
Recruit Staff: 
Recruit an awesome staff 

including some often-forgotten 
positions.

Marketing Plan: 
Increase your books sales with a 

monthly plan in place.

Theme: 
Come up with two or three 

great themes.

Design: 
Learn Square One and 
create designs/mods.

Register for Yearbookpalooza: 
Register before leaving 

for the summer. 

5spring steps
to make 2018         easier and more fun

Advisers often ask...

“Now that our book is done, 
what should we do now?”
Do you rest on your laurels? Of couse not!

There are projects you can do to make sure you get a 
jump start on your 2018 book.

Recruting staff, planning a marketing campaign, 
coming up with some great themes, teaching and 
creating mods for design and registering for 
Yearbookpalooza this spring will ensure a stress-free, 
happier fall.

Use this package and go through all the steps before 
school gets out for the summer. For each step, we 
have given you ideas on how we can help you.

Happy spring!

JEAN&teenie • ybkpalooza@gmail.com



1recruit staff
Recruit Staff: 

Recruit an 
awesome staff.

HOW WE CAN HELP:
Jean & Teenie will have detailed job 

descriptions for the Coverage Editor, 
Business Team and Managing Editor 

in the fall. We are able to communicate 
and work with these staff members as 

the year goes on.

YOUR ASSIGNMENT:
Once you have these positions in place, 

email us at give us the names of these 
staffers so we can teach and train them.

You can order our True Potential Package for 
$7. The True Potential Package is the perfect 
tool to make recruiting a stellar staff easier. 
Attention-grabbing posters, staff applications, 
teacher recommendations, announcement 
certificates and other coordinated materials 
let the students in your school know that there 
might be a place for them on the yearbook 
staff. A brochure and video also help remind 

administrators, guidance counselors and parents about the power of 
publications and the educational value of yearbook journalism. Go to 
yearbookdiscoveries.com, scroll to the bottom, click on HJ Kit Resupplly > 
Specialty Items, and you will find this package on page 4.

Recuit for the following often-forgotten positions:

Coverage Editor - This editor can literally work on the index every day of 
the year. While running the index, the Coverage Editor may find misspelled 
names and can fix them BEFORE you submit the pages. This editor will also 
run regular coverage reports to make sure everyone is in the yearbook. He or 
she will feed data to the Business Team for marketing purposes. If this 
position is filled and the work done thoughout the year, creating your index at 
the end of the year is a breeze.

Business Team - This team should include three people and will work on 
implementing the book and advertising marketing campaigns. This full time 
position ensures that sales are being conducted each day of the year. This 
team is also repsonsible for getting advertising artwork and creating ads in 
the yearbook.

Managing Editor - The Managing Editor makes sure things run smoothly 
AND that the staff has fun. This editor helps run the calendar of events to 
make sure everything is covered. He/she creates the deadline poster that 
hangs in the room and celebrates successes. In addition, this editor makes 
sure birthdays are celebrated, Secret Santas are done, and other fun 
activities are scheduled. He or she plans staff events and food for deadline 
days. The Managing Editor also gives awards such as Photo of the Week.
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2marketing

Marketing Plan: 
Increase your books sales.

HOW WE CAN HELP:
Jean & Teenie will help you sell books 

and stay motivated throughout the year 
and will provide contests periodically. 

We can also come in and demo Online 
Ad Creation if you would like.

YOUR ASSIGNMENT:
Once you have filled out the MARKET-
ING: Monthly Chart for Sales handout, 

scan it and email it to us OR take a 
clear photo and text it to 407-733-7422. 

Also, if you will send us all of your 
pricing options listed at the bottom 

right, we will go ahead and set up your 
online sales as soon as 2018 eBusiness 
is available. Let us know if you will par-

ticipate in our Herff Jones email 
campaign (must provide parent emails; 

see FERPA policy and Master List 
Request Memo).

As a staff, view our Yearbook Academy Marketing videos. 

You will find these by going to yearbookdiscoveries.com, scrolling down to 
Premium Content, logging in with your user name and password, and 
clicking on Yearbook Academy Videos.

The 6 marketing videos are on the top.

