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Staff Member Roles and Duties

Editor-in-Chief

· Is in charge of all phases of the production of the newspaper

· Is in charge of all the layout of the front page—the first page viewed by the public and therefore the most important
· Calls and presides at staff and editorial meetings
· Is responsible for determining the topic of the editorial and leading the editors in writing the editorial
· Acts as a spokesperson for the newspaper; acts as a liaison between staff and students to faculty, principal, and (if necessary) school board

· Maintains high journalistic standards for the paper

· Determines with section editors and adviser the general content of the paper

· Meets with the editorial staff to determine article assignments each issue

· Reports to the adviser the status of the newspaper

· Enforces deadlines

· Reads all copy that goes into the paper and makes sure that appropriate changes have been made to each article 

· Maintains good staff morale and cooperation


News Editor
· Is in charge of all news articles and the layout of the news pages 
· With maestro team, develops ideas for news articles that are timely with regards to publication and are relevant to the student body of Northwest High School

· Meets with the editorial staff to determine article assignments each issue 

· Proofreads all news articles and enforces that all below-standard material is rewritten

Features Editor

· Is in charge of all features articles and the layout of the features pages

· With maestro team, develops ideas for feature articles that require in-depth research, espouse human-interest, and are relevant to the student body of Northwest High School

· Meets with the editorial staff to determine article assignments each issue 

· Proofreads all features articles and enforces that all below-standard material is rewritten
Arts and Culture Editor

· Is in charge of all arts and culture articles and the layout of the pages

· Collaborates with Features maestro team to develop ideas for arts and culture articles that embody the creative trends of the school and community
· Meets with the editorial staff to determine article assignments each issue 

· Proofreads all arts and culture articles and enforces that all below-standard material is rewritten
Op/Ed Editor

· Is in charge of all opinion and editorial articles and the layout of the opinion and editorial pages

· With maestro team, develops ideas for opinion articles that are well researched and relevant to the student body of Northwest High School

· Is responsible for the masthead to make sure it adequately reflects the editorial board and staff writers and that it is always laid out in the same place each issue 

· Oversees the “Head-to-Head,” and determines that each article is equal in length and well written, and talks about the same points
· Oversees the editorial cartoon(s) to determine it/they connect(s) with issues in the paper and is/are appropriate for publication

· Meets with the editorial staff to determine article assignments each issue 

· Proofreads all Op/Ed articles and enforces that all below-standard material is rewritten

Spread Editor

· Is in charge of all spread articles and the layout of the spread
· With maestro team, develops ideas for the topic of the spread and angles on the topic that are relevant to Northwest High school student interest
· During the year, comes up with a variety of topics that would interest all different people
· Meets with editorial staff to determine article assignments each issue
· Proofreads all spread articles and enforces that all below-standard material is rewritten
· Is in charge of the layout for the Entertainment page—the back page that is second-most viewed
Sports Editor

· Is in charge of all sports articles and the layout of the sports pages; must have a general knowledge of the athletics at Northwest High School

· With maestro team, develops ideas for sports news and sports features articles that are timely with regards to publication and are relevant to the student body of Northwest High School

· Maintains a variety of sport news, sport features, summaries, spotlights, and action photos

· Makes sure that no sport is unfairly ignored or poorly represented (Sports Shorts)
· Leads the staff in deciding which sports deserve coverage and which staff members should cover which sport

· Meets with the editorial staff to determine article assignments each issue 

· Proofreads all sports articles and enforces that all below-standard material is rewritten

Graphics Editor

· Creates a graphics assignment sheet at the beginning of each issue and follows up with staff members who are responsible for providing graphics

· Is responsible for all graphics and art work designs that goes into each issue of the newspaper

· Checks with each editor what type, size, and kind of graphic is needed for each story/page

· Makes sure that each graphic is clear in picture quality and notated by a byline and caption

· Proofreads the overall layout of the paper to make sure it is visually appealing 

· Chooses the best of a selection of pictures, with the section editor, for articles

· Edits captions

Business Manager

· Works with the adviser in managing the financial aspect of the paper

· Is responsible for delegating ad sales and fundraising for the paper’s publication costs

· Serves as leader of the coupon book fundraiser (Fall) and the Dodge ball tournament (Spring)

· Mails out newspapers to advertisers and other schools after each distribution day

· Sends bills to advertisers each month and maintains a log of who has paid and who has not
· Writes receipts for advertisers, fundraisers, and donations in receipt book and turns into adviser
· With adviser’s help, obtains ad files (.jpegs, .pdfs, or by using the scanner), makes adjustments in Photoshop as needed and communicates with editors as to which ad goes in which section

· Works with editors to determine correct ad placement
Web Editor

· Works with the adviser, business manager, creative director, and any other interested staff members to design and maintain the website

· Heads up own maestro group to determine what content should go on the web

· Ensures that the website is updated in a timely fashion with appropriate material and pictures

· Enhances our school coverage with multimedia content (audio, video) that is not available in our print edition

