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Establish how you’ll write 
your articles and captions.
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Booklet 7:

WRITING
All stories have a beginning, middle, and an end. 

In its essence, a yearbook is a story book. It does not only tell the story of a school, but it tells the story of a 
year, of events, of a community and, in many cases, the individual stories of the individuals in a school. 

The purpose of good journalistic writing is to give your yearbook substance, give it purpose and most impor-
tantly of all, give your readers an accurate retelling of the experiences that have been experienced that year.

 BASIC GUIDELINES OF WRITING
Before telling a story, guidelines exist that all writers must understand and should try to follow. Following these 
basic guidelines will ensure that your writing is impactful and will result in more people reading it.

KNOW YOUR TARGET AUDIENCE
Who are you writing for? Who do you expect will read your article, your yearbook? Will they care about your 
story? Will they understand it? Good writing is not generic. It is specific because it is targeted towards its target 
audience with something common binding them.

SIMPLE SENTENCES WORK BEST.
Long sentences are not necessarily bad unless you lose your audience. Keep sentences short and to the point. 

ACTIVE, RATHER THAN PASSIVE.
Use active voice whenever possible. Active voice means the subject is performing the verb. Passive 
voice means the subject receives the action.

READ IT ALOUD
Reading your work out loud allows you to notice things that you might not have noticed if you were just  
reading it silently. It will also help you realize if you are making sense and telling the whole story. 

AVOID USING SLANG, CODE, OR NICKNAMES
Not everyone in your audience may be aware of certain terms. Not everyone is a sports fan or an artsy person. 
Make sure to use normal terminology to ensure that your entire audience can understand what you are trying 
to say. 