Day 1: Watch Excitement for Yearbook Marketing and Print Yearbook 
Marketing, brainstorm print yearbook marketing ideas and write them down.
Day 2: Watch Social Media Yearbook Marketing, brainstorm social media 
yearbook marketing ideas and write them down.
Day 3: Watch Guerrila Tactics for Yearbook Marketing, brainstorm guerrilla 
tacties for yearbook marketing ideas and write them down.
Day 4: Watch Targeted Yearbook Marketing, brainstorm targeted yearbook 
marketing ideas and write them down.
Day 5:  Watch Top 10 Tips for Yearbook Marketing and 30 Yearbook 
Marketing Ideas in 60 Seconds; write down additional ideas.
Day 6: Take all your ideas and come up with a plan for what to do each 
month. Fill in the MARKETING: Monthly Chart for Sales. Make sure you cover 
all types of marketing.

PRICING:
• Choose up to 3 tiers of dates/pricing for your books. 
• Use the Extras Pricing sheet to decide which extras you would like to offer 
and at what costs. The Extras Pricing sheet is what you pay; charge more.
• Decide if you want to sell ads at school only, online but design them 
yourself (10% of cost of ad fee), or have parents design online through On-
line Ad Creation (15% of cost of ad fee). We suggest this last option; you can 
build the fees into the cost of the ad. Herff Jones will send you a jpg to drop 
in your book, saving you tons of time.
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3theme

Theme: 
Come up with two or three 

great themes.

HOW WE CAN HELP:
Jean & Teenie will have detailed job 

descriptions for the Coverage Editor, 
Business Team and Managing Editor 

in the fall. We are able to communicate 
and work with these staff members as 

the year goes on.

YOUR ASSIGNMENT:
Once you have these positions in place, 

email us at give us the names of these 
staffers so we can teach and train them.

We are sending you our Theme STAYshop which in-
cludes 10 Daily Activity Sheets plus handouts. We sug-
gest you do these activities step by step to come up 
with a great 2018 theme.

JEAN&teenie • ybkpalooza@gmail.com
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Design: 
Learn Square One and 

create mods.

HOW WE CAN HELP:
We are able to check and tweak any 

designs and mods you create this 
spring, so you are ready to go 

in the fall.

YOUR ASSIGNMENT:
Once you have these positions in place, 

email us at give us the names of these 
staffers so we can teach and train them.

Please RSVP by March 27 to our It’s Hip to Be Square 
Spring Design Workshop on April 8. 

You will truly miss out if you miss Steve Kent 
teaching this new way to create designs and mods, in 
both eDesign and InDesign.

JEAN&teenie • ybkpalooza@gmail.com



5palooza

Register for Yearbookpalooza: 
Register before leaving 

for the summer. 

HOW WE CAN HELP:
Jean & Teenie work hard creating a 

workshop that will teach all aspects of 
yearbook production. Staffs rave about 
the workshop and get so much done in 

preparation for fall.

YOUR ASSIGNMENT:
Talk to your staff NOW about attending, 
while they have time to raise money for 

the event. Encourage participation for 
those seeking editor positions. Let us 

know if you will be attending.

Yearbookpalooza will be held July 17-19 at The Florida 
Hotel and Conference Center in Orlando.

Staff who attend will have a lot of their yearbook 
already started when school starts in the fall.

Beginning April 1, register at yearbookpalooza.com.

JEAN&teenie • ybkpalooza@gmail.com



STAYshop
GOAL FOR THE DAY: 

Create a list of at least 30 words that describe your 
school; the more words, the better.

WARM UP ACTIVITY: 
Together as a staff, name your 2017 yearbook based 
on its personality. Examples include Butch, Maggie, 
Emily and Jose. We would love for you to email us at 
ybkpalooza@gmail.com and tell us the name of your 
2017 yearbook.

MATERIALS NEEDED: 
•	 large paper, whiteboard or chalkboard
•	 colored markers, dry erase markers or chalk 
(write on something you will be able to save to use     
again on Day 2)

OPTIONAL: 
Before you begin, read the attached pdf called “10 
Rules for Brainstorming”.