Staff Writer

· Writes all assigned articles without complaint 

· Does ample research and takes photographs (when appropriate) for each article

· Helps editors write and edit photo captions

· Has interviews from credible people who are knowledgeable about their topic
· Submits articles ON TIME for each deadline 
· Committed to providing sufficient headline options for stories with final draft

· Makes all appropriate changes to articles as indicated by editors and adviser without complaint
· Responsible for news and club beats as assigned by news editor
· Once articles are submitted seeks from the adviser or editors something constructive to do
· Responsible for assisting with copy editing before final deadline of publication
Statement of Policy

Northwest Horizons (founded in 2007; formerly known as The Northwest Express) is the official newspaper of Northwest Guilford High School. It publishes 8 issues a year under the auspices of the school, and it is entirely managed, written, edited and produced by journalism students with the guidance of a faculty adviser. The staff determines its content and is responsible for its accuracy, fairness and objectivity.

I. Purpose

The primary function of Northwest Horizons is to cover the events and trends affecting the lives of those involved with the school. By providing accurate and comprehensive coverage, Northwest Horizons hopes to inform its readers, dispel rumors and misinformation that commonly arise in a high school community. Northwest Horizons also hopes to entertain its readers by promoting knowledge of public events and interest in mass media.

II. Publishing

Northwest Horizons is published by Stone Printing in High Point, N.C. Northwest Guilford does not provide the school with a budget; all money used for publishing must be raised by staff members through selling advertisements, accepting donations, and having fundraisers. 
III. Front Page

Writers of front page articles will be notified prior to first draft. Front page articles are not limited to the traditional inverted pyramid style and can be written with creativity as appropriate. Content of front page articles should be the most relevant and timely to the student body and community. We strive for the front page to represent school, local community, state, and national news if possible. Sports articles will only be on front page when the team has made a significant accomplishment or elicited controversy that is compelling for readers.
IV. News

Northwest Horizons is committed to providing balanced and impartial news coverage. Reporters attempt to represent all sides of issues. To maintain accuracy, all reporters are required to keep notes of all interviews in order to verify factual information. Northwest Horizons covers all relevant issues, including those that may be controversial, and attempts to do so in a manner that is fair and honest avoiding exploitation or sensationalism.
V. Editorials

Northwest Horizons serves as the primary printed forum for student opinions on campus. The inalienable right of free speech, granted under the United States Constitution, includes both the freedom and the responsibility to discuss, to question and to challenge the institution, and the right to express unpopular opinions.

Editorials are unsigned. The stance of editorials is voted upon in staff meetings and requires the approval of the majority of the editorial staff. Opinions of the individual staff members are presented in the columns that identify the writer. 
We strive for each editorial to have an accompanying article to which it is responding or an issue it is addressing that is relevant to the paper.
VI. Letters to the Editor

All members of the school community are encouraged to use Northwest Horizons to express their own views. Letters may be edited for length and must be signed when submitted. We will not publish any anonymous letters. 

VII. Obituary Policy 

In the unfortunate, unforeseen event that a current or former student of Northwest Guilford High School or a current faculty member dies, Northwest Horizons will provide a brief description and picture (if available) under “In Memoriam.” If the person’s death is also the source of prevalent news that should be made known to the public (for instance, how the person died), the editors may decide whether it is appropriate to feature the obituary on the front page. 

VIII. Limits on What May be Published

Northwest Horizons will not print material that is libelous, invades privacy, disrupts the school process, or violates provisions of the Guilford County School Student Handbook.


Libel is defined as “a statement in writing concerning any person which exposes him to hatred, ridicule or contempt, or which causes him to be shunned or avoided, or which has a tendency to injure him.” The term also encompasses organizations and corporations. Northwest Horizons is responsible for any libelous content of all statements in its pages, including quotations and statements attributed to others.


Invasion of privacy deals with the individual’s right to protect him or herself against improper use of his or her name in the media. Public figures and private individuals who become involved in public events do not easily retain the right to privacy. Northwest Horizons will exercise care not to place an individual in an embarrassing or false position by using names or photographs without consent.


Northwest Horizons will not publish material which taken as a whole appeals to the prurient interest in sex, in that it portrays sexual content in a blatantly offensive manner and lacks seriously literary, artistic, political, or scientific value. Vulgar or profane expressions falling short of that definition may be permitted in some cases where disruption of the school activities is unlikely. 

Potential problems dealing with libel, invasion of privacy, advocacy of disruption or obscenity will be dealt with by the editors and the adviser. 

IX. Errors
Northwest Horizons will guard against carelessness, bias, and distortion by either emphasis or omission. When in error, Northwest Horizons will publish a correction in the following issue. 
X. Staff Dismissal

Failure to meet a deadline without prior approval by the adviser or editor-in-chief will result in a warning to a staff member. The second such failure results in a grade deduction; the third such failure will result in dismissal from the current staff. Inappropriate behavior while on newspaper business or mistreatment of newspaper property will also result in dismissal from the newspaper staff. Examples of inappropriate behavior include alcohol or drugs, sexual activity, or failure to follow instructions specific to an assignment. The editorial staff will handle dismissal procedures. The student may appeal a dismissal and must do so in a letter to the editorial staff within three school days of the notice of dismissal. The editorial stff, adviser and principal will decide on the appeal and inform the student in writing after the appeal hearing. 

