain
furniture
galley
galiey proof
gutter
holdover

hungry linotype

Resources

Reddick: Ch. 3

hungry press
jimdash

Jump head

Jump line
Justify

kill

killsheet
leaded (ledded)
leaders (leeders)
letterspaced
line gauge
linotype (lino)
lockup

loose line
loose column

Spears: Ch. 20 and Glossary
Instructinnal Guide for Journalism l:

ERIC

Aruitoxt provided by Eic:
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magazine
makeready
matrix (mat)
mount
mounted
open

open up
overprint
overset
pasteup

pi

pinup

plane

proof press
put to bed

pp. 70-77, 141-151
"Working With Printshop Personnel," p. 63

quoins

rail

run (noun or verb)
save

slug

solid set
spill
standing
stick

stone

tight line
tight column
trim
underset
workup
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WRITING AND EDITING

In Journalism 3, editors and other staff members will wiite more
specialized articles. 1In addition, they will become more proficient
in editing and will exercise creativity and increasing judgment.

In addition to production of the school newspaper, students envolled

in Journaliswm 3 will receive a variety of other assignments to enrich
clagsroom instruction and to improve their skills of communication,

For example, they will read editorials, essays. biographies, novels,
and plays. Students also will prepare written and coral reviews and
analyses. Among the objectives of Journalism 3 are the development

of a high degree of reading skill, of critical judgment, of creativity,
and of increased facility in the use of language.

o}
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WRITING AND EDITING JOURNALISM 3

WRITING THE BOOK REVIEW

Content

Compare book reviews inm sources such as the following to develop a better
understanding of professional reviewing techniques:

Local metropolitan newspapers
The New York Times

The Saturday Review

Weekly news magazines

Analyze professional book reviews and decide what the writers have done in
each case to make the review interesting, as well as informative.

Write book reviews for practice or for publication in the school anewspaper.
8e guided by the following suggestions:

Address your review to student readers, but do not “write down."

Cite highlights of the plot to increase interest, but do not summarize
the entire story nor disclose the outcome.

Mention significant characters or events.
Describa the theme.
Note the qualities of the story in relation Lo standards of literature,

Explain the author's apparent purpoise.

Discuss the significance of the book in terms of its relationship to issues

which may be of interest to students.
Describe the age or interest group to which the story would most appeal.

Assess the influence of the author's 1ife on the book, or how it may have
influenced its preparation.

Compare the book with other books by the sawe author.

Compare the book with other books on the same gubjuct or same general theme.

Express your opinions, but do not stress them unduly. Recognize that
student writers are not professional critics.

Resources

[E

Reddick: Ch, 23
Spears: Ch, 11
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JOURNALISM 3 WRITING AND EDITING

WRITING REVIEWS OF THE ARTS

Content

Write reviews honestly and objectively. Avoid either lavish praise or
snobbishness., Recognize that you are not the "final authority' on what is
"good" music, art, or drama. Observe such principles as the following:

When expressing opinion, do not present it as fact. Offer reasons or
specific examples.

Consult authorities, when possible, and cite their opinions.

Discuss art, music, and drama with persons who have studied them.

Ask students who are skilled in each field what they are trying to achieve.
Attend art shows, concerts, and drama events tuv increase knowledge and
ability to evaluate.

Read professional reviews in recognized publications.

Develop a specialized vocabulary, but do not overuse trade jargon.

Ask the artist or performer what he hopes to achieve. Deterrnine whether
the purpose is consistent with the effect of a performance on an audience.
Review the background of the event.

Distinguish between the works of professionals and amateurs.,

Profegsional events

Although the principles of "fair comment and criticism'" apply, be cautious,
That is, when a professional presents his skill or the product of his skill
for profit, he invites the risk of receiving either approval or disapproval.
However. recognize that you are not a qualified or experienced critic.
Express your opinions regarding works of art, concerts, plays, motion pic-
tures, television programs. and recordings, but avoid the implication of
authority.