BRAINSTORM ACTIVITY: 
Have someone on staff volunteer to be your writer. 
Brainstorm together and write down many words that 
describe your school. Start with adjectives and go from 
there. Use the list of questions below to help get their 
creative juices flowing.

1. What will be different at our school this year?
2. How would you describe our school? How would people from 

another school describe us?
3. What impact does our school have on the community?
4. In what ways is the community involved in our school?
5. What outside influences impact our school environment?  

(Examples include technology, pop culture, socioeconomic 
status)

6. In what ways does our school’s location impact us?  
(Think urban, suburban, rural)

Use different colors to highlight common ideas.

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
ybkpalooza@gmail.com	•	yearbookpalooza.com	•	407.733.7422
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STAYshop
GOAL FOR THE DAY: 

List a minimum of 10 phrases that describe your school; 
the more, the better.

WARM UP ACTIVITY: 
Each person on staff is to imagine that they are opening 
an ice cream shop. Have them each quickly name their 
new ice cream shop.  Some or all may share the name 
with the class. We would love for you to email us at 
ybkpalooza@gmail.com with some of these ice cream 
shop names

MATERIALS NEEDED: 
•	 list of words from Day 1
•	 another large piece of paper, dry erase board or 

blackboard
•	 markers, dry erase markers or chalk 
(please note you want to write on something that will be 
available for Day 3)
•	 list of 6016 themes (provided)

PHRASE IT ACTIVITY: 
Have someone on staff volunteer to be your writer. 
Using the list of words from Day 1, have the staff come 
up with as many phrases as possible. You want a 
minimum of 10. 

Once they have finished this activity, give them or go over 
the list of 6016 themes provided in our email to see if there 
are any they would like to add to the list.

If time permits, discuss favorites.

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
ybkpalooza@gmail.com	•	yearbookpalooza.com	•	407.733.7422
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STAYshop
GOAL FOR THE DAY: 

Come up with three good theme phrases  
(per yearbook class).

WARM UP ACTIVITY: 
Everyone take their shoes off for the entire class. We 
would love for you to email us at ybkpalooza@gmail.com 
with photos of bare feet or socks.

MATERIALS NEEDED: 
•	 pdf on Kinds of Themes (provided)
•	 Theme and Coverage handout (provided)

3 THEMES ACTIVITY: 
Show the short pdf slides on ‘Kinds of Themes’ with an 
example for each kind. Break your staff up into three 
groups. If you have two periods of yearbook, you will 
have a total of six groups. Each group will choose a 
theme phrase; it can be one from Day 2 or they can 
come up with a new one as a group. They will fill out the 
Theme and Coverage handout provided. They can turn 
this in for a grade if you desire. Make sure there are no 
repeated themes. 

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

Each group will create spin-off themes for the theme 
phrases.

WARM UP ACTIVITY: 
Each person will draw a piece of paper with the name 
of a staff member on it. Take turns standing up and 
saying what animal that person would be, and why, and 
everyone else will guess which staff member he/she 
is talking about. We would love for you to email us at 
ybkpalooza@gmail.com with some of your more creative 
animals. 

MATERIALS NEEDED: 
•	spin-off handout (provided)
•	paper cut into as many pieces as staff members with 

staff members’ names on them

SPIN-OFFS ACTIVITY: 
Students will get back into their groups, by theme. 
They will read the Spin-Offs handout (provided) and, 
as a group, come up with and fill out spin-offs for each 
section of the book. You may not have each of these 
sections or even use spin-offs, but it is still a good 
activity to do together. Groups should also come up and 
write down coverage ideas for each section (examples 
might include: stories, mods, interviews, question & 
answer, polls, other). Groups can turn this handout in for 
a grade, if desired.

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

Each group will write theme copy for their theme.

WARM UP ACTIVITY: 
Each person will write a headline that describes their 
week. All or some of your staff members will share these 
headlines with the rest of the staff. Remind them that a 
headline is in present tense and includes an action verb. 
We would love for you to email us at ybkpalooza@gmail.
com with some of your headlines. 

