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Yearbook I, II & III Syllabus

Ms. Susan Mitchell                                                                     Newark High - Rm. D101/D103

mitchells1@christina.k12.de.us   nhs_krawen@yahoo.com**               302.631-4700 x 14441
 **preferred method of contact
 Website:  http://teacherweb.com/DE/NewarkHighSchool/MitchellEnglish/index.html
Welcome to Yearbook!  This is a class where students (aka “staff”) design and produce the school yearbook, KRAWEN – a book of memories, a history book, and a publication submitted for judging.  In this class, students will learn the importance of working as a team to complete tasks successfully and on time.
Course Description 2 Semesters 1 Credit

Yearbook I, II, III: The yearbook staff carries out all phases of yearbook production such as photography, page design, copy writing, business management, and distribution.  Students in Yearbook II and III assume and carry out leadership roles and functions in the production of the school yearbook.

Classroom Rules and Discipline Policy

Rules within our classroom will be based upon mutual respect of the teacher and students for each other, the school and district policies and property, and the property of others.  Appropriate language and behavior are expected, as is abiding by the Plagiarism Policy.  
Performance Evaluation
I will grade students each quarter on a weekly performance point system, which translates into an a letter grade.  Students may consult with me at any time to check on the current status of their performance.  At the end of the quarter, the total points will determine the grade, unless a student misses one or more deadlines.  Missing two deadlines will result in an “F” for the marking period.  It is very important that every student keeps up with his/her assignments and asks for help when (s)he falls behind.  Because different sections will have different numbers of assignments in each quarter, it is important for those without a current deadline to help those with one.  The more involved a student is and the more time spent, the more points received. 
Performance points vary in degree based on, but not limited to, the following:

· Completing assigned tasks

· Meeting deadlines

· Marketing books and ads

· Attendance

· Level of responsibility/leadership
· Following photojournalistic principles

· Accuracy of work 
· Amount of time spent beyond the class day

· Assisting others

Each student has the same opportunity to earn these various points.  Warning: students who use class time for anything other than yearbook work without permission will lose points.  THERE IS TO BE NO TEXTING OR USE OF COMPUTERS FOR PERSONAL REASONS.
Attendance

PLEASE EMAIL IF YOU ARE GOING TO BE ABSENT FROM CLASS.

This class is actually a business and as such the attendance policy varies somewhat from other classes.  (I know of no business or organization that would allow you to miss 10% of your work time and still keep your job!) Because deadlines are involved and missing them causes significant financial loss, attendance is crucial.  Excessive absences may result in the dismissal of a staff member from the class.  For grading purposes, three or more unexcused absences will result in a “F” for the quarter. Following NHS policy, 3 unexcused lates will earn you a behavior referral.  Being 15 minutes or more late to class without a pass is considered a cut and will mean a referral in addition to being marked as an unexcused absence.  NOTE TO SENIORS:  Please make sure you plan for college visits ahead of time, following the correct procedure for a pre-arranged absence from NHS.
Materials

Students will need an agenda, a composition book, notebook paper, a blue or black pen, and a pencil for class each day. Internet access at home is required since our book is designed online.  Other materials will be provided by the teacher.  Photographers should have their own digital cameras.  
Types of Assignments

· Exploratory Copy:  The teacher, editors, or a section editor assigns copy.  This is a story written by a student that includes the subject of a section’s page.  For example, if the student life section has a spread on after-school jobs, the copy could be about types of jobs and the students who work at them.  Each copy assignment will include specific directions for the type of information needed.  Copy submissions are typed, double-spaced, printed and or submitted online via email as an attachment before being placed on a page in eDesign.  Edit and proof each draft before you submit it to earn your performance points.
· Final Copy:  This is the final draft of the copy.  Please note that you may be asked to revise your copy many times before it reaches this stage. Make and turn in corrections on time.  
· Quotes:  Each spread requires quotes obtained from students outside the class.  
· Headlines:  Each spread is required to have at least one headline (side bars and boxes may have others).  
· Captions:  Students are responsible for writing the captions for photographs on their assigned pages.  Every picture needs a caption, which must meet stylistic guidelines set by the coeditors.  
· Photo Assignments:  Students are responsible for making assignments for photographers for pictures they wish to use on their pages.  If a photographer is not available for the assignment, the student must take the pictures himself, following the photography guidelines set by the teacher.    
· Selling Yearbooks:  Each student is responsible for participating in the sale and distribution of the yearbook.  Yearbook staff may purchase yearbooks/supplement mailing for $70 if ordered by September 19th   (hard copy order form only).
· Selling Ads:  Each student must sell business ads.  All 10-12th grade students who signed up for yearbook were given several opportunities to meet last spring to receive marketing instructions and forms for selling ads over the summer.

· Clean-up:  The room tends to get disorganized during deadline work.  Since deadlines are close together, in order for everyone to find things easily, the editor and/or adviser will assign students to clean the room on a rotating basis.  
· Computer Use: Each student is responsible for learning to use the eDesign program to prepare assigned pages for deadline.  Student log-ins and passwords must be kept secure.
· Miscellaneous Assignments:  These include any assignments the teacher gives that lead up to the successful completion of assigned pages or that lead to further understanding of photojournalism.  For example, students are expected to know the definitions of various publication terms and will be quizzed on them.  Students also must master the basics of journalistic writing and yearbook design, therefore assignments on technique will be given.  
· Meeting Deadlines:  Students are expected to complete all assignments for deadlines themselves, but if that cannot be done, they are to seek assistance from other staff members.  Any portion of a deadline that is not completed by the assigned staffer will result in deducted performance points at the end of the quarter. (See Grading Policy) 
Outside of class time and Email
To complete all assignments students will need to work on their home computers, stay after school, work on Saturdays or holiday breaks just to meet a deadline.  This is very important and required since all work cannot be completed during the allotted class time.  Students may also use email to submit copy for proofreading and for work on other assignments.  Submit to nhs_krawen@yahoo.com  Messages may also be posted on eDesign.
Camps and Workshops

Throughout the school year there may be some learning opportunities for students.  Students may be requested to pay for these trips.  (Underclassmen who wish to attend next year’s summer yearbook camp should be advised that the cost of camp is about $500.)
AGREEMENT
I have read and understand the course syllabus for Yearbook I, II & III.  (Please sign below and return the entire document for check-off by September 9th.  It is then to be kept in your notebook.)
   Student Name ___________________________________________________________________
   Student Email____________________________________________________________________
   Student Signature ________________________________________________________________

   Parent/Guardian Signature _________________________________________________________
   Parent Email ____________________________________________________________________
     Parents: Will you attend Open House Thursday, September 15h ?     _____YES    _____NO
FINAL NOTE:  Krawen is run as a business and as such, the goal of each staff member is to help produce a book worth every penny students are paying for it!
<<<<Our work ethic:  Well-begun is half done!>>>>
Teacher’s initials_______




Date of check-off________________