XI. Code of Ethics

· Advertising/news: Maintain a clear line between advertising and news. Business considerations should not influence news judgment. All editors should alert the adviser when advertisers and /or employees from the business side of the newspaper attempt to exert influence over their work. 


· Deception: Deception is a form of lying and is to be avoided in newsgathering.

· People being interviewed for news stories should know they are speaking to a reporter and their comments may be published. Using deception to gather news, whether by lying or misrepresentation, is inappropriate under virtually all circumstances.

· In rare and justifiable circumstances, deception may be used when it is the only way to report an important story of vital public interest. However, deception may be used only with the advance approval of the adviser and administration of Northwest High School. 

· When deception is used in newsgathering, it must be revealed in the story. The subject of the deception should be informed before publication for an opportunity to respond.


· Hidden Cameras: The use of hidden cameras and surreptitious tape-recording devices is to be avoided, except in rare cases when they are the only ways to get an important story. Advanced approval of the adviser is required.


· Taping Conversations: In most cases, inform a source before taping a conversation. To make an exception -- for example, if informing the source might compromise a story of compelling public importance -- seek permission from the adviser and administration of Northwest Guilford High School. 


· Fabricating News: Deceiving readers by fabricating news events is prohibited. Under no circumstances should events be fabricated, unless clearly obvious to the reader, as when a writer recounts his "visit to Hell." Care must be taken in re-creating events so that it is clear to the reader that the event was not witnessed firsthand.


· Photographs: Photojournalists should not set up, re-create, direct or otherwise intrude on the reality of an event. Direction is allowed for situations such as portraits, fashion, studio work and photo illustration and should be obvious to the viewer. A photo illustration should be labeled.

· Manipulation of images through physical or electronic means should be done only to enhance the technical quality of the photographs for best reproduction, except when an image is manipulated to create a photo illustration. Such manipulation must be obvious to the viewer and the photo illustration should be labeled. Again, the intent should not be to deceive.

· Cropping and sizing to enhance clarity, impact or composition are encouraged. COBS (photos with backgrounds cut out) are allowed as long as they do not deceive the viewer about the essential nature of the original photograph.


· Copyrighted Images: Northwest Horizons is prohibited from displaying any copyrighted material without the explicit permission of the creator (in writing). This includes images downloadable off of the Internet. When in need of a specific image, use Royalty Free clip art and/or photographs only to avoid copyright infringement. 

· Confidentiality/Anonymity 
· Credibility is Northwest Horizons’ greatest asset; therefore, staff writers must make every effort to fully identify the news source in a story or behind one. Northwest Horizons expects all staff writers to follow these guidelines:

· Confidentiality only should be granted to protect someone who is relatively powerless or who might be harmed should his or her identity be revealed. 

· Before promising confidentiality, try to obtain the same information from sources willing to be quoted. Also, make it clear to the source that you will pursue other avenues of verifying the information.

· Don't let sources use the cloak of anonymity to attack other individuals or organizations. As a rule, Northwest Horizons does not print accusations by unidentified individuals. 

· You must seek the consent of your adviser before promising confidentiality. 

· Any anonymous quote appearing in Northwest Horizons or use of a pseudonym must be approved by the adviser.

· Make sure sources understand the ground rules for on-the-record, off-the-record, and not​ for-attribution. 

· On the Record -- All information and the name of the source are fair game. Most interviews are on the record. 

· Off the record -- Information that generally cannot be published. However, if the reporter can confirm the information from another source who talks on the record, then it can be published. 

· Not for Attribution -- Information given to a reporter that can be published, but the identity of the source cannot be used.


· Buying News: We do not offer money, favors or anything of value for news.


· Plagiarism: Do not borrow someone else's work. Plagiarism includes the wholesale lifting of someone else's writing (including wire services) as well as publication of a press release as news without attribution. Both are unacceptable. This prohibition refers to graphics as well as stories.
Stylesheet
Academic courses: Capitalize formal class names but not regular classes. “This semester, she is enrolled in biology, Civics and Economics, and math.”

Academic titles: In first reference to all faculty, administrators and staff: First and last name only, no courtesy titles.
 “John Hughes, athletic director” or “Russell Nelson, assistant principal.”

In second reference, last name only. “Hughes” or “Nelson.”

*TIP: Do not precede a name with a long title (chairperson of the English department Jennifer Humbard); instead, put that title after the name: Jennifer Humbard, chairperson of the English department.

Addresses: The more specific the address, the more it can be abbreviated. Here are a few examples (but refer to your AP Style book for more specific info):

· You may only abbreviate Ave., Blvd., and St. with a numbered address. “1600 Pennsylvania Ave.” Without a number, spell it out: “Pennsylvania Avenue.”

· Similar words (Drive, Alley, Road, Terrace) are always spelled out.