MATERIALS NEEDED: 
•	 pdf show on Theme Copy
•	 paper
•	 pens

THEME COPY ACTIVITY: 
Show the staff the pdf show on Theme Copy. Take some 
time reading the copy so that they can see different 
styles. One trend is to mimic advertising copy, and there 
are some examples in the show. After the show, each 
group should decide which “voice” their copy should 
have and write theme copy for the opening pages of 
the yearbook. Groups can turn this theme copy in for a 
grade, if desired.

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

Each group will use their theme to create a cover of the 
yearbook.

WARM UP ACTIVITY: 
Each person will come up with an action verb, in 
present tense, that describes him/her. All or some staff 
members can share these verbs with the rest of the 
staff. We would love for you to email us at ybkpalooza@
gmail.com with some of your action verbs. 

MATERIALS NEEDED: 
•	 handout on covers (provided), 
•	 computers with internet (optional)
•	 handout for cover sketch (provided)

COVER SKETCH ACTIVITY: 
Give each group the handout on covers and the handout 
for the cover sketch (both provided). If they have access to 
the	internet,	they	may	choose	to	go	visit	the	Herff	Jones	site	
yearbookdiscoveries.com. Under Showcase, they can look 
at sample books from throughout the country. After they are 
inspired, they are to create a cover. The cover can be a rough 
sketch on the handout provided OR done on the computer. 
This is an activity you MAY want to give the groups more time 
to complete, if needed and available. Each group can turn this 
in for a grade, if desired. 

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

Each group will present their theme to the rest of the 
staff, and each theme will be discussed.

WARM UP ACTIVITY: 
As a staff, come up with your theme song. You are not 
writing a song but choosing a song that represents your 
staff’s personality. We would love you to email us at 
ybkpalooza@gmail.com and share your staff’s theme 
song.

MATERIALS NEEDED: 
•	 open minds

PRESENT & DISCUSS ACTIVITY: 
Each group will present their theme to the rest of the 
staff, either as a group or a chosen spokesperson in the 
group. They will read the theme copy, the spin-offs, the 
coverage ideas and show the cover idea. 

The rest of the staff must come up with at least five 
positive things to say about the theme and one or two 
things they would change to make it different. All groups 
must present. This activity can take more time if needed 
and available. The staffers can write their positives and 
wishes, or you can have them raise their hand and share 
(depending on the time available).

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

Students will vote on which theme they like the most 
for the 2018 yearbook (please remember you can still 
change this if needed, but wouldn’t it be great if you 
didn’t and could begin in the fall with this done?).

WARM UP ACTIVITY: 
Each person will come up with the color palette that 
best represents his/her personality, using three colors. 
They will name their palette. An example would be 
chocolate, caramel, cream = SAUCY. All or some will 
share these with the rest of the staff. We would love for 
you to email us at ybkpalooza@gmail.com with some of 
your color palettes.

MATERIALS NEEDED: 
•	 small slips of paper
•	 pens and pencils 
•	 internet and projector (optional)

VOTE & VIDEO ACTIVITY: 
Put the three themes on the board and number them 1, 
2 and 3. Give students a small slip of paper and have 
them vote for their favorite theme. Encourage them to 
vote on the theme they think is best for the school, not 
necessarily the one they worked on in their group. Tally 
the votes and announce the winning theme. 

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share
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STAYshop
GOAL FOR THE DAY: 

As a staff, work on a final cover for your winning theme.

WARM UP ACTIVITY: 
Staffers will imagine themselves as the yearbook adviser 
and decide what they would do the first day of school in 
the fall. All or some will share these with the rest of the 
staff. We would love for you to email us at ybkpalooza@
gmail.com with some of your first day activities.

MATERIALS NEEDED: 
•	 handout on covers (provided again)
•	 cover sketch handouts (provided again)
•	 computers with internet AND/OR
•	 layout sheets, markers, pencils, 

anything you think will help your students

COVER ACTIVITY: 
The staff will create a cover. You can have each student 
do one, put them in groups and each group does one, or 
do one as a class. The goal is to have one cover at the 
end. The process will be up to you, based on your staff 
and your equipment. Students can use the cover sketch 
handouts provided, or you can use your computers. You 
can provide layout sheets and markers and glitter... 
anything to help them be creative. Staffers can refer 
back to the cover processes handout (provided again) 
and visit yearbookdiscoveries.com > Showcase for 
ideas.

