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RFHS Cavalcade Yearbook Policy
Mission Statement of Rock Falls High School Yearbook
The staff of the yearbook strives to present the year’s events in a creative, yet historically accurate printed visual.  We understand that the yearbook is a prized possession of the students, and we will make every effort possible to include each person who is enrolled as a Rock Falls High School student with accuracy of information and name identification.  We are journalists in training and thus, mistakes will be made, but we will be committed to diverse coverage as it pertains to our theme.

Adviser’s Role
This is a student-led and student-produced publication.  The students make the decisions regarding theme, design, picture selection and copy.  The adviser’s role is to train the staff in desktop publishing and journalistic ethics and integrity, oversee the budget, maintain the electronic equipment and oversee the deadline production.  The final decisions regarding the yearbook are at the discretion of the yearbook adviser and administration.   
Staff Selection
The yearbook staff is comprised of sophomores through seniors who are enrolled in the Visual Communications Course. The adviser will assign appropriate responsibilities within the class.   A student editor will be selected each year by the adviser.  The student editor will earn extra credit toward his/her grade in the course due to the extra work required of him/her. The adviser may or may not appoint an art director who will aid in organized visual organization of the book and/or the cover, also with the inclusion of extra credit.  Students enrolled in RFHS, but not the Visual Communications Course, may work for the staff as a photojournalist by submitting photos to the adviser, but will only acquire staff status. No course credit will be given. 
Yearbook Production

The yearbook is created, formatted and produced during the Visual Communications Course and at the staff’s home with on-line submissions. The first quarter of the course is training the staff in journalistic and desktop publishing components, including photographic journalism.  With instructions throughout the year, the students apply the lessons in creating the yearbook.  Although it may appear that the staff has all year to complete the book, the production of the book is divided into sections.  Each section has deadlines for completion imposed upon us by our publisher, Jostens.  To meet our financial deadlines, all fall sports and events are due before December.  All underclassmen and senior portrait pages are due before February.  The winter sports are due by the first of March.  The academics, activities and senior memories are due by the end of March, and the proofs are due in April.  All other sections (spring sports and index) are due in May.  Once the pages have been submitted, we cannot make changes, so all pages must be publishing ready!!!!!
Coverage of the Year

The staff will cover all sports, events and activities.  We will try to cover all sports and activities with equality, but because of budget constraints or photo availability, some sports and events may be combined.

Each year the theme and the design of the book will be unique.  To make the year’s coverage different, the staff reserves the right to decide what is covered, where it is placed within the book, what pages will be reserved for color and how many pictures will be included on each page. 

Rock Falls High School has a large and diverse population.  It is our policy to limit a person’s appearance in a yearbook to three pictures (unless the person is involved in numerous top positions- both academically and socially) and to three quotations.  We want everyone to be included, and we will make every effort to find the silent student to highlight in copy.  Because our staff is less than one percent of the total population, we may not know everyone at RFHS.  We will rely on coaches, counselors, deans and teachers to help us with identifications of people who should be featured in the yearbook. 
It is also the yearbook staff’s mission to feature EVERY RFHS student at least three times within the yearbook each year.  However, due to budget, time and special circumstances, this may not always be possible. 
Cameras and Equipment

It is recommended that students enrolling in the Visual Communications Course have access to a 3 mpx (or higher) digital camera to use for both course work and yearbook production.  If a student does not have access to a personal camera, he/she may check out one of the yearbook staff digital cameras for the duration of the course after a formal contract has been signed by both the parent and student.  Any student who accepts loan of a yearbook camera is responsible for the safe return of the camera in same condition in which they first received it by the last day of student’s attendance in the class. Students who fail to return loaned cameras will receive a grade of “Incomplete” until the camera is returned.  Should damage, loss or theft occur while the camera is in the student’s possession, said student is responsible for fixing or replacing the camera appropriately.  If a replacement camera is required, the student must check with the adviser before purchasing a replacement camera to discuss an appropriate model that is equivalent to the camera he/she is replacing.  
Yearbook Sales
To purchase a yearbook, students must pre-pay during registration for the upcoming year’s production.  This payment will reserve a yearbook for the student.

 A receipt will be given to the student. This receipt must be presented the following fall when the books are distributed.  

A reduced rate of $43.00 will be due at registration.  After registration, any student pre-paying for a yearbook will be asked to pay the full price of $48.00.   Students may place yearbook orders after registration in the Main Office.  Orders will no longer be taken after December 1st of each school year. 
if additional books are available for during distribution at registration for the following year, the price will be $50.00 per book on a first-come first-serve basis.
Distribution Policy
Unless a problem occurs during printing or shipping, the yearbooks will be distributed the following summer during registration for graduates of the previous year.  All current students will receive their yearbook at the Back-to-School Picnic in the fall.   A data sheet with the names of the students who reserved yearbooks will be present.  Students must present a new student identification card in order to receive their yearbook if the yearbook staff member does not recognize the student by face and name.  Current students may pick up yearbooks for siblings who have graduated at this time.   No friends or relatives (excluding siblings and parents) may pick up a yearbook for a graduate.
If a clerical error has been made, and a student’s name does not appear on the reserved list, the student must present his/her receipt from the previous year’s registration.  If the receipt has been misplaced, the student will leave his/her name with the adviser, who will check the bookkeeping records at the end of the week.