· Spell out and capitalize First through Ninth when used as street names; use a figure with two letters for 10th and above. “7 Fifth Ave.” or “100 21st St.”

Ages: Always use numbers. “Jane Jones, 28, and her son, Tim, 9.”

Agreement of nouns and pronouns: A very common mistake in high school newspapers. A club, an organization, a team is SINGULAR, so it needs a singular pronoun. “The Athletic club is planning its (not their) bake sale for Saturday.”

Boy, girl vs. man, woman: Associated Press says at 18, the reference becomes man or woman, not boy or girl. Use boy, girl for those under 18. Do not use “lady” as a synonym for girl or woman.

Buildings: Never abbreviate the word. Capitalize the proper names of buildings, including the word “building” if it is part of the proper name.
Bylines: The name, line, and position (lowercased) on staff will be centered in the first column of the article. Font size: 10 point; Font type: Myriad Pro 
Morgan Von Steen
features editor

Capitalization: Avoid unnecessary capitalization. Use a capital letter only if you can justify it. 

· Proper Nouns: Capitalize nouns that constitute the unique identification for a specific person, place or thing: John, Mary, America, Boston, England

· Proper Names: Capitalize common nouns such as party, river, street, and west when they are part of the full name for a person, place or thing: Democratic Party, Yadkin River, Main Street, Northwest Guilford; then lowercase when they stand alone: party, river, street, northwest.

· Compositions: Capitalize the principle words in the names of books, movies, plays, poems, operas, songs, radio and TV programs, works of art, etc.

· Titles: Capitalize formal titles when used immediately before a name “Assistant Principal Lance Sockwell.” Lowercase formal titles when used alone or following the name. “Lance Sockwell, assistant principal.” Use lowercase at all times for terms that are job descriptions rather than formal titles



President, George Bush

George Bush, president



The president, George Bush

actor Clint Eastwood

· Capitalize the names of magazines, but do not place them in quotes. Lowercase the word magazine unless it is part of the publication’s title:

Harper’s Magazine


Time magazine

· Capitalize Varsity and Junior Varsity
Captions: Arial 8 point font, 9 point leading with the caption justified. Two-sentence captions are required: first sentence is present-tense describing the action in the photo; the second sentence is past-tense describing the context of the photo. Captions should be thorough with attention to detail and prepared by the photographer. 

Photo Credits: Arial 7 point font; right-aligned below the photo, above the caption
Class Ranks: lowercase: freshmen, sophomore, junior, senior. DO NOT ABBREVIATE.


*Tip: freshman class not freshmen class
*AP indicates Advanced Placement 

Clubs: On the first reference, use formal title and capitalize: Students Against Drunk Driving; on second reference, use shortened term or initials by which it is known: SADD. Do not use periods.
Columns: There should be 5 columns to a page as a standard
Commas in a series: Omit the comma before the and:  “Dogs, cats and mice.”


Community: Know the difference between city, town, village. Example, the town of Summerfield has a town council and Mark Brown is the mayor. 

County Name: Capitalize both words: Guilford County. 

Courtesy Titles: Identify the men and women by first and last name only on first reference. ON second reference, identify by last name only. Do not use courtesy titles such as Mr., Mrs., and Ms.

Currently means “happening right at this moment”—therefore, do not use it. Use “presently” which means “it will happen soon.”

Dates: Within a week of the event, use the day of the week only. “The pep rally is Friday; the pep rally was Friday.” More than a week, use the calendar date: “Nov. 3; Jan. 11.” DON’T USE BOTH! 


Do not abbreviate the days of the week. 

Dimensions and Weight: 5 feet, 10 inches, not 5 ft., not 10 in, not 5’10”. Spell out figures for weights: The baby weighed 9 pounds, 7 ounces.
Fonts: 10 point Garamond font with an 11 point leading for article text.
Font Types: Arial, Century Gothic, Franklin Gothic Heavy, for headlines, with use of other fonts sparingly for special occasions and spread, all articles should be the same font, Garamond.
Headlines: Headlines should have a subject and verb that pertain to the topic of the article
Headline Font: Unless there is a special graphic headline (used for columns, feature articles, and center spread), headlines should take one of the following fonts: Arial, Trebuchet, Myraid Pro, Century Gothic. Headline Font will be approved by editor-in-chief during copy editing. 

Font size: Editors must ensure that headline font sizes reduce as page progresses from top to bottom. 
Hours of the Day: 6 a.m.; not 6:00 a.m.
a.m. and p.m.; not A.M or P.M

Hyphens: When two words work together as an adjective to modify a noun, use a hyphen. “The 100-pound baby scared everyone.” -ly adverbs are not hyphenated: nationally-ranked is wrong. It should be just nationally ranked.

In order to can almost always be reduced to just “to.”

Its vs. It’s: Its is a possessive pronoun (The dog sat on its rump). It’s is a contraction of “it is.”