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
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STAYshop
GOAL FOR THE DAY: 

As a staff, work on a final cover for your winning theme 
and share it with JEAN&teenie.

WARM UP ACTIVITY: 
As a staff, come up with your own yearbook cheer. We 
would love for you to email us at ybkpalooza@gmail.com 
with a video of your staff cheer.

MATERIALS NEEDED: 
•	 cover sketch handouts (provided again)
•	 computers, internet, AND/OR 
•	 layout sheets, markers, pencils
anything you think will help your students

COVER ACTIVITY: 
You will complete the cover for your 2018 yearbook. If 
you worked on multiple covers, you will vote and choose 
one. This is an activity that you can take as much or as 
little time as you would like. You will take a photo of it 
and email it to JEAN&teenie at ybkpalooza@gmail.com. 
We will be waiting to provide feedback!

  1 brainstorm
  2 phrase it
  3 3 themes
  4 spin-offs
  5 theme copy
  6 cover sketch
  7 present & discuss
  8 vote & video
  9 cover 
10 cover & share

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
ybkpalooza@gmail.com	•	yearbookpalooza.com	•	407.733.7422
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10 Rules For Brainstorming Success
Posted by Susan Robertson

A recent New York Times article suggested that group brainstorming isn’t effective at generating 
creative solutions.  That assertion is erroneous, for a variety of reasons.  Groups can—and do—
successfully brainstorm creative and useful solutions.

But research does show that effective brainstorming requires adherence to some specific 
guidelines.  If it’s done casually, without guidelines, and the sessions are run by people with no 
knowledge of how to do it well, it will be significantly less effective than it could be.  It will either 
result in unrestrained chaos with no momentum to move the project forward, or it will just be 
plain boring (which also results in no momentum).

So, how do you set up your brainstorming sessions for success?  Follow the rules.  They will 
see you safely through the necessary level of chaos, to the strategic momentum you’re hoping 
for.

For those of you who know that “brainstorming” is actually just one specific technique within a 
multitude of idea generation methods, forgive me the short cut.  Most people use the term 
“brainstorming” as a catch-all for all these techniques, and that’s how I’m using it here.

Some of these rules are the basics that all CPS practitioners know and use.  I’ve added others 
based on my experience of facilitating groups for over 10 years.  So here they are, my 10 Rules 
for Brainstorming Success.

    Free them from the fear.  It’s very difficult for people to share ideas if they’re concerned 
about possible negative consequences.  A process and a setting that help people get past the 
fear are critical for the brainstorming to be effective. One key principle in creating this setting is 
to prohibit any evaluation (even positive evaluation) during the idea generation.
    Use the power of the group.  Build, combine, and create new ideas in the moment.  
Don’t just collect ideas that people have already had.  The building and combining is where the 
magic happens.  Occasionally break up into pairs or small groups.  This will encourage even 
more sharing and combining of ideas.
    Get some outside stimulus.  Duh.  Asking the same group of people to sit in the same 
room and review the same information they’ve seen before is unlikely to result in exciting, new 
ideas.  Talk to your customers, talk to other experts, explore how other industries are doing it.  
Have the meeting in the park or in a museum.  Bring some toys into the room. There are 
countless ways to shake things up; try something new every time.
    Encourage the crazy.  I often hear someone say at the beginning of a brainstorming, 
“every idea is a good idea.”  And then there’s a collective eye roll because no one believes it. 
While it’s not true that every idea is a practical idea, it is true that every idea can offer useful 
stimulus for additional ideas.  Sometimes those ideas that are tossed out as jokes can be the 
spark that leads to a new direction and a winning idea.  So allow, encourage, and use every 
idea, even if only for creative fodder.
    It’s a numbers game.  The more “at bats” you have, the more likely you are to hit a 
home run.  So drive for quantity of ideas.  Ensure the session is long enough to generate lots.  If 
you only spend 10 minutes on brainstorming, don’t expect great results.



