11/19 Deadline 1: 40 pages due. 

· 01/07 Deadline 2: 40 pages due. 

· 02/11 Deadline 
staff•manual
Yearbook Production Staff 
2011-2012
In the real world, nothing happens at the right place at the right time. It is the job of journalists and historians to correct that.
                                                                                                                                                            Mark Twain
GRADING
Grading is on a percentage system. I try to conference with you one on one as often as possible. 
Quality of Work – 55%: This includes teacher assignments, quizzes, writing assignments, photography, proofreading and layout/design. Meeting Deadlines – Late work causes problems for everyone. For every day an assignment is late, points will be deducted from your deadline grade.

Time on Task – 45%: An effective staff is work oriented, spending their time on the task or helping others; wandering; socializing and disrupting the work of others are not productive and are not tolerated. 
SURVIVAL RULES
Yearbook is much more than a class. You will be responsible for one or more spreads and will have deadlines for spreads. You must meet these deadlines so our delivery date is not jeopardized. Everyone must work together to make sure all of us meet deadlines, work overtime and attend before and after school workdays. The Freedom staff is like being part of a family. Every member is important and your actions impact the entire staff. Staffers are expected to conduct themselves responsibly and courteously both inside and outside the journalism room whether working with other staff members or conducting interviews and gathering information for a poll, story or quote.
CLASSROOM EXPECTATIONS
Always come to class with an OPEN MIND!

· Respect Yourself—Respect Others—Respect Those Who Teach!

· Arrive to class on time and come to class with your supplies. 
· You MUST bring your laptop chargers and camera chargers every class period. If you come to class with a dead laptop, you will lose all of your participation points for that week. 
· Take care of computers and photography equipment.

· Visit the journalism website (www.fcsjournalism.yolasite.com) if you are absent to view assignments, etc.
· This is a class where you WILL learn from your peers—meaning interaction is an important learning tool. You must converse with your classmates in order to publish a yearbook. The key to productivity is how you interact!


Should you choose not to follow these expectations, the following consequences will occur:
1. Seat Change
2. Student  conference 

3. Parent Contact
4. Teacher detention 

5. Removal from class and discipline referral 
6. In-school suspension 

Consequences listed are in an approximate order. Depending on the offense a step may be skipped because of certain school-wide rules that supersede our classroom expectations. 

If you follow the rules, the following consequences will occur:

1. Verbal praise

2. Positive note/phone call to parents

3. Special privileges

4. Excellent/Good Conduct Grade
TOP TEN REASONS THIS ELECTIVE IS THE BEST
1. Taking digital photos allows you to ‘hit the halls’
2. Press passes get you where the action is

3. Your stories will include a byline—your name in print

4. Select photos will include a photo credit—your name in print again

5. This is a TEAM effort and you will make some lifelong friends along the way

6. Class parties 
WEEKLY LESSON CYCLE
· Each day—Follow instructions on the board/view www.fcsjournalism.yolasite.com for the week. 
· Mondays—Plan it!  Schedules/Introduction to New material, group instruction, handouts, workbook

· Wednesdays—Produce It—Production Mode/Projects/Online Quizzes
· Fridays—Reflections/Review production schedules /Proofing and editing 
TARDIES
You are expected to arrive to class on time unless you have a signed pass from the office. You may have to sing I’m a Little Teapot” to the class if you are tardy A LOT.
ABSENCES AND MAKEUP WORK

If you are absent you are expected to turn in any missed work to received credit. Refer to the journalism website—www.fcsjournalism.yolasite.com for assignments. You have three days to get an assignment in after you have been absent. After that time the work is still due, but you will not receive credit (resulting in a -0- for that grade/s). 
SUPPLIES
Come to class prepared to work. Bring homework, paper, pencil, pen, your manual, ladder diagram, laptop and camera. Use the restroom before coming to class. Do not bring backpacks, food or drinks into the lab during regular school hours. 