Local Newspapers: The Northwest Observer; the Greensboro News and Record
Money: 20 cents, $10
(not $10.00, 10 dollars, or ten dollars)

Month: Standing alone, write out and capitalize. “Their favorite months are May, October and December.” Five months are never abbreviated: March, April, May, June an July. With the seven others, abbreviate when used with a specific date: Aug. 15; Sept. 4; Oct. 10; Nov. 11; Dec. 12; Jan. 1; Feb. 14

Nicknames: do not refer to any person by his or her own nickname unless it is the way the individual (and his/her parents) prefers to be known.

North Carolina: Spell out when used as a noun and abbreviate when used as an adjective. “N.C. School of the Arts” or “one of the states that was studied was North Carolina.”

Numbers: Spell out whole numbers below 10; use figures for 10 and above. “The family has three dogs, 17 cats and two children.” See AP Stylebook for more examples.

On does not need to be used to express a time element. “The team lost Sunday” not “The team lost on Sunday.”

Percent: One word; amount always in figures. 9 percent; 15 percent. Do not use % symbol.
Photos/graphics: All photos and graphics should have a credit line and photos should always have a caption, and graphics when necessary 
Pull Quotes: Should follow established format (Myriad Pro, 17 size font. Writers or editors should highlight appropriate quotes for possible pull-quote. Don’t overuse pull quotes, but use if article does not have a graphic.
Quotation Marks: Put quotation marks around the titles of books, movies, operas, plays, poems, songs, television programs and lectures, speeches and works of art. Do not put quotation marks around the Bible and books that are primarily catalogues of reference materials: World Book Encyclopedia, Bible, “Catcher in the Rye,” “Grey’s Anatomy.”

*TIP: ALWAYS PUT THE PERIOD AND COMMA INSIDE THE FINAL QUOTE MARK. NO EXCEPTIONS!


A new paragraph is needed at the beginning of all non-continued direct quotes.


The attributed name comes before the attribution verb: “The liver was good,” Jenny said. NOT “The liver was good,” said Jenny. 

Scores:  Northwest Guilford High beat Grimsley High 58-9.

Semesters: Lowercase references to semesters: spring semester; fall semester

Sports: Do not capitalize the name of the team unless under the full formal name is used. Example: “The Varsity basketball team won, but the Northwest Guilford High School boys’ JV Basketball Team came in second.”

· Use an apostrophe to show possession in front of team names: “girls’ basketball team.”

· Capitalize honors such as All-Conference, Honorable Mention, State Regional.

· Capitalize Varsity and Junior Varsity

· Capitalize the word coach only when it comes before the name: “Coach John Hughes” not when it comes as a title after the name: “John Hughes, coach of the basketball team.” The same applies with “captain” of the team.

States: When standing alone, spell out. “She visited Virginia, Indiana, and New Hampshire on her trip.” In general, when used with a city name, abbreviate. “She visited Smithville, Va., Evansville, In. and Newton, N.H. 

Eight states that are never abbreviated: Alaska, Hawaii, Idaho, Iowa, Main, Ohio, Texas and Utah.
Stock Photos: stock photos are photos that staff or past staff members have taken for the use of the paper, INTERNET PHOTOS ARE NOT STOCK PHOTOS, calling them stock photos is illegal
Students, identifying: In most cases, identify by class rank. “Jane Jones, freshman.” If the story centers on the student’s position within the school community, identify the information that stresses the connection. Example: “Senior Class President Will Sheppard” or “Will Sheppard, senior class president.”

Time, Date, Place: When all three of these elements appear in the same sentence, use them in the order above: “The meeting will be at 3 p.m. Tuesday in Room 123 of the CTE Building.”

Toward is proper; do not use “towards.”

Utilize is an unnecessary verb; just use “Use.”
Glossary
A
Agate: Small type (usually 5.5 point) used for sports statistics, stock tables, classified ads, etc.

Air: White space used in a story design. 

All caps: Type using only capital letters.

Application: A computer software program that performs a specific task: word processing, page layout, illustration, etc.

Armpit: An awkward-looking page layout where a story’s banner headline sits on top of a photo or another headline.

Ascender: The part of a letter extending above the x-height (as in b, d, f, h, k, l, t).

Attribution: A line identifying the source of a quote. 

B
Banner: A wide headline extending across the entire page.

Bar: A thick rule. Often used for decoration, or to contain type for subheads or standing heads.

Bar chart: A chart comparing statistical values by depicting them as bars.

Baseline: An imaginary line that type rests on.

Baseline shift: A software command that allows you to raise or lower the baseline of designated text characters.

Bastard measure: Any non-standard width for a column of text.

Bleed: A page element that extends to the trimmed edge of a printed page.

Blend: A mixture of two colors that fade gradually from one tint to another.

Blow up: To enlarge a photo or illustration for reproduction.

Body type: Type used for text (in newspapers, it usually ranges from 8 to 10 points).

Boldface: A heavier, darker weight of a typeface; used to add emphasis (the word “boldface” here is in boldface).

Border: A rule used to form a box or to edge a photograph.

Box: A ruled border around a story or art.

Broadsheet: A full-size newspaper, measuring roughly 14 by 23 inches.

Bug: Another term for a sig or logo used to label a story; often indented into the text.

