PHOTOGRAPHY PLANNER

Student Name: ________________________ Section: ___________________________

Subject/Feature/Page: _____________________________________________________
Date(s): ________________Time(s): __________ Location(s): _____________________

Teacher Contact(s): ________________________________________________________

Student Contact(s): _________________________________________________________

Materials or access needed: __________________________________________________

***For Teacher use only***:  please put a checkmark beside those the yearbook staff member completed/that apply.
· Did the yearbook staff (student) introduce themselves and schedule an appointment and/or approach you professionally requesting a meeting with you/your team/club/event?
· Was the staff member on time for all meetings/appointments?
· May the student email you on your board email account? 
· Did the staff member provide you with our email account so you are able to email them write ups, pictures, student names etc.? (ahsyearbook1112@gmail.com)
· Did the yearbook staff member take (or arrange to take) a team/club/event photo in uniform/costume or arrange to have one taken on their behalf?
· May the staff member attend games/events etc. with your team/club? (If so, I will arrange to sign them out of class).  You must also get an approval from all teachers of whose classes you will miss.
Teacher Contact Approval: ______________________
____________________
 (Teacher Name – of Event)

(Teacher Signature)

Teacher Contact Approval: ______________________
____________________
(Teacher Name – of class missed)

(Teacher Signature)

Preparation needed for upcoming:
Meetings/ Practices/ Rehearsals: ________________________________ (date & time)
Meetings/ Practices/ Rehearsals: ________________________________ (date & time)
Meetings/ Practices/ Rehearsals: ________________________________ (date & time)
Notes:

Information Needed:
1. Names: List of all team/activity members or event participants from teacher advisor either filled out in the chart below or a list emailed to the yearbook’s email account.  This will help you write the photo captions.
	Last Name
	First Name
	Home Room
	Role

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


*Signature that this has been accurately completed:

________________________
(Teacher signature)

2. Highlights:

a. Team captains, chairs, student leaders:
	Last Name
	First Name
	Home Room
	Role

	
	
	
	

	
	
	
	

	
	
	
	


b. Points of Note (honourable mentions, interesting facts, etc.).  This will help you write your Heading and sub-headings.
__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________

3. Quotes:  This will help you write the body copy and captions.  You may include a short write-up from either the coach, team captain or student leader. 
	Last Name
	First Name
	Home Room
	Quote

	
	
	
	

	
	
	
	

	
	
	
	


4.  Interview Questions: note:  if you are covering sports, you must include at least one statistics question. Interview the members, captains, coaches, fans, etc.  These questions will help you write your body copy.  Please ensure to use some open and closed-ended questions.  Remember good reporters are always looking behind the scenes and noting colorful details that are not obvious. Reporters use the power of sensory description of sights, sounds, smells, textures, tastes and emotion to bring writing alive for readers.  Active listening is key and make sure to take good notes!  Make sure to keep eye contact and give the interviewee your full attention.  Please plan your questions ahead of time!
	Question #
	Question
	Response & Person Interviewed
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** Please ensure to sign out the camera for your event

** Make sure to thank the coach, captain, members for their time.

*Thank you for your time, if you have any questions, please feel free to email me.                        - Ms. H. Stepanek

Photograph Organizer

	Picture #1

What is it?
	What’s happening
	Student Name 
	Notes (Date of photo, quotes, interesting fact, etc.)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


**please remember to upload your photos to the appropriate folder the next day!!!!**
Additional Notes:
