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Caption Writing 101 
By Jeff Salisbury, publications adviser 

Wayland Union HS 
 

1. Captions should generally range from three to four sentences. 
2. Answer the 5W’s and 1H questions in every caption. 
3. Tell the reader something that they CAN’T see in the photo. 
 
For example, in a sports action photo, you might conclude the 
caption by telling the reader the outcome of the event they CAN 
see. In this way it can “wrap-up” the activity or event, providing 
further, previously unused information. 
 

• Did she make the basket? 
• How many points did she score? 
• Was she the leading scorer for the game? For the season? 



• Did that shot win the game? Tie the score? Break a tie? 
• What was the final score? Who won? 
 

4. Interview those involved in the photo as well as others 
associated with the event or activity. 
5. Consider using a direct or indirect quote as part of the caption 
to add length and further details. This gives the feeling for the 
reader that they were there too. 
6. Make effective use of “lead-ins. ”These two, three, or four word 
phrases (set in ALL CAPS and sometimes bold type) can draw the 
reader¹s attention to the caption and connect it with the 
accompanying story or page. 
 



 



 

 
 

Who is this? Who are these people? 
What is happening in this photo right now? 
Where and when is it happening? 
How did this person feel about this event? 
What are 2-3 facts the reader cannot see? 
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Caption Writing 101  
FCAs Checklist & Gradesheet  
50 POINTS POSSIBLE 
 
 
NAME________________________________________ CLASS PERIOD __________ 
 
 
NAME________________________________________ CLASS PERIOD __________ 
 
 
DEADLINE: ___________________________ SCORE _________ GRADE _________ 
 

1. LENGTH: EACH of the five (5) captions contains four (4) 
sentences. 

2. CONTENT:  
• Caption opens with an effective ALL CAPS “lead-in” featuring 

appropriate transitions. 
• Sentence #1 answers most of the 5W’s and 1H and is written 

in present tense. 
• Sentence #2 or #3 contains a direct or indirect quote from 

the subject of the photo or someone connected to the photo. 
• Sentence #2 or #3 tells the readers two or more facts they 

CAN’T see in the photo. 
• Caption contains a “media credit” at the end of the text. 
• PACKET includes notes and rough drafts and shows evidence 

of editing. 
3. GRAMMAR: Each of the five (5) captions follows appropriate 
conventions of News English style, punctuation, grammar and 
spelling. 

 
 