Bullet: A type of dingbat, usually a big dot (•), used to highlight items listed in the text.

Bumping/butting heads: Headlines from adjacent stories that collide with each other. Should be avoided whenever possible.

Byline: The reporter’s name, usually at the beginning of a story.
C
Callouts: Words, phrases or text blocks used to label parts of a map or diagram (also called factoids).

Camera-ready art: The finished page elements that are ready for printing.

Caps: Capital or uppercase letters.

Caption: A line or block of type providing descriptive information about a photo; used interchangeably with cutline.

CD-ROM: Computer disks (CDs) with huge amounts of memory, used for photo archives, font libraries, interactive games, multimedia programs, etc.

Centered: Art or type that’s aligned symmetrically, sharing a common midpoint.

Character: A typeset letter, numeral or punctuation mark.

Clip art: Copyright-free images you can modify and print as often as you like.

CMYK: An acronym for cyan, magenta, yellow and black – the four ink colors used in color printing.

Column: A vertical stack of text; also called a leg.

Column inch: A way to measure the depth of text or ads; it’s an area one column wide and one inch deep.

Column logo: A graphic device that labels regularly appearing material by packaging the writer’s name, the column’s name, and a small mug or drawing of the writer.

Column rule: A vertical line separating stories or running between legs within a story.

Compressed/condensed type: Characters narrower than the standard set width; i.e., turning this M into M.

Continuation line: Type telling the reader that a story continues on another page.

Continuous tone: A photo or drawing using shades of gray. To be reproduced in a newspaper, the image must be converted into a halftone. 

Copy: The text of a story.

Copy block: A small chunk of text accompanying a photo spread or introducing a special package.

Copyright: Legal protection for stories, photos or artwork, to discourage unauthorized reproduction.

Crop: To indicate where a photo should be trimmed before it runs in the paper; usually done by making crop marks in the margins of the photo. 

Cutline: A line or block of type providing descriptive information about a photo.

Cutoff rule: A horizontal line running under a story, photo or cutline to separate it from another element below. 

Cutout: A photo where the background has been removed, leaving only the main subject; also called a silhouette.

D
Deck: A small headline running below the main headline; also called a drop head.

Descender: The part of a letter extending below the baseline (as in g, j, p, q, y).

Dingbats: Decorative type characters (such as bullets, stars, boxes, etc.) used for emphasis or effect.

Disk: Used to store computer information: hard disks are the internal memories for computers; floppy disks are small, square, removable cartridges; CDs, also removable, store vast amounts of information.

Display headline: A non-standard headline (often with decorative type, rules, all caps, etc.) used to enhance the design of a feature story, photo spread or news package. 

Doglegs: L-shaped columns of text that wrap around art, ads or other stories. 

Dot screen: A special screen used to produce tiny rows of dots, thus allowing newspapers to print shades of gray.

Dots per inch (DPI): The number of electronic dots per inch that a printer can print – or that a digital image contains. The higher the dpi, the more precise the image’s resolution will be.

Double burn: The process by which two different elements are overlapped when printed (for instance, printing type on top of a photo); also called overprinting.

Double truck: Two facing pages on the same sheet of newsprint, treated as one unit.

Downstyle: A headline style that capitalizes only the first word and proper nouns.

DPI: The number of dots per inch a printer prints. The higher the dpi, the finer the resolution of the output.

Drop head: A small headline running below the main headline; also called a deck.

Drop shadow: A thin shadow effect added to characters in a headline.

Dummy: A small, detailed page diagram showing where all elements go; also, the process of drawing up a layout.

Duotone: A halftone that uses two colors, usually black and a spot color.

Dutch wrap: Text that extends into a column alongside its headline; also called a raw wrap.

E
Ear: Text or graphic elements on either side of a newspaper’s flag.

Ellipsis: Three periods (...) used to indicate the omission of words.

Em: An old printing term for a square-shaped blank space that’s as wide as the type is high; in other words, a 10-point em space will be 10 points wide.

En: Half an em space; a 10-point en space will be 5 points wide.

Enlarge: To increase the size of photos or artwork.

EPS: A common computer format for saving scans, especially illustrations (short for Encapsulated PostScript).

Expanded/extended type: Characters wider than the standard set width.

F
Family: All the different weights and styles (italic, boldface, condensed, etc.) of one typeface.

Feature: A non-hard-news story (a profile, preview, quiz, etc.) often given special design treatment. 

Fever chart: A chart connecting points on a graph to show changing quantities over time; also called a line chart.

File size: The total number of electronic pixels needed to create a digital image, measured in kilobytes. The more pixels an image uses, the more detail it will contain. 

Filler: A small story or graphic element used to fill space on a page.

Flag: The name of a newspaper as it’s displayed on Page One; also called a nameplate.

Flat color: An extra color ink added to a page; also called spot color. 

Float: To dummy a photo or headline in an empty space so that it looks good to the designer, but looks awkward and unaligned to everyone else.

Flop: To create a backwards, mirror image of a photo or illustration by turning the negative over during printing. 

