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Y E A R B O O K   S T A F F

1845 Richard Drive ● Biloxi, Mississippi ● 39532
tracy.campbell@biloxischools.net

Dear Parents & Guardians of______________________, 

Congratulations on your child becoming a part of the Indian Echo yearbook staff! This is a very exciting opportunity for your child to gain valuable leadership and journalism experience while working with an award-winning staff of editors.  Because we expect the highest quality yearbook, we also have high expectations of attendance and participation from staff members.   As a part of the work of the annual staff, each student is given a quota of ads to sell.  Part of the student’s grade for the first quarter comes from his or her performance in selling or meeting the quotas.  We use this system in order to provide enough money to publish the annual, since it costs more than is provided by student sales, and we hate to raise the prices of the books more than is absolutely necessary.
The quota for this year is to sell THREE pages of business ads for each member of the staff, focusing on selling smaller business-card ads.  When the quota is met, the student is assured a 100 for that major grade.  Students will also receive daily grades for role-playing, practice, business contacts, and quality/sales calls.  Each staff member will receive a potential list of advertisers to visit/renew and assist in creating a list of possible new advertisers.  Much of this will be started before school ends this year; additionally, students will have the summer to work on this project.  Students must meet the quota within two weeks of school starting. At the end of the sales drive, the staff members who are the top sellers monetarily will be given awards (new camera, jump drives, memory cards, etc.). As an added incentive, students who sell the full quota also receive his or her annual with his/her name embossed on the cover for free.  I feel these serve as great rewards for the work the students put forth for this project. If you would like to help provide awards or have any ideas, please feel free to call me!
The spring and summer months are a very crucial time for staff members and editors. This is when the book is in its planning stages for the next year, and new staff members are trained on the basics of design, photography, and photo editing.  Because of this, it is important that your child attend every meeting/training session possible so that he or she is not behind when school begins.  Should an emergency or conflict arise, each student will be allowed two absences prior to school starting.  For these to be excused from demerits, he/she must show me a note from a teacher or a valid doctor’s note. If your child misses more than two times, it will put him or her behind in production of the yearbook, which begins on the first day of school.  When school begins, your child will be expected to be present every day possible to work with his/her team members.  This is vital to meeting deadlines. 
Meeting all deadlines is crucial to our receiving the yearbook on time and to keep from being assessed late or penalty fees by the publisher.  Spreads that your child turns in will be graded based on a rubric/checklist and will have 50 points per day deducted for being late/past deadline/missing critical elements (such as pictures). Therefore, deadlines are to be met, with no exceptions.  
I feel that parents should be aware of exactly what the policy is concerning ad sales, deadlines, and absences so that there will be no misunderstandings.  The older staff members and I make every effort to help newcomers sell their ads, but in the end it comes down to everyone pulling his or her share of the load—being present and generating ad sales are definitely a part of the staff load.
To show that you have read this letter and our policy on ad sales and absences, please sign below and return this to me.  If you have any questions you can call the school at 435-6105 for an appointment, or call me directly at 617-5069.  Thanks for your assistance with the annual—I know it is work for you as well as your child!

Sincerely,

Tracy Manners Campbell
Adviser

In addition to the policy on ad sales, please know that your child has made a commitment to the staff and will be expected to learn academic skills as outlined by the Mississippi Department of Education and apply them to the production of the school publication.  Evaluation of the student will be made not only on mastery of skills, but also on application and timeliness of those skills. Time outside of class must be devoted to accomplish the tasks and the adviser must be able to request that extra time in order to meet deadlines. The student must display professional behavior to students and the community, including maintaining the utmost confidentiality in the performance of his/her duties. This includes having exemplary behavior and grades in all of his or her classes and staying off the school discipline ladder. Regular attendance in school is necessary for the completion of a school publication and is expected of each staff member. 
By signing this contract, the student and parent agree to all the above information.
Signature of Parent/Guardian:________________________________________________Date:_____________

Student:________________________________________________________Date:_____________
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