Class Photographer Guidelines

2009-2010

Technical Guidelines 
· Set your camera to its highest resolution- consult your manual or if you can’t figure it out, bring your camera to the class photographer (CP) meeting and we will help you.   

· Shoot in jpeg format

· If you have any kind of photo editing software, use it to eliminate red eye or color correct.  This cannot be done on Memory book website.  Cropping and resizing can be done on the Memory Book website.  

General Shooting Guidelines:
· A mix of group shots and individual shots are needed. Pictures of 3 to 4 children are great.  Plan on one class photo per candid page.

· Posed shots are good but natural shots are great too. Don’t only take pictures at parties; science experiments, comfy reading days, special things happening in the class make fantastic pictures. Also, take pictures in the mornings of the events organized by the student council (crazy hair day, crazy hat day, Philly’s day, sports day etc.) Shoot as much as you want, but remember that one yearbook page has room for (on average) about 20 photos.

· Make sure you take pictures of ALL the children in the class sometime during the year. We try our best to make sure every child is represented. Suggestion; make a checklist. If you can’t make it to an event, call your back-up or one of us.

· Make sure it’s OK with the teachers prior to going into the classrooms and have a great time! 

· Mind your deadlines!  
The deadline for uploading photos for a school wide event is two weeks after the event.  Overall yearbook deadline is March 15th; your class montages must be completed by then.  

Thanks for volunteering to be a Class Photographer!  This is YOUR CHILD’S yearbook- let’s make it a great one!

Uploading to Memory Book Website
· Choose your 5-10 best photos per event to upload to the Memorybook Website: memorybook.com    Please do not upload every photo from your child’s event.  This will clog up the website and make it difficult to search for the best shots to use.  Step by step directions:


Go to memorybook.com


Click login at top right of screen


Click “Staff,” 



Job year: 2010



Job # 884058



Password: sfpto



Click “Step 2” then click “upload”



Follow the on screen instructions to upload your photos to the correct 



category (Halloween, Mrs. Hoke’s class, etc)

· To see if your photos successfully uploaded, click on step 2 “photos”,



Then click on “organize”



Then click on the corresponding category folder

Creating Pages on Memory Book Website:

· Click on step 3 “pages” at the top middle of screen

· At the far right of your screen, click the icon for “pages” 

· Scroll down to  the page number for your class or event, double click

· Click the icon for “images”, find your category from the drop down menu

· Click and drag the images onto page- then have fun!

For more info, watch the Memory Book Video Tutorials, read the Memory Book Online Manual, or click on the help button at the top right of the Memory Book website.  We highly recommend taking the time to get to know the site first!  The first time you use the site, expect to spend some time there familiarizing yourself- do a sample page, play around with it using last year’s photos, etc. Be creative!  PS- last year’s yearbook is a great resource for how to design your pages…

Questions? 

Deb Pellen  dpellen2@hotmail.com   215-579-9594 home

Kari Ries   kariries@hotmail.com    215-493-3291 home