Avoid writing reviews which are at best merely reflections of general student
taste and poor imitations of the content of "“teen'" magazines. Remember that
reviews of professional productions can only be justified when they elevate
the level of readership and authorship.

Student events
Remember that you are neither qualified nor privileged to judge the work of
students like yourself who are developing skills. Although you need not

praise all student work, neither may you coademn fit.

Do not try to "sell' an event. Simply write a factual., informative review,

Resources

Reddick: ch. 11
Spears: Chs, 11, 12

O
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WRITING AND EDITING JOURNALISM 3

WRITING 1HE HUMOR COLUMN

Content

Determine whether a humor column is appropriate and whether a high level of
quality can be maintained.

Analyze humor columns from school exchange files and from professionzl publi-
cations. Determine which characteristics are desirable. Try to make your
own writing meet high standards.

Classify the types of humor columns. Decide which type is most appropriate
for your school newspaper.

Do not "borrow" excessively from exchange files. ‘hen you do use material
which is worthwhile, acknowledge the source.

Do not prepare a humor column which is an imitation of such colummns in "teen"
wmagazines. Make an original contribution. Be neither trite nor in poor taste.

Do not embarrass or humiliate an individual or group in an effort to create
laughter. You cannot successfully rationalize cruelty in print just because
it may be "funny."

Study examples of sarcasm, parody, satire, irony, and the jun in professional
newspapers and experiment with these forms.

Study examplts of different techniques, such as exaggeration, the incongruous,
the familiar dealt with in an unfamiliar way, and the serious treatment of a
trivial situation, Practice using these techniques.

Practice use of different literary forms, such as anecdotes, especially those
which report humorous occurrences on campus; jokes and riddies; and light
verse.

Keep a notebook for reference. Jot down ideas for the humor column whenever
they occur to you, and record anecdotes of real happenings at the time they
occur, Do not try to build your column at the typewriter.

Learn to appreciate that real humor i8 one of the most <¢ifficult forms of
writing. You cannot rush it, and you cannot force it. Remember that copy
for each column must be polished and repolished. A full half of the impact
of humor is in the quality of writing.

Resources

Reddizk: Ch, 22
Spears: Ch. 12

49
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JOURNALISM 3 WRITING AND EDITING

WRITING ESSAYS AND ARTICLES

Content

Read examples of essays and articles in books, periodicals, and newspapers.
Become familiar with the characteristics of each form and with the freedom
which can be exercised in selection of subject matter and treatmant.

An essay is an expression of the author's opinions concerning a subject.

An article is a review of the facts concerning a subject, or of information
or other persons' opiuions ccncerning it.

Essays and articles may be prepared in any way which is appropriate and
effective. They may bde scholarly or light, serious or humorous, formal or
informal, long or sghort, argumentative or relaxed. They may be written for
any of several purposes, such as to persuade, to inform, to appreciate, or
to entertain.

Since most editorials are essays or articles, the suggestions which apply
to editorial writing apply here as well.

Write examples of essays and articles in a variety of forms and for a
variety of purposes.

Select a "tone,'" and maintain it.

Determine a purpose, make sure that it is clear without direct preaching,
and seek to achieve f{t.

After clearly distinguishing between the essay and the article, remember that
most material for the newspaper should be a combination of the two.

When writing for the school newspaper, select subjects which concern the
school on broad student interests.

Never 'write down" to student readers. On the other hand, maintain clarity
and directness.

Write obout topics with which you are familiar. When using personal
experience, be sure that the material will have wide reader interest.

Resources

Agnew: Sec. 3, Ch. 1
Reddick: Chs. 22, 23

O

ERIC . 50

Aruitoxt provided by Eic:



WRITING AND EDITING _ JOURNALISM 3

Some instruction in this topic, 1

MAKING HEADLINES MORE EFFECTIVE as appropriate, may be presented
in Journalism 2.

Content
Review the purposes of headline writing.