Flush left: Elements aligned so they’re all even along their left margin.

Flush right: Elements aligned so they’re all even along their right margin.

Folio: Type at the top of an inside page giving the newspaper’s name, date and page number. 

Font: All the characters in one size and weight of a typeface (this font is 10-point Times).

Four-color: The printing process that combines cyan (blue), magenta (red), yellow and black to produce full-color photos and artwork.

Full frame: The entire image area of a photograph.
G
Graf: Newsroom slang for “paragraph.”

Graph: Statistical information presented visually, using lines or bars to represent values.

Grayscale: A scan of a photograph or artwork that uses shades of gray. 

Grid: The underlying pattern of lines forming the framework of a page; also, to align elements on a page.

Gutter: The space running vertically between columns.
H
H and J: Hyphenation and justification; the computerized spacing and aligning of text.

Hairline: The thinnest rule used in newspapers.

Halftone: A photograph or drawing that has been converted into a pattern of tiny dots. By screening images this way, printing presses can reproduce shades of gray.

Hammer head: A headline that uses a big, bold word or phrase for impact and runs a small, wide deck below.

Hanging indent: Type set with the first line flush left and all other lines in that paragraph indented (this text is set with a 10-point hanging indent).

Header: A special label for any regularly appearing section, page or story; also called a standing head.

Headline: Large type running above or beside a story to summarize its content; also called a head, for short.

High-resolution printer: An output device capable of resolution from 1,200 to 5,000 dots per inch.

Hyphenation: Breaking a word with a hy-phen at the end of a line (as in those previous two lines). 
I
Image size: The physical dimensions of the final scanned image.

Import: To bring an electronic image into a computer software program.

Indent: A part of a column set in a narrower width. The first line of a paragraph is usually indented; columns are often indented to accommodate art, logos or initial caps.

Index: An alphabetized list of contents and their page numbers.

Infographic: Newsroom slang for “informational graphic”; any map, chart or diagram used to analyze an event, object or place.

Initial cap: A large capital letter set at the beginning of a paragraph for decoration or emphasis.

Inset: Art or text set inside other art or text.

Italic: Type that slants to the right, like this.

J
Jump: To continue a story on another page; text that’s been continued on another page is called the jump.

Jump headline: A special headline treatment reserved for stories continued from another page.

Jump line: Type telling the reader that a story is continued from another page.

Justification: Mechanically spacing out lines of text so they’re all even along both right and left margins.
K
Kerning: Tightening the spacing between letters.

Kicker: A small, short, one-line headline, often underscored, placed above a larger headline.

Kilobyte: Equal to 1,024 bytes; abbreviated as “K.”
L
Laser printer: An output device that prints computer-generated text and graphics, usually at a lower resolution than professional typesetters.

Layout: The placement of art and text on a page; to lay out a page is to design it.

Leader: A dotted line used with tab stops.

Lead-in: A word or phrase in contrasting type that precedes a cutline, headline or text.

Leading: Vertical spacing between lines of type, measured in points.

Leg: A column of text.

Legibility: The ease with which type characters can be read.

Letter spacing: The amount of air between characters in a word.

Liftout quote: A graphic treatment of a quotation taken from a story, often using bold or italic type, rules or screens.

Line art: An image comprised of solid black and white – no gray tones, as opposed to a grayscale image.

Line chart: A chart connecting points on a graph to show changing quantities over time; also called a fever chart.

Lines per inch (LPI): The number of lines of dots per inch in a halftone screen. The higher the lpi, the more precise the image’s resolution will be.

Logo: A word or name that’s stylized in a graphic way; used to refer to standing heads in a newspaper.

Lowercase: Small characters of type (no capital letters).
M
Margins: The space between elements on a page.

Masthead: A block of information, including staff names and publication data, often printed on the editorial page.

Mechanical: The master page from which printing plates are made; also called a paste-up.

Measure: The width of a headline or column of text.

Modular layout: A design system that views a page as a stack of rectangles.

Moire: An eerie pattern that’s formed when a previously screened photo is copied, then reprinted using a new line screen. 

Mortise: Placing one element (text, photo, artwork) so it partially overlaps another.

Mug shot: A small photo showing a person’s face.
N
Nameplate: The name of a newspaper as it’s displayed on Page One; also called a flag. 
O
Offset: A printing process, used by most newspapers, where the image is transferred from a plate to a rubber blanket, then printed on paper.

Orphan: A short word or phrase that’s carried over to a new column or page; also called a widow.

Overlay: A clear plastic sheet placed over a pasted-up page, containing elements to be screened, overprinted, or printed in another color.

Overline: A small headline that runs above a photo; usually used with stand-alone photos.
P
Pagination: The process of generating a page on a computer.

Paste-up: A page assembled for printing where all type, artwork and ads have been placed into position (usually with hot wax). To paste up a page is to place those elements on it. 

Photo credit: A line that tells who shot a photograph.

Pica: A standard unit of measure in newspapers. There are 6 picas in one inch, 12 points in one pica.