PRESS PASSES
What are they? All students who are working on the yearbook will, from time to time, need to interview or take pictures during the school day or after hours. You will NOT be allowed to miss other classes to “get the scoop” so use your time wisely and plan ahead If you use your “press pass time” doing things you shouldn’t be, then you may lose your press pass privileges. You must get your press pass initialed from me or Mr. Coller and the teacher from whose class you need the pictures…ALWAYS make an appointment before interviewing and let teachers know when you plan to be in their rooms/fields/etc. taking photos. It is just plain common courtesy. If you have to ask a teacher if you may interrupt their class—you have already INTERRUPTED the class! A good way to interview people is “by phone” after school or in the p.m. You can also interview teachers via email. 
EVACUATION DRILLS
Our journalism room has an evacuation exit posted near the door.

yearbook job descriptions
The Editor in Chief (1) is responsible for working with the entire staff. This person will be responsible for making sure the theme is presented throughout the book, copy is quality writing, and headlines, graphics, and pictures follow the thematic design for division pages and all in between. The “chief” will collaborate with managing editors to make sure spreads are progressing. This person must be able to help others with their writing and layouts as well as completing the final editing before deadlines are submitted to Jostens and reading and correcting proofs before going to press. 
The Managing Editor (1) is responsible for keeping the Editor in Chief and Mrs. Dowd informed of deadline problems or other yearbook related issues and keeping staff morale high. You will keep the calendar up to date (dates DO change), keep up with staff birthdays and theme days for workdays (after school and Saturdays). This person must be able to help others with their writing and layouts as well as completing the final editing before deadlines are submitted to Jostens and reading and correcting proofs before going to press. 
Section Editors (2 for each section—Summer/Fall/Winter/Spring – 8) are responsible for the development of a section and the division section spread. They are responsible for checking the work of staff working on assigned spreads to ensure accurate reporting and that deadlines are met. Section editors will make sure photos are filed correctly, edited before placing and that copy editing and design treatment of pages follows the theme of the book. Names cannot be misspelled. Look names up in SCHOOL ROSTER BINDER. This year we will post mug shots of students who have their photos made with PhotoTexas so you can easily check the bulletin board for name spellings .Ensure that each page in the section is indexed by working with index editors. Sections include: Fall (August, September, October), Winter (November, December, January), Spring (February, March, April). Following the “ladder” is so important. Use it, read it, and memorize it. You can check the ladder online at www.yearbookavenue.com. Your UN – first initial and last name (ndowd for example). The PW = 

 .
Staff Editors are responsible for deciding on a story idea for their assigned spread. Staff editors will work on one spread in one of the sections and collaborate with the section editor. Staff editors are responsible for interviewing, reporting, writing, rewriting, designing their spread according to our style guide. They will find or shoot photos for their pages, write captions, use Photoshop to adjust the auto levels, place the story, caption, headline, subhead, and photos on the spread. The staff editors will be the ones getting facts and figures organized and typed, and placing infographics. Keeping the book upbeat with what is popular in today’s advertising/publishing world is IMPORTANT. Sections include: Opening  Summer, Fall/ sports/ student life, Winter/sports/student life/academics/people (portraits), Spring/sports/ student life/academics/Organizations—electives, clubs, fine arts, Closing/colophon and Index/autograph pages. We will offer ads again this year.
The Photo Editors (5) are in charge of ensuring that fall, winter and spring activities are covered (photographed) and we have GREAT photos for the spread and that these photos tell a story. Every photo needs a caption with a name associated with that photo. Photo editors must remind others about upcoming events and advise them on how to shoot various assignments. These editors review downloaded images within the shared digital file folder and help organize photos into section folders so the staff can easily find them. The editors must be very familiar with Adobe Photoshop and be able to assist other staff members with preparing the photos to be used for spreads. We will be using Adobe Bridge this year so that you can batch groups of photos by renaming them with month_event_photographer_. Do not use dashes or hyphens or periods in the naming convention when renaming photos. Photo editors are the only ones who may crop photos!
The Business Managers (2) are responsible for keeping accurate and up-to-date records of sales throughout the year, developing a marketing campaign that promotes the sales of yearbooks, developing advertising for morning announcements, tracking the sales of yearbooks using www.yearbookavenue.com, recording sales after JDS closes in February, developing a distribution plan once books arrive, displaying flyers and notices in display cases (across from the office) and information on the school marquee, and other duties as assigned. The business managers will also be assigned spreads.
The Index Editors (2) must be detailed oriented. They are responsible for ensuring that the names on all spreads are tagged and will prepare and run the index before sending to press the first time. Editing the proofs will be much easier and seamless. Section editors and staff editors are responsible for correct spelling of names—the index editors should have very few corrections to make, if any. The index editors will design the index pages at the end of the book. They are also responsible for spreads.
 Name
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SAMPLE Yearbook Six Weeks PRODUCTION Grading Rubric
1. Quality of Work – 30%





Grade:

 


 Grade on 
 deadline pages.

Write the title of the spread and the page numbers you worked on for the 

 deadline. I will use the following rubric to grade your story, captions, heads, and photos.


