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Yearbook:  
English 414-416 

2015-2016 ~ Mattoon High School 
Mrs. Bright ~ Room 216 

(217) 238-7877 
brighta@mattoon.k12.il.us 

mhsriddle@gmail.com 
 

 
COURSE DESCRIPTION: This yearbook elective provides an opportunity for you to create a 
“history” book – a glimpse into what it meant to be a student at Mattoon High School during the 
2015-2016 school year. The culminating publication will be read, shared, and saved well beyond 
our lifetimes and should therefore be an engaging, comprehensive, and lasting memory particular 
to this year. You will learn everything about student publications including: law and ethics, 
writing, photography, design, public relations, and sales/advertising. This year’s MHS Riddle will 
be unique because our staff is unique, but keep in mind that a yearbook is about our school – not 
just us. We will become a family, yes, but we must take seriously our responsibility to document 
this irreplaceable place and time. 
 
MATERIALS:  
Writing utensils and binder/notebook for class 
Reporter’s notebook to keep interviews/information (ONE provided by the Riddle) 
Yearbook computers, cameras, scanners, etc. (note the staff manual contract) 
 
YEARBOOK CLASSROOM POLICIES: 

1.  Leave all materials in your mailbox including your staff handbook, notebooks, and 
other documents. If you are absent, other staff members may need access to your stuff. 

2.  You must have your yearbook press pass to leave the classroom and you MUST 
sign out and in all equipment! 

3. Attendance is the key to success in this class.  If you miss more than eight days of 
school per semester, you could lose your place on the staff simply because we need you here. 

4.  All photographs are the property of Mattoon High School and cannot be removed 
from the classroom. You should not show any yearbook photographs to anyone who is not on 
our staff without prior approval of the EICs. You should not take images for yourself or 
anyone else on yearbook equipment without Mrs. Bright’s specific permission. You will have an 
opportunity to get some of the photos at the end of the year, but we do not take photos for you or 
your friends; we take photos for the yearbook and Mattoon High School as a whole. 

5.  The yearbook is the project of all staff members and deadlines are not met until all 
staff members have finished their work. If you have finished your pages early for a specific 
deadline, then it is your responsibility to help those staff members who have not yet met their 
deadlines. Staff members who miss deadlines can receive an “F” and are possibly removed 
from Yearbook. Every missed deadline delays the arrival of the book in August and holds back 
the other staffers. 
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YEARBOOK PROJECTS 
NEW STAFFERS: During the first months of this course, I will provide you with all of 
the knowledge and skills you will need to produce the yearbook that will best represent 
our school. This publications “boot camp” will involve a series of smaller projects (worth 
100 points each)  
RETURNING STAFFERS: During the first months of this course, you will have specific 
duties as well as work that corresponds with your editorship. You will be graded on the 
completion of your editorship duties, as well as any others assigned to you through the 
professionalism rubric. 
ALL STAFFERS: Throughout the remainder of the year, each week will be focused on 
one element of yearbook knowledge and production, along with a quiz at the end of that 
week. These will be given to all staff members to provide feedback and help fine tune 
your photography, writing, editing, sales, and design skills. 

 
YEARBOOK DEADLINES AND GRADING: Before each yearbook deadline, you will be 
responsible for the pages due during that deadline, along with all the elements of that page.  
Deadline 0 ……………………………Friday, Sept. 11 (boot camp projects, editorship and extra duties) 
Deadline 1............................................ Friday, Oct. 2 (ads, fall page components) 
Deadline 2…………………………….Friday, Nov. 6 (ads, fall pages complete) 
Deadline 3 ……………………………Friday, Dec. 11 (ads, winter page components) 
Plant Deadline 1 ………………………..Monday, Dec. 21 – FALL PAGES TO PRESS 
Deadline 3…………………………….Friday, Jan. 29 (ads, winter page complete) 
Deadline 4…………………………….Friday, Feb. 26 (reference complete) 
Deadline 5…………………………….Friday, March 24 (spring page components) 
Deadline 6 ……………………………Friday, April 22 (spring spreads complete) 
Final Deadline ………………………..Friday, May 13 (final revisions) 
Plant Deadline 2 ………………………..Monday, May 23 – MAJORITY OF PAGES TO PRESS  
Final Submission Deadline …………..Monday, July 1— ANY FINAL PAGES TO PRESS 
 