    Laugh a lot.  Humor stimulates creativity, so let it happen.  One easy way to start off a 
session; have everyone introduce themselves by answering a fun or silly question.  One we 
recently used in one of our sessions in December – “What’s something you DON’T need more 
of for the holidays?”  The resulting answers were hilarious, and started the session off on the 
right note.  Some of the answers even started sparking real ideas for the session!
    Homework is required.  Both individual and group efforts are critical for success.  So 
expect and insist on individual preparation in advance and follow-up afterward.  Ensure 
everyone knows the goal in advance of the session, and ask them to do some homework before 
they arrive.  When the session is over, create an action plan that allows ideas to continue to be 
shaped and added to as you move forward.
    It’s not for amateurs.  Effective brainstorming requires knowledge and skill, both to 
participate, and especially to facilitate. It’s a completely different set of techniques and expertise 
than running other meetings, so don’t assume you can do it well just because you can run a 
great meeting.  If you don’t have a facilitator in your team who has the skill to train the group 
and run the session, hire an external one, or get some training to develop the skills internally.  
    If it looks like a duck, but doesn’t act like a duck, it’s not a duck.  If you 
can’t, or don’t intend to, follow the guidelines for successful brainstorming, then don’t call it 
brainstorming.  For example, a meeting that just becomes a stage for one person to spout their 
ideas isn’t useful or engaging.  And if a brainstorming is not organized and structured 
appropriately, everyone in the room will feel how ineffective it is, and they’ll be sure to skip your 
next session.  So, either set up for success, or don’t bother.
    You’re not done until you decide.  We’ve all been in this situation; it’s the end of a 
brainstorming session, we’ve created a long list of ideas, and someone volunteers to type up 
and distribute the list.  And…. that’s the end.  There’s no action, or at least not that we’re aware 
of.  It’s fairly demotivating to spend time and energy generating ideas and then feel they went 
nowhere.  So, plan time for, and require the group to do, some prioritizing of ideas during the 
session.  In our work, we spend at least an equal amount of time on converging as we do on 
diverging.  Yes, you read that right.  If you generate ideas for an hour, also spend an hour on 
selecting, clarifying, and refining ideas at the back end.  If you leave the meeting with a huge list 
of potential ideas, that’s not success.  You want to leave the meeting with a short list of clear 
ideas, and a plan for action on each of them.

Susan Robertson is the Vice President of Business Development at Ideas To Go. She facilitates 
customer-centered innovation for Fortune 500 companies across all market categories and 
industries.

©2012 Ideas To Go, Inc. All rights reserved.
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THEME & coverage

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
ybkpalooza@gmail.com • yearbookpalooza.com • 407.733.7422

Names of Group Members:

Verbal Theme Idea :

Explain Your Theme:

How does the theme apply to your school? The year?

What attitude or tone does the theme evoke? Will this theme be fun? Trendy? 
Whimsical?

How will you incorporate your theme into your coverage?

Will you rearrange the sections of your book? If so, how?

Will you rename the sections? If so, what will you name the sections?

Will you use theme-related layers of coverage? If so, what will they be? Where will 
they appear?



SPIN -offs

Jean Henry & Teenie Reddeck, Representing Herff Jones Yearbooks
ybkpalooza@gmail.com • yearbookpalooza.com • 407.733.7422

Your theme can be thought of as a family, where one phrase is related to another, not unlike children 
in relation to a parent. In this case, the “parent” is the yearbook theme statement and the “children” 
are called spin-offs. By definition, a spin-off is a related phrase which is used to connect your 
yearbook sections (Student Life, People, Sports, Organizations, Academics and Community) to the 
theme.

For example, let’s say that the yearbook theme is “Here’s Looking at You.” The staff might 
brainstorm related phrases which include the theme’s key words (“Looking”, “You” and “Here”) or 
which are similar to the theme phrase. The list of ideas might include:

Looking Good      Looking Back
Look What We’ve Done      Looking Around
Look Here      A View from the Top
You Should Have Been Here     Only You Could Have Done That
Will You Look at This!      Now See Here
Seeing is Believing     Look Us Up
Here You Are      Look Again
You Don’t Say      Worth a Second Glance
Now You See Us     See What We Mean?