 

 
Page # or Spread Pages  


4 = A
3 = B
2 = C
1 = D
4
3
2
1 - Ideas and Content (focused, specific facts, interesting details, story-telling quotes)
4
3
2
1 - Organization (smooth transitions, opening hoods reader, flows)
4
3
2
1 - Word Choice (clear, visual, colorful, fresh wording, energetic verbs)
4
3
2
1 - Sentence Fluency (varied sentences and sentence beginnings, sounds natural)
4
3
2
1 – Quality of Photos (clear, focused, good lighting)

4
3
2
1 – Composition of Photos (interesting, candid shots, cropped appropriately)





 Grade on Photo Illustration

2. Meeting Deadlines – 30%
Grade: 



Check below how well you have managed your time and then give an explanation, if needed, to the right.



Met all my deadlines



Met most of my deadlines



Met some of my deadlines



Missed many deadlines

3. Time on Task – 20%
Grade: 



Check below how well you used your time in class and then give an explanation, if needed, to the right.



Stayed on task all of the time



Stayed on task most of the time



Stayed on task some of the time




Had a hard time staying on task

4. Overtime – 20%

Grade: 



Editor in Chief and Managing Editors are required to work four hours of overtime per six weeks; all other Staff must work two hours of overtime per six week. List the hours you worked overtime and explain briefly what you used that time for: If you do not put in the required overtime, your grade can be no higher than an 80. 
Overtime:


Hours



Be sure to enter your hours on the wall chart for reference.

Six Weeks grade average:

matters of style

attribution considerations

Attribution is giving proper credit to the person who said the information or statement. Always place attribution immediately following the statement or in the middle of a long quote.

WRITE IT THIS WAY… “My best memory of this summer was when my grandson, Graham, took his first steps,” Mrs. Dowd said.
student quote attribution

Said should follow a student’s name and year classification.

WRITE IT THIS WAY… “During my last lap I found out I had more energy than I did throughout the entire race,” Lawren McKinney (8) said.
Use (6), (7), or (8) to classify students after their names. For a group, use 8th graders…”
adult quote attribution

Said should follow the adult’s name and title. This includes teachers, coaches, principals, and other adults having a title.

WRITE IT THIS WAY… “I am getting excited about lab projects,” Ms. Lyons, science teacher, said.

….Mrs. Wright, principal, said.



…Mrs. Long, Spanish teacher, said.
attributive words

Use SAID not says. Attributive words such as commented, explained, noted, or stated can be used occasionally.
writing copy

Avoid using our school name, mascot, or “this year” in copy.

Use descriptive, lifelike nouns and powerful verbs.

Do not let your opinion slip into the story—avoid editorializing.  Present the facts without your commentary.

WRITE IT THIS WAY…Write in third person. The reporter should NOT be in the story. You are INVISIBLE. 

Avoid the use of I, you, me, etc.

To make copy accurate and entertaining, try using a variety of words and avoid redundancy.

numbers

Spell out numbers one through nine, use numeral figures for 10 and above. 
WRITE IT THIS WAY…I saw 10 ships and seven sailors.
Always write out numbers if they start a sentence. 
WRITE IT THIS WAY…Four women ran.
Use figures for ages. 
WRITE IT THIS WAY…She is 52 years old. The dog is a 2-year-old.
Use figures for dates.
WRITE IT THIS WAY…Election Day is November 3. Do not use ‘rd’ or ‘th’ at the end of dates.

Use figures for years. 
WRITE IT THIS WAY…Mrs. Dowd was born in 1952. Wow, she is old as dirt.
Use figures for money. There is no need to add the decimal point and zeros when dealing with money values.    

$4    5 cents 
WRITE IT THIS WAY…The yearbook elective earned a $2,000 yearbook sales profit.
Spell out cents to indicate an amount under $1. A  ticket costs 75 cents. Use the word million for amounts over 

$1 million. 
WRITE IT THIS WAY…The building is valued at $6 million.
Time (key is to be consistent and use as a style rule)

CORRECT: 
7 p.m.
7:30 a.m.
12 noon
12 midnight
INCORRECT
8 o’clock
8:00 am
8AM
12 p.m.
12 a.m.
6 P.M.

abbreviations

Always spell out club or organization names the first time. Use abbreviations on the second reference. 
WRITE IT THIS WAY…Prejudice Awareness Week (PAW) then use PAW; Fellowship of Christian Athletes (FCA) then use FCA
Exceptions would be those that are easily recognized such as FBI or YMCA. Don’t use periods in upper case abbreviations. WRITE IT THIS WAY…Example: NJHS, FCA, and CeVMS. For lower case abbreviations, use periods, as in m.p.h.  