Portfolio 
Your deadline portfolio will consist of the following parts: documentation of your ad contacts, 
copies and rubrics of your choice of TWO best products from that deadline period (writing, 
photos/captions, designs, infographics, interviews, or ads created) for grading, and a 
professionalism assessment. These will be cataloged by a cover sheet and are described in more 
depth below. The entire portfolio (assessed after each deadline period) is worth 400 points. 
 

Ad Sales  
We will not be able to print a yearbook without advertising sales. Although it is a 
challenging part of being on staff, it is also invaluable in teaching so many important 
skills. To charge the relatively low price of $45 for the MHS Riddle, we need to sell 
approximately $13,000 in advertising through both business ads (goal = $11,000) and 
recognition ads (goal = $2,000). With 15 staff members, that means a goal of $870 in ad 
sales for each one of you. Wow! 
 
You will get plenty of training and support in selling, as well as class time to actually 
sell. We will be using every Tuesday for the first semester to focus on ads, and if you 
have a car, you can leave the building to sell. Ad sales will also be expected to be 
completed after school (besides attending school events to cover them, this will be your 
only other homework). Therefore, advertising will become part of your grade. You will 
be assigned approximately 30 businesses to contact individually. For the first two 
deadlines, ads will be worth 100 points, which you will gain by contacting ALL of your 
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assigned businesses (note: you are not graded on whether they agree to purchase an ad, a 
variable you cannot control). If, at ANY time, you are having trouble or are concerned 
with advertising, PLEASE come talk to me. I am here to help you and make the 
experience a fulfilling and exciting one and NOT stressful or disturbing.  
 
Products 
In order to judge the quality of your work, and give you feedback to improve, you will 
include examples of your TWO best products from the given deadline period (your 
choice), and rubrics that correspond for a possible total of 200 points (100 points each).  
 
Professionalism 
We want to create a fantastic yearbook, but my goal is also to train you for college and/or 
the workforce. To this end, I will have you self-assess your professionalism during a 
given deadline period using a rubric. This rubric will be worth 100 points total and will 
include areas such as team cooperation, work quantity and quality, and professional 
behavior. I will give you feedback regarding that self-assessment in order to help you 
improve and grow. 
 
Grading Scale 

A 100-90% 
B 89-80% 
C 79-70% 
D 69-60% 
F 59% and below 

 
YEARBOOK STAFF: Depending on the staff members we have this year, I will assign 
leadership positions by application. Positions to be filled will likely include: design editor, photo 
editor, copy chief(s), promotions manager, and more. More information on these (job descriptions 
and grading) is in the staff manual. If you choose to take on an editorship, there are job duties 
that, if fulfilled, will garner you extra points. However, these points will be based on a rubric of 
the job description and the quality of performance. 
 
FINAL EXAM: There will also be a final exam, for those who aren’t exempt, for yearbook. 
However, the skills you learn here are not about memorization but application, so our final exam 
will be about creating ideas and products and not a typical paper-and-pencil test. More details on 
this will follow. 
 
PLAGIARISM: To submit another’s efforts as your own is plagiarism – an unethical act that is a 
serious offense, particularly in yearbook because we are all about the truth of what happened at 
Mattoon High School this year. It is expected that you will submit only your own work in this 
course and that you adhere to the HIGHEST ethical principles regarding information gathering 
and quoting of others. If you do plagiarize, you may be given no credit, dropped from the class, or 
otherwise disciplined by Mattoon High School. You will also ruin the reputation of the MHS 
yearbook for students in the years to come. This issue can become tricky at times, but know you 
can also clarify with me if you feel unsure about something. 