News emphasis
Visual attractiveness

learn the types of headlines.

all-cap crossline hanging indent multi-deck
cap and lowercase dropline centered kicker
flush left inverted pyramid blanket banner

Use a consistent headline schedule, and observe established rules.

Students should:

Observe rules established for head count, capitalization, punctuation,
and use of articles.

Be sure that the appropriate verd form is used.

State the verb not later than the firast word of the second line.

Use active voice, unless there is good reason to use passive voice.
Avoid label heads and command heads.

Place only one complete thought in a 2-line head; if two thoughts are
expressed fn a 3-line head, separate them by a semicolon.

Use only acceptable abbreviations.

Avoid continuing a verb phrase on another line.

Avoid continuing a prepositional phrase on another line.

Avoid placing adjectives and their nouns on separate lines.

Avoid lines consisting of single words.

Avoid repeating principal words in two banks of a head.

Avoid repeating principal words in sev..ral heads cn the same page.

As a rule, base the content of the headline on the lead of the story.
When the head is complete, re-read it. Make certain that it says what
it was intended to say.

Regources

Agnew: Sec. 7

Reddick: Ch. 26

Spears: Ch. 15

Practice in Editing: '"Some Basic Rules for Headline Writing"
"Teaching Effeccive Headline Writing," p. 73

<y
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JOURNALISM 3 WRITING AND EDITING

Some instruction in this topic,

USING PHOTOGRAPHS EFFECTIVELY as appropriate, may be pr:sented

in Journalism 2.

Content

Learn why good pictures have news value.

Develop an understanding of their visual appeal.

Recognize that pictures must have adequate captions.

Recognize that persons must be clearly identified.

Learn how to relate pictures to stories.

leatn how many persons can be included effectively in l-column, 2-column,
and 3-column pictures. As a 'rule of thumb," do not attempt to publish

a picture in which a person's face occupies an area smaller than a dime.
Learn how to identify persons clearly and accurately in captions.

ilearn how to pose individuals or groups so that photographs will be inter-
esting. (Persons should be grouped close together and engaged in some

activity.)

Understand the process of screening and the amount of detail which is lost
from the original glossy print when it is screened and printed.

Learn which screens are available and how successfully each can be used in
the school newspaper.

Recognize that a picture, caption, and story should complement each other,
but that each should be able to stand alone.

Do not "find" a picture and build a story to fit it, or use a picture only
for the sake of make up.

Resources

O
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Reddick: Ch, 15
Spears: Ch. 19
Audio-visual materials, as listed in current catalogs
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WRITING AND EDITING JOURNALISM 3

PROCESSING PHOTOGRAPHS FOR REPRODUCTION

Content

Learn how to reduce or enlarge pictures proportionately. In the following
examples of a proportional reduction problem, A, B, and C are known:

X - =
The algebraic method B A =_C X = _BC
- B X A
C
A
~.\\~ X Draw a diagonal across AB,
The "diagonal" method \s\ B Mark the point where C meets
c .o the diagonal. Measure for
X.
A
The proportional scale method Follow the printed directions on

the scale. The scale solves for
X automatically.

Avoid scratching the surface of a glossy print when writing on the back of
the picture. Better still, avoid writ.ing on the back of a glossy print.

Learn the principles of effective croprping and how to use a grease pencil.

Avoid enlarging the picture area more than 100 per cent, unl2ss the glossy
print is very sharp.

Understand that engravers can work more effectively and accurately if crop
marking or direct trimming of a picture is slightly larger than the area
desired in the finished engraving, as indicated on the back of the picture.

Exercise economy by ''ganging'' pictures for the same reduction or enlargement.
Recognize the desirability of reductions, especially of drawings.

Recognize the effectiveness, at times, of skilled retouching; but also the
damage that can result frow amateur retouching.

learn the qualities of 65-screen, 80- or 85-screen, and 100-screen halftones.
Become acquainted with their printing characteristics with various presses,
inks, and newsprints.

