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Advisor: Kris Donovan                  email: kdonovan@srvhs.org
In Yearbook class students must be self-motivated as most work is done independently.  The key to success is organization and initiative.  Students who work on layouts efficiently and follow all instructions are usually very successful in this course.

Requirements:  

      1. You will complete all assignments given by the teacher or editors.

      2. Layouts: Complete 8-12 layouts between September and May. 

  For each assigned layout you are responsible for:

· Arranging for photography or taking/ locating appropriate photos.

· Writing all copy according to copy requirements.

· Writing all captions according to caption requirements.

· Writing all headlines or subheads according to headline requirements.

· Cropping any photos for your layouts as necessary.

· Proofing your pages

· Completing all other work associate with your assigned layouts.

All spreads must be turned in complete and error free on the assigned due date. Have your grade sheet date stamped with the date before submitting it to an editor.  2 points per day will be deducted from layouts that are late. After five days, late layouts will earn half credit.  In addition points will be deducted from layouts that are inaccurate, or incomplete.
If, for some reason beyond your control, your layout will be late, discuss this with the advisor or editor.
3. Editing Sheets: Have an editing sheet completed by a classmate for submitting your completed layout.  Attach the editing sheet to the grade sheet when you hand it in.
4. Grade sheets:  For each layout you are assigned, you will receive a grade sheet listing the responsibilities that accompany the layout.  Most layouts are worth 100 points. To earn a grade for each completed layout, you must turn in a date-stamped grade sheet to an editor. If you work with a partner, be sure that both names appear on the grade sheet.
5. Coverage: You will make every effort to complete layouts which provide fair and accurate coverage of the student body and the events which occur throughout the school year (all grade levels/a variety of people and events.)  Points will be deducted if the material submitted is incorrect or your photo/copy coverage is biased or repetitive.   Your pages should not be simply a tribute to your friends and/or you and your activities. 
6. Content: Do not include anything ( photos, headlines, subheads, copy, captions, etc) in the book which I, an editor, or an administrator could consider inappropriate. This may result in a failing grade in this course.

Be aware that you will need to devote time outside of class to complete some assigned tasks for a deadline or for participation points.
Grades: There are a number of small assignments, but the bulk of your grade will be based upon the completed layouts you submit and your participation grade.

· All writing (headlines, captions, copy)  submitted will be graded based upon:1.  accuracy in spelling, names, information, assigned format and length, etc  2. providing fair, unbiased overage 3. including appropriate facts and quotations. 4. providing writing that is clear and interesting.  5. following the assigned format for structure and length  6. meeting the due date. 
· Each layout will be evaluated for the photos included on the page.  The grade will be based upon: 1. appropriateness of photos for the layout  2. providing fair, unbiased coverage  3. providing superior quality photos  4. providing photos on time  5. accuracy in following the guidelines provided by the editors for the layout.  
· Each layout will receive a grade based upon how well it meets the requirements on the grade sheet. Points will be deducted if the copy or layout does not meet these requirements. You may have an opportunity to recovers some of the deducted points by correcting all errors and resubmitting the work within 24 hours (or sooner depending on deadlines) after an editor has returned your layout indicating necessary corrections.
· Each student will receive a participation grade at the end of each semester based upon completion of specific tasks indicated on the participation handout. Participation points are not earned for work that is required for your assigned layout. Because most work is completed in class, consistent attendance is required for students to be successful in this class.  Tardies or unexcused absences will result in points being deducted from your participation grade.
· Do not include any false information (fabricated quotations or facts) or anything (photos, headlines, subheads, copy, captions, etc) in the book which I, an editor, or an administrator could consider inappropriate. This may result in a failing grade in this course.

Class rules: (failure to comply with these rules will result in deductions in your participation grade and/or a referral to an administrator.
· Do not leave the room during class without permission from the teacher and without signing out. You will need to take your pass when leaving the room. 
· Do not wander during class time.  Finish your assigned task and return to class immediately. It is a privilege to be sent on Yearbook errands.  Do not abuse your privilege or my trust.
· Do not leave campus during class time. PLEASE, DO NOT ask to do so!
· Handle all class equipment responsibly. If you borrow a camera or cords, be sure to return them safely to the cabinet .   
· Do not waste class time.
· Do not keep students who are called into yearbook class for interviews out of class longer than is necessary.  Ask your questions and get them back to class!!!!!

· Return any materials you use ( photos, yearbooks, cameras, cords, lists, etc.) to their appropriate “homes” and shut-down computers and push in the chairs before leaving class.
· “District policy states that harassment in or out of the classroom is not tolerated.  
Harassment based on race, ethnicity, able-bodiedness, sexuality, perceived sexuality, gender, gender expression, monetary standing, religion or faith-base, or any other factor will be reported to the administration and dealt with accordingly.  This includes slang such as “that’s so gay” or “that’s retarded.” Both are considered hate speech.”

----------------------------------------------cut here and return----------------------------------------------------

Please sign and return tomorrow

I have read and I understand the above course requirements and policies.

Student signature ( print) _______________________  Parent signature ___________________________​​​

