YEARBOOK 2011-2012
MRS. HOLIHAN
I am hopeful this course will be a positive, enjoyable and enriching experience for the entire class.  The skills you will learn and practice in this course will help prepare you for the challenges you face ahead—both inside and outside of class.  You will learn to execute a number of journalistic tasks—reporting, writing, selecting and cropping photos and page layout—and how to complete those tasks in a timely manner. At the end of the year, you will have produced a document that will be read and treasured by the entire student body. It’s a huge responsibility, and a lot of fun!
Course Requirements


· Complete all assignments by the assigned due date.

· Maintain professional journalistic standards in all written work, in all interviews and when on official Tenas Coma business
· Follow legal and ethical guidelines on all assignments and in all work

Classroom Rules and Expectations

In order to maintain an environment in which students can be effective learners, adherence to a set of classroom rules and expectations is required of each and every student.  If rules are followed, the class will run in an efficient and pleasant manner. 

1) Students will maintain professional journalistic standards in all aspects of classroom assignments: reporting, interviewing, editing and writing
2) The student computers are for appropriate and school-related use only.  Misuse of student computers may result in a revocation of computer lab rights.
3) Do your best work on every assignment.  Copying other students’ work, “sharing” answers, or downloading assignments from the Internet is strictly forbidden.  Plagiarism and cheating are serious offenses and will be treated as such.  The first incident of plagiarism/cheating will result in a 0 on the assignment or test.  The second offense will result in referral to the office with the recommendation that student receive no credit for the course.

Hall Passes, Tenas Coma press passes and leaving the room
If you need to leave the room on official Tenas Coma business (running slips, taking pictures or conducting interviews), you must have your Tenas Coma pass prominently displayed.  If you need to leave the room for a reason other than Tenas Coma business (bathroom, locker, office…), you must have your hall pass/student planner with you. Students are to return to the classroom immediately upon completion of official Tenas Coma business.  Misuse or abuse of the Tenas Coma press pass may result in temporary revocation of the press pass (“grounding”) where the student will be unable to leave the classroom for a period of time.  Serious and/or repeated misuse or abuse of the press pass may result in permanent revocation of the pass.
Yearbook Cameras

Tenas Coma owns professional-quality digital cameras and a variety of flashes and lenses for student use. To use a camera, a student needs to see Jake Anderson (or Mrs. Holihan if Jake isn’t in the room) to check out the necessary equipment. Students should be advised that, depending on the camera checked out, the replacement cost of the equipment checked out ranges from $1000 to $6000. The yearbook has purchased damage protection plans for the cameras and lenses, which covers repair in case of damage that happens through normal use. These plans do not cover replacement if the camera is lost or stolen. ANY LOSS OR DAMAGE NOT COVERED BY THE YEARBOOK’S DAMAGE PROTECTION PLAN IS THE RESPONSIBILITY OF THE STUDENT WHO CHECKED OUT THE CAMERA. Therefore, it is of the utmost importance that students exercise care and vigilance when using yearbook cameras, especially when the cameras are checked out overnight.
Attendance and Deadlines
Because Tenas Coma deadlines are set and cannot be altered, and students are aware of deadlines well in advance, pages are due on the deadline, whether a student is in school or not.  If a student knows in advance that he/she will be absent due to a field trip or planned absence, the student needs to be proactive in making arrangements to ensure the page will be completed prior to leaving for the absence. If there are extenuating circumstances, staff members need to talk to the editors and Mrs. Holihan to explain the situation and suggest a course of action to ensure the page will be completed on time.
Grading Policies
Because meeting deadlines and producing quality work are both important aspects of journalism, grades in this class are based on meeting deadlines and the quality of work produced. Please see the attached list for point totals for various tasks that go into completing the yearbook. This list is not comprehensive, and additional tasks and corresponding points may be added throughout the quarter.

At the end of evey deadline, students will complete a “page grade report” which details the tasks each student has done over the course of that deadline. The point total from each page will be added up to make your grade. 

Writing “quality grades” are assigned by the adviser, and is based on the following criteria:
· Proper completion of all elements on the Page Checklist Sheet
· Clear, concise writing that follows AP and Tenas Coma style (in copy and captions) and avoids editorializing
· Selection of the best photos for page: all photos are technically excellent and tell a story

· Follows legal and ethical guidelines

· As a whole, page is informative, entertaining and captures the year

Daily Work/Deadline Points

Run slips












1 point per day

Conduct an interview









2 points per interview

Write a caption and place on page







3 points per caption

Write copy and place on page





Sports copy or profile








20 points per copy


Short sidebar copy (2-5 paragraphs)
 




7 points


Copy of less than 2 paragraphs






3 points

Attend after-school activity to shoot photos, 

and get at least 5 usable photos from the event

5 points

Properly crop and place photos on page





2 points per photo

Write headline for page









3 points

Run spell check 











1 point per page

Meet intermediate deadline (rough draft, photos on page...)

10 points per deadline

Meet final deadline










50 points per deadline

Picking up the slack










points TBA

Charging camera batteries








1 point per day

Uploading images properly 








2 points per card

Highlighting names on master locater






1 point per name

Checking off clubs/academic areas on master checklist


1 point per club/academic

Editing Points (requires team leader or adviser signature for point accumulation)

Proofread story and correct for content and AP style errors 
5 points

Recrop photo











5

Replaced chosen photo with better photo





10

Tweaked Design or otherwise fixed layout error



5

Added information or quotations to other story



10

Picking up the slack










points TBA

Quality Points

Copy follows journalistic standards






up to 5 points total per spread


Copy follows AP style









-1 pt per error

Copy is interesting and provides information
 most readers wouldn't know







up to 5 points total per spread

Copy contains meaningful quotations






up to 5 points total per spread

At least 8 different people on page 






+5 points

No improper use of "no fly" list members





-10 points per improper use

At least one person per spread not in last year's yearbook

+5 points senior
















+3 per junior
















+2 for sophomore
















+1 for freshman

Page contains friends of staff members w/o approval


-15 points per instance








All photos correctly identified







-5 points per error

All names correctly spelled








-5 points per error

All grade levels correct









-2 points per error

Spelling or grammar errors








-1 point per error

Quarter Grade Points 

A
200 points or above

B-     
160-165

D+
134-139


A-
180-199 points


C+    
154-159

D
120-133


B+
173-179



C     

147- 152

F
119 points or below


B
166 - 172 points


C-

140-146

Semester grades will be based on two quarters’ worth of points 