Identify persons correctly in captions; list from left to right when working
with glossy prints, mats, or proofs. List from right to left when working
with engravings or stereos.

Resources

O ears: Ch. 19

[E l(:dio-visual materials. as listed in current catalogs
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JOURNALISM 3

WRITING AND EDITING

MAKING UP NEWSPAPER PAGES

Content

Some instruction in this topic,
as appropriate, may be presented
in Journalism 2.

Learn the purposes of page makeup and how to apply the principles involved.

Display of news according to relative importance

Attractiveness of page

Recognizable character of the newspaper

Learn and apply the types of page makeup, their characteristics, and uses.

Balanced
Occult

Studied unbalance (or broken)
Brace (or diagonal)

-

Cirecus (or pitchfork)

Learn how to apply the principles of balance and visual weight and of

descending order of visual weight.

Learn how to prepare a dummy.

Learn how to use pictures and headlines in makeup.

boxes
indents

weight
column width

size
face

Editors should:

Use only a few type families.
Select those which are har-
monious.

Develop visual balance and
harmony .

Be sure that corners of page
are anchored.

Apply the principl2 of descend-
ing visual weight.

Relate pictures to stories.
Relate head size to story
length as well ag to position.
Adapt size and position of
nameplate to makeup requirements.

Resources
Agnew: Sec. 8
Reddick: Chs, 27, 28

Spears: Ch. 16
Practice in Editing:

O
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contrast
blanket heads

subheads (or
breaklines)

Editors should not:

Exercises in page

Cluster heads or pictures.
Tombstone heads.

Float pictures.

Create gray islands of body type.
Create too many headline steps.
Break heads or pictures on the
fold.

Place pictures against ads.
Isolate ads from body type.

Use too many small stories on a
page.

Mortise zinc engravings, unless
the printshop is equipped with
the proper saw for trimming zinc.

makeup



WRITING AND EDITING _ - JOURNALISM 3

Some instruction in this topic,
USING TYFOGRAPHY EFFECTIVELY as appropriate, may be pre:ented
in Journalism 2.

Content
Learn the purposes of using typographing effectively.

News emphasis Page design and distinctive character
Attractiveness Legibility

Learn how to apply the techniques of design to achieve effectiveness.

Principles of harmony and contrast

Type weight, size, and style

Headline width

Principles of visual balance

Principles of the descending order of visual weight
Pictures and captions

Indentions

Boxed stories

Boldface and lightface types

Variations in gizes of body types

Variations in column widths

Placement of material on the page

Restraint in utilization of typographical "gimmicks"

Learn how to organize a page which is attractive and distinctive.
Variations in makeup but consistency in typography
Use of only one or two type families on a page

Learn to use the common terminology of typography.

Roman weight cap (or uppercase) condensed shoulder

Gothic heavy lowercase serif tombstone

family wedium italics sans gerif box

face light boldface ascender indent

font small caps expanded degcender blanket
Resources

Agnew: Sec. 7, 8

Reddick: Chs. 26 28

Spears: Cha. 15, 16

Audio-visual materials, as listed in current catalogs

o /o
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PERFORMING BUSINESS FUNCTIONS

In each high school, students enrolled in Journalism 3 algo will
perform certain duties relating to the financing, production, and
uistribution of the newspaper. They will undertake these duties

in accordance vith procedures for handling funds which have been
established by the Student Activities Branch, Auxiliary Services
Division. Both the newspaper adviser and the business manager

will provide guldance and supervision. In addition to the pro-
cedures which apply to all schools, there are guidelines established
by the principal for the newspapexr staff at the individual school.

Performing business functions within this framework provides students
with an additional opportunity to receive training in skills which
will be useful in later years, and to contribute to the success of

the newspaper.
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PERFORMING BUSINESS FUNCTIONS JOURNALISYM 3

FINANCING AND DISTRIBUTING THE NEWSPAPER

Content
Financing

Finance the newspaper according to the method that has been established
in your school. Receive guidance from the adviser.