Yearbooks must be claimed within one calendar year, or they may be re-sold; no refunds will be given.  It is the student’s responsibility to claim his/her yearbook within the year.

If a student has moved from the area and cannot physically claim a yearbook, the yearbook may be mailed to the student for a $10.00 shipping and handling fee.  The fee must be sent to RFHS Yearbook, Rock Falls High School, and 101 12th Ave., Rock Falls, Illinois  61071 in the form of a cashier’s check.  On the cashier’s check, the student’s name and home address must be present.
Refund Policy

Because we rely on advance sales of the yearbook (during registration) to create our budget (involves the number of color pages, the type of cover, and number of pages in the book), we cannot refund any money unless the student is removed from the enrollment lists of Rock Falls High School.  If a student is removed before November 1st, a full refund is rewarded.  After November 1, no refund will be given.

We strive to identify each person accurately and to include as many of the student body members as possible.  Because we are not professionals, nor is the yearbook an eight-hour-per-day class, a few mistakes will not be caught in our proofing.  Occasionally, the publishing plant makes an error and publishes the original submission rather than our revised pages.  We apologize in advance for any errors, but we cannot refund the purchase price because of name misspellings or miss identification.
Photo Journalism

The staff is trained in photo journalism.
 Excluding the portraits and some sports, the staff will be responsible for taking and selecting photos.  The staff will select the photos that tell the best visual story—the best picture may not be the star of the team or the stage.  Each picture tells a story, and the story’s theme will be determined by the staff member.
 People outside the staff may submit photos for possible submission.  However, the acceptance of such photos does not mandate usage in the yearbook, nor does it require citation or other benefits.  Persons submitting photos for possible use electively give up any and all copyright to these images and, as a result give the RFHS yearbook the right to print, publish and otherwise use all images as they relate to the publication and/or sale of the RFHS yearbook.  
Underclassmen Portraits
All underclassmen portraits will be taken during registration. 
No fee is charged for this service, and students are under no obligation to purchase portrait packets.  Students must take an identification picture, which will be the yearbook portrait for inclusion in the yearbook.  Because we have a contract with a photography studio, only the pictures taken by this company will be included in the yearbook.
If a student misses the photography session or if the student wears clothes that do not adhere to our dress code, a retake session will be scheduled in early fall before school and during the school day.

Retakes will be allowed for any student who is not pleased with his/her original picture. (Note: Only students who purchased a portrait packet will see the picture before publication.)  The original portrait packet must be returned to the photography studio’s personnel on the day of the retake. 

Senior Portraits
Senior portraits for the yearbook section will be taken by Persona Studio, our contracted photography studio, during the summer studio session dates at no cost.
A letter will be mailed to incoming seniors prior to these dates with all pertinent information included. 
At these sessions students will be given several options for settings and backgrounds, as well as finishing techniques- such as black and white or sepia tones.  Seniors are under no obligation to purchase portraits from the contracted company, but the yearbook can only publish senior portraits from our contracted company.

Seniors are sent information from Persona Studio in the early summer stating prices and giving a student a pre-arranged portrait appointment.  If the appointment cannot be met, the student may reschedule for a later date in the summer or may set up an appointment at Persona Studio. 
A date will be set in early fall regarding senior retakes at the school during the school day.  Seniors may elect to have their senior photo retaken at this time.  However, students will be limited to ONE studio background option.  Any senior who failed to have his/her photo taken at one of the earlier summer sessions at Persona Studio will also be given a time slot during this fall session and will be sent out of class to have his/her photo taken. 

If a senior fails to have his/her photo taken at one of these approved sessions, no senior portrait will be placed in the yearbook.  Due to legal and quality issues, RFHS cannot accept senior photo submissions for anyone other than Persona Studio, the school-approved photographer. 
Senior Ads
Senior Ads are public displays of affections placed by parents or relatives in the end section of the yearbook.   Ads must be reserved by the end of April.
Letters to parents with ad information will be sent to parents in early spring.  Intended photographs and narratives are due, together with the money and the registration form, at the time the ad space is reserved. 
No songs, poems, or phrases under copyright laws will be accepted.  Only original messages will be published.  Senior pictures may not be from a portrait company other than the yearbook’s contracted portrait studio.  Original family pictures make the best memory ads.

The yearbook staff reserves the right to refuse publication of any message or picture.
Death Notification

Student

When a student dies during the school year, the yearbook will include an “In  Memoriam” in honor of the student’s life.  If the death occurs before the final people pages have been proofed and if a portrait of the student exists, the yearbook will publish the  portrait in the portrait panels and include a note of his/her birth and death at the end of the class section.

If the student’s death occurred after the people pages have been proofed, an “In  Memoriam”  will be created in the index section.

If we have no picture of the student, every effort will be made to contact the family for a picture to be included in the “In  Memoriam” section.

Faculty
If a currently assigned staff member dies during the school year, a tribute to the member will be included in the staff section. If the death occurs after this section has been proofed, the tribute will be included at the end of the senor memory ads.

Dedications

Each year the yearbook staff reserves the right to dedicate the current yearbook to any person(s) or group(s) it sees fit.  Dedications will be included in the final pages of the yearbook.  
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