After compiling a list of as many related phrases as possible, the staff can identify the ones which 
are most appropriate for each section of their yearbook.

Student Life — You Could Have Been Here
People — Now You See Us
Sports — Seeing is Believing
Organizations — Only You Could Have Done That 
Academics — Look What You’ve Done 
Community — Looking Around

Spin-offs can also be used as creative headlines in score boxes or quote boxes and as introductions 
to each letter in the index.

While spin-offs are a successful method of developing a theme, you should avoid “overdoing it” — 
and rightly so. The idea is NOT to develop the theme on EVERY page of the yearbook. The theme is 
special — it binds the various parts of the book together and reflects the mood of the school and its 
students — so it should be used sparingly.

ACTIVITY: On the back of this handout, come up with as many spin-offs as you can for your theme. 
Then choose one for each section of your yearbook. Finally, list coverage ideas for each section of 
your yearbook that depict your theme.



Cover Design Basics
General Information
Cover Dimensions (not including spine size):

700
One lid, board only = 7 5/8’ X 10 3/4”
Both lids = 15 1/4” x 10 3/4 “
with wrap = 16 3/4” x 12 1/4”

800
One lid, board only = 8 3/8” x 11 1/4”
Both lids = 16 3/4” x 11 1/4”                           
with wrap = 18 1/4” x 12 3/4” 

900
One lid, board only = 8 13/16” x 12 1/4”
Both lids = 17 5/8” x 12 1/4”
with wrap = 19 1/8” x 13 3/4”

Templates:
 For hard and flatback covers, the proper spine size should be set up before any elements are put on the 
template.  Correct spine size is critical, and may change between the first proof and the final proof.  

The crimp - the area between the cover boards and the spine board - is always 3/8” on each side. Therefore a 1” 
spine only has a 1/4” inch actual spine width.

The wrap always is 3/4” on each side.



Litho Cover Materials
Permocote - the default. White, slick, holds ink well.
Kivar - A higher grade of paper, usually associate with a linen-like texture. Must be 

varnished, rather than laminated or it looses all of its “you paid for this” qualities.
Linen - Can be printed on but it’s not recommended. Absorbs ink differently - blue covers can 

skew purple, and green covers can skew brown. Works better with spot colors. Frost and 
Silver work best. Pearl, Graphite and Clay have also been used with results.

Mylar - Super shiney metallic and slick (chrome-like). Comes in a range of colors.- silver, gold, 
blue green etc.. . Shows fingerprints.

Heavy Deposit Ink
- Set it up like UV.
-It can’t wrap - must be 6 pts away from board edge.
-It can’t go in the crimp.
-No fine printing.
-Does not mix with Varnish.
-Must be 1 pica away from UV.
- Also, any design that it falls on can’t be too detailed. Lines really close together will cause globbing. The screens 
they use for it have bigger holes than our raised UV. It’s really expensive, so if you’re going to sell a design that 
has a “lumpy” texture, I recommend the UV.

Silkscreen Covers 
Guidelines (not rules, except that they are rules)

• Generally, text should be no smaller than 12pt, but point size is 
niether consistent nor reliable.  Even with larger copy, the artist 
must be aware that the parts making up the letters must be 
thick enough, (1.5 pt minimum), to hold during the screening 
process. Also - all text should be converted to outlines for 
final production (AHJ fonts can be left as text, except when 
they can’t) - this should be kept in mind during design as 
the conversion to outlines can sometimes to really weird 
things to the text if it has a stroke applied to it. 

• Rule lines and art have a similar issue as text.  The lines must 
be thick enough to produce well - 2 pt is the rule.  The 
same with art, it can’t get too small or too thin (this applies 
to empty areas as well) - the screening process either won’t 
hold or elements will plug in.

• Remember always that silkscreen and foil elements must be 
100% solid - no gradients of any kind. 



• Try to only use InDesign and Illustrator when creating Silkscreen Covers. 

• Different silkscreen inks have different opacity levels - it’s something to keep in mind when deciding which 
layer of ink you want ot be applied first, second, third, etc... 