WRITE IT THIS WAY…Abbreviate months when followed by dates. The party was on Dec. 15,. Abbreviate months if they are more than five letters. The remodeling took place in Nov.  1991.
capitalizations

Do not capitalize courses, unless they are proper nouns.
WRITE IT THIS WAY…Spanish class, language arts, Algebra I, U.S. History, math, science, World Cultures.
Clubs or organization offices should not be capitalized. Do capitalize the club’s name: robotics club, French Club vice president Paris Hilton

Capitalize races and nationalities.

WRITE IT THIS WAY…Capitalize specific regions, West Coast, the Midwest, the Southwest
sports scores

Always use numerals and post the winning score first. Separate the two scores with a hyphen, with no space between the scores. 
WRITE IT THIS WAY…The Jaguars overpowered the Mustangs with a 34-7 victory Friday night. In score boxes, list our school’s score first.
taboos

“All our hard work really paid off.”

“It was fun.”

“When asked”
“I interviewed”
   Do not mention the interview in your story.

Overuse of “you” or “one”

“get”  “got”  “gotten”  “boring”  “stuff”  “things”  “a night to remember”  there is”

use of school names

Use the name Cedar Valley (not CeVMS or Cedar Valley Middle School) only when specifically distinguishing between this school and another school, as in sports stories or other activities in which Cedar Valley is involved with other schools. Otherwise, avoid the use of the school name since anyone reading the paper or yearbook already knows they are reading about Cedar Valley Middle School. 

NEVER use “here at Cedar Valley”

punctuation

Use comma before attribution. “I’ve carried on good conversations with students serving detention,” Mrs. Jones said.

Use comma to separate items in a list. Avoid using a comma before and in the series. We ordered sodas, pizza and salad.

Use a period to end statements. Never use an exclamation point to emphasize a statement.

Use a period between initials. C.J. Stevens (8) finished first.
quotation marks (“  ”)

Use quotation marks around a speaker’s words.

The punctuation (periods, commas, question marks) should come before the question marks in most instances.

leads

The lead is the first paragraph of your story and will often determine if the reader will continue reading.

A good lead will entice the reader by giving him/her a flavor of the story and a desire to read on.

If you are having trouble writing the lead, try writing other parts of the story and come back to the lead later.

Good leads will incorporate strong action verbs and avoid using passive verbs.

Avoid using “there is”  “there are”  “it was fun”   “it was great”

basic types of leads

one word lead captures the reader in a single work. Careful attention must be given to the choice of the word to make certain it has commanding qualities. Ex: Wow!
contrast lead will compare two opposites or extremes. The comparison drawn in contrast must be logical and understandable for readers.

quotation lead focuses on one individual’s viewpoint or perspective.

prepositional phrase lead begins with a preposition and brings the reader’s attention to the part of the story that deserves first consideration. Ex. Of all the unexplained changes this year…
Gerund lead begins with a gerund (a verb ending in –ing) and present important action or high interest details. Ex: Beating a national champion was always their goal…
casual leads begin with ‘because’ or ‘since’ or ‘because of.’ These leads establish a cause and effect relationship. Ex. Because we live in a material society…
temporal clause begins with ‘when,’ ‘while,’ ‘before,’ ‘since,’ or ‘as soon as,’ and focuses on the importance of the time element. Ex: While one second may not seem like a lot of time…
quotes

Use the most meaningful, storytelling quotes that present facts and descriptions.

Use SAID for attribution. Avoid using “felt,” “noted,” or “cried.”

Put quotes in paragraphs by themselves.

transitions

Transitions link quotes by relating one to the other while adding information. Transitional paragraphs should supply facts that make the quotes more meaningful. This will easily move your reader from one idea to another.

conclusions

Leave the reader with an overall thought or impression of the story. This can be achieved by using a quote that contains the overall flavor of the story.

revising

One of the most important steps to writing is revising and rewriting. Keep in mind that even the greatest writers edit and rewrite their material several times.

Ratiocinate all stories for “to be” verbs, “got” verbs, repeated words, sentence beginnings.

organization/sports/clubs reference photos

Please follow this format when typing captions for group/club pictures, remembering that people are always identified from left to right. Notice the use of punctuation, parenthesis, and bold type in the beginning. If you need to add more rows, do so, but always end with “back row.”

front row: 


















;  second row: 


















;  third row: 






 ; back row: 
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