Pixel: The smallest dot you can draw on a computer screen (short for “picture element”).

PMT: A photographic paper used for shooting halftones. Short for photomechanical transfer; also called a velox.

Point: A standard unit of measure in printing. There are 12 points in one pica, 72 points in one inch.

Porkchop: A half-column mug shot.

Process color: One of the four standard colors used to produce full-color photos and artwork: cyan (blue), magenta (red), yellow or black.

Proof: A copy of a pasted-up page used to check for errors. To check a page is to proofread it.

Pull quote: Another name for liftout quote.

Pyramid ads: Advertisements stacked up one side of a page, wide at the base but progressively smaller near the top. 

Q
Quotes: Words spoken by someone in a story. In page-design jargon, a liftout quote is a graphic treatment of a quotation, often using bold or italic type, rules or screens.  
R
Ragged Right: Type that is not justified; the left edge of all the lines is even, but the right edge is uneven.

Raw wrap: Text that extends into a column alongside its headline; also called a Dutch wrap.

Refer (or reefer): A line or paragraph, often given graphic treatment, referring to a related story elsewhere in the paper.
Register: To align different color plates or overlays so they’re perfectly positioned when they print.

Resolution: The quality of digital detail in an image, depending upon its number of dots per inch (dpi). 

Reverse: A printing technique that creates white type on a dark background; also called a drop out.

RGB: An acronym for Red, Green, Blue – a color format used by computer monitors and video systems.

Roman: Upright type, as opposed to slanted (italic) type; also called normal or regular.

Rule: A printing term for a straight line; usually produced with a roll of border tape.

Runaround: Text that wraps around a photo or artwork; also called a wraparound or skew.
S
Sans serif: Type without serifs: This is sans serif type.

Scale: To reduce or enlarge artwork or photographs.

Scaling: The overall spacing between characters in a block of type.

Scanner: A computer input device that transforms printed matter (photos, illustrations or text) into electronic data.

Screen: A pattern of tiny dots used to create gray areas; to screen a photo is to turn it into a halftone.

Serif: The finishing stroke at the end of a letter; type without these decorative strokes is called sans serif.

Sidebar: A small story accompanying a bigger story on the same topic.

Sidesaddle head: A headline placed to the left of a story, instead of above it; also called a side head.

Sig: A small standing head that labels a regularly appearing column or

feature.

Silhouette: A photo where the background has been removed, leaving only the main subject; also called a cutout.

Skew: Text that wraps around a photo or artwork; also called a wraparound or a runaround.

Skyboxes, skylines: Teasers that run above the flag on Page One. If they’re boxed (with art), they’re called skyboxes or boxcars; if they use only a line of type, they’re called skylines.

Solid: A color (or black) printed at 100% density.

Spot color: An extra color ink added to a page; also called flat color. 

Spread: Another term for a large page layout; usually refers to a photo page.

Stand-alone photo: A photo that doesn’t accompany a story, usually boxed to show it stands alone; also called wild art.

Standing head: A special label for any regularly appearing section, page or story; also called a header.

Style: A newspaper’s standardized set of rules and guidelines. Newspapers have styles for grammar, punctuation, headline codes, design principles, etc.

Style sheets: Coding formats (size, leading, color, etc.) that can be applied instantly to selected text in desktop publishing programs.

Subhead: Lines of type, often bold, used to divide text into smaller sections.

Summary deck: A special form of deck, smaller and wordier than most decks, that capsulizes the main points of a story.
T
Table: A graphic or sidebar that stacks words or numbers in rows so readers can compare data.

Tabloid: A newspaper format that’s roughly half the size of a regular broadsheet newspaper.

Tab stops: Predetermined points used to align text or numbers into vertical columns.

Teaser: An eye-catching graphic element, on Page One or section fronts, that promotes an item inside; also called a promo.

TIFF: One of the most common computer formats for saving scans (an abbreviation of Tagged Image File Format).

Tint: A light color, often used as a background tone, made from a dot screen.

Tombstoning: Stacking two headlines side by side so that they collide with each other; also called bumping or butting heads.

Trapped white space: An empty area, inside a story design or photo spread, that looks awkward or clumsy. 

Trapping: A slight overlapping of color plates to prevent gaps from appearing during printing.

Tripod: A headline that uses a big, bold word or phrase and two smaller lines of deck squaring off alongside.

Typeface: A family of fonts – for instance, the Futura family, which includes Futura Light, Futura Italic, Futura Bold, etc.
U
Underscore: To run a rule below a line of type.

Uppercase: Type using capital letters.
V
Velox: A photographic paper used for shooting halftones. Also called PMT, which is short for photochemical transfer.
W
Weight: The boldness of type, based on the thickness of its characters.

Well: Ads stacked along both edges of the page, forming a deep trough for stories in the middle.

White space: Areas of a page free of any type or artwork.

Widow: A short word or phrase that makes up the last line of text in a paragraph. (See orphan.)

Wraparound: Text that’s indented around a photo or artwork; also called a run-around or skew.

X
X-height: The height of a typical lowercase letter.
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