Maintain with care an account of receipts and expenses. Become acquainted
with financial resources, and plan the budget, issue by issue.

Plan for production of the best newspaper possible within the budget author-
ized.

Conduct the sales campaign in accordance with procedures established in
yorr gchool. Receive guidance from the adviser.

Seek the assistance of school organizations in promoting the sale of
subscriptions.

Apply basic principles of good salesmanship:

Make no apology for the product. Be sure it is a good product, and
then sell {r on this basis.

Be trothful in sales claims.

Stress the values of the newspaper to prospective subscribers, rather
than appealing to "school spirit."

Distributing

Plan for distribution o" each issue in accordance with procedures established
in your school. Receive guidance from the adviser.

Count distribution copies carefully. Be sure that only subscribers receive
the newspaper. Carelessness will decrease the value of the newspaper and
handicap future subgcription drives.

Be friendly and accomodating; not ill-tempered and bossy.

If distribution 18 accomplished during class time, be quiet and considerate
of clasges. Do nout disrupt instruction.

Avoid liteering the campus.

Resources

Reddick: Ch. 30

Spears: Chs. 22, 24

"Finarcing the School Newspaper,' p. 80
“'Conducting Subscription Drives," p, 81
“Digtributing the School Newspaper,' p. 82

O
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JOURNALISM 3 PERFORMING BUSINESS FUNCTIONS

OPERATING WITHIN THE ESTABLISHED BUDGET

Content

Consult with the adviser concerning budgetary and business problems. With
the adviser, establish a budget, and follow authorized procedures. Learn
the costs of such items as printing, photography, engravings, newsprint,
and postage.

Determine, with the adviser, how many issues of the newspaper will be pub-
lished and the average vxpenditure which can be made for each; allow for the
cost of special editions with additional pages, pictorial features, paper
stock for special editions, and cclor runs., Allow about ten per ceant in the
budget to cover unanticipated costs.

Follow the budget closely, rechecking account palances every two or three
issues. Make adjustments when needed.

Observe economy measures to obtain the greatest benefit from the funds
budgeted. Such practices include the following:

Meet ghop deadlines to &avoid extra changes for overtime labor.
Discourage wasteful practices, such as the following:

Reporters should not make rough drafts on prepared copy paper, or take
home excessive stocks of supplies.

Photcgraphy work should not be entrusted to persons who are unfamiliar
with it. Supplies of flash bulbs must be conserved. Film should be
processed at one time, rather than in developers mixed separately for
each photograph. The economic advantages of the polarcid camera
should be sgtucied.

When possible, borriw engravings of school news pictures from community or
metropolitan newspapers.

Do not edit on galley proofs, exsept when absolutely necessary.

Determine accuratelv how many copies of the newspaper are needed, and do not
order wore copies than necessary.

Economize on engraving by "ganging" art on the pasteup. If a hardmatal saw

i3 available, have engravings for separated positions in the newspaper 'ganged,"
and ask the printer to saw them apart for placement in the pages. then
possible, set up all the prints for enmgraving size-to-size.

If possible, obtain a casting box for the printshop, so that mats may be cast
for art work at very low cost. If you do not have a casting box, a nearby
high school which has one may provide this service for you in exchange of an
equivalent weight of type metal.

Resources

Reddick* <Cch. 3D
Spears: Chg, 21, 22
"Financing the School Newspaper," p. 80
"sharing Responsibility for Decisions," p. 84
Q
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PERFORMING BUSINESS FUNCTIONS JOURNALISM 3

SELLING ADVERTISING FOR THE NEWSPAPER

Content

Consult with the adviszar ia planning for the sale cf advertising npzce.
Follow authorized procedures.

Much advertising, in the form of copy, mats, or engravings, is received
without solicitation. Before acceptance, determine whether adverti- ing
is suitable in terms of policies,

Invite local merchanst, by mail or in person, to purchase advertis