Silkscreen Cover Materials
• Vista Executive - Good all around material. It has a grain and is thin.

• Vibra Tex - Best performing material we have. Works with all applications.

• Silktouch - Can be difficult with specialty foil applications.

• Linen - Very absorbent, silkscreen can spread. Difficult with foil - requires a stippled die.

• Iridescent - Good performing material, but can have difficulty with specialty foils. Cannot 
be run through the Acuity (i.e. Fusion Covers).

• Cork - Limited use (for looks) but good performing material.

• Mirage - Good performance, specifically designed for “branding.” You cannot put specialty 
foil on it.

• Brushed - Ink has a tendency to spread, grain will not show and we recommend a stippled 
die for foil stamping.



Foil 

The foil design cannot be too thin, it will break up.  Or, for example, 
an open area within a letter on some fonts, this will plug and/or 
break.  

Foil is measured in ‘runs’.  A single run is a maximum of 25 square 
inches.  

Large solid areas of foil sometimes cause “picking”  - air bubbles 
get trapped under the foil at application causeing flakes to pick off 
afterwards.

Foil is stamped after the rest of the cover 
is produced making tight registration 
impossible. Foil that is lining up with 
something on the cover must Trap - or 
Overlap - enough that producitons shifts 
won’t cause the look of the cover to be 
ruined.



Putting a Hole in a Cover
Die Cutting
 A hole that is cut through the cover (the cut is made 
after the cover has been mounted on the boards, but before 
the endsheet/pages are put in).  The die element should be as 
simple as possible.  Geometric shapes are best.  Anything with 
tight areas, like the points on a star, and intricate shapes should 
be avoided.  The guts of the book are attached after the cover is 
die cut.  This results in the endsheet covering up the hole.  The 
endsheet must be cut out of the hole, sometimes by hand. 

 If the diecut is registering to something on the 
endsheet, the printed element on the endsheet must be 
minimally 1/4” larger on all sides than the hole.  Tight 
registration is not possible.   

 The element cannot be too close to the board/paper 
edges.  Stay at least 1” away.  High pressure is utilized when the 
die cuts the hole.  Too close to the edge and the integrity of the 
board/paper is compromised.    



Fusion Covers
 Fusion covers are a blend of the Silkscreen Process and the Litho Process in a Digital Format. They are 
actually Digital printing, and can be printed on almost any of the Silkscreen base materials (not the iridescent 
materials or anything that is too slick, like Skivertex). 

Guidelines:
• Fusion covers are 4/C covers. 

• Metallic ink absolutely cannot be run on the Acuity - it clogs the nozzles.

• Photos that have any shade of white need a spot white under it. The rip software doesn’t see the white - all 
white (C0, M0, Y0, K0) is seen to the Acuity as Paper, or the background. Sometimes Montgomery is 
able to fix this themselves if the art is in a basic shape or stand alone. They can’t fix it if the art is group 
with other elements or in an odd shape (like a paw print, film strip, etc). All elements to be printed in 
White must be set up in a White Spot Swatch.

• There is a bit of a visible dot pattern in the Fusion prints - much more so than with Litho’s off of press. It 
seems more noticeable on yellow. 

• Any gradients or drop shadows do not print correctly with white behind them.

• All printed white has to be 706 White. The rip software is programmed to pick up 706 White and 
automatically substitute is with white ink. If White Ink is placed under photos, the photos must be set 
to Multiply or Overprint - the same applies to Art or any graphics. You can check the Color Seperations 
on the final PDF to make sure there will be White printing everywhere it needs to be for the final cover.

• Any background added to the file for Fusion Proofs HAS to be removed for the production file. That color is 
the base material and does not print, just like a Silkscreen. 

i.e. If you submit a file with a black background flattened into the file, and the cover is going to be printed on 
a black base material - all of the black must be removed and set up as CMYK White, or Paper, of the 
Acuity will print black ink everywhere black is set up int he file. The only areas that will reverse down 
to the base material are those set up as C0, M0, Y0, K0.

• Fusion file cover submissions MUST be layered files. 
Flattened jpgs pulled off of Google Image Search are unacceptable.
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