Classroom Publishing Volunteers

Every year, the publishing committee and the classroom publishing parents work together with the students and teachers to edit, type, and bind at least one book per student.  If you signed up to be a classroom volunteer, congratulations!  This is a fun and rewarding effort in the school!
Each class may operate somewhat differently.  The teacher is the one to determine how he or she wants to accomplish the publishing effort in his or her class.  The following is a general run through of how this goal of getting the books published is done.

Classroom Parent Volunteers

Typically, each class has a group of editing / typing parents.  There are exceptions, where teachers have the students do everything except the book binding.  Room parents work with the teachers to determine how many volunteers are needed, and when and how often they’ll be needed.

Once a group of volunteers is in place, one should be designated the coordinating parent.  This parent helps to make sure that the publishing effort runs smoothly and gets done.  This parent may also need to pass along information to the rest of the group.
As a classroom publishing volunteer, you’ll need to know:

· What software to use (Generally it’s Microsoft Word)

· Who does the typing (student or parent volunteer)
· How much editing help is needed

· What are the binding requirements (students select cover and binder colors, or all books are the same for all students)

· Schedule (how often are volunteers needed, what days, what times)

· Any special instructions from the teacher (i.e. – some teachers want a “comments” page included with stories; some have a fill-in-the-blanks version of the “About the Author” section.)

Forms and Supplies
If the students type the stories at school, they are printed at the school.  If the parent types the story at home, there is computer paper in the publishing area of the PTO room, and you’re welcome to take some paper home.
If the parent types the story at home, there are Word document templates to guide you in filling in the story elements in a standardized format.  These document templates are available online for download from the Sol Feinstone website.  Go to the Sol Feinstone website at:



  http://www.crsd.org/solfeinstonees
Once there, select the PTO link.  In the PTO section, select the Publishing Committee link, and all available forms will be there.  There’s a Big Book template (for 8 X 11 books) and a Small Book Template (for 5 1/2 X 8 books.)  Clicking on either one will allow you to save the template to your hard drive at home.

There is a supply of diskettes in the PTO room which also have the templates; you are welcome to take one of these if you prefer.
In addition to the book templates, other documents available online include:

1. This volunteer guide

2.  A guide to punctuation and capitalization rules
3. A guide to using Word and Word templates
4. Publishing Parent Checklist – a checklist to be sent home when the typed story is sent home to be proofed and illustrated

5. Publishing Work Order – the form to be filled out with the student indicating the cover and binder colors desired, information on the About the Author, dedication, and teaser book areas (for the typing parent.)

All forms and guides are also available in printed form in the PTO room.
Large yellow envelopes are also in the PTO room.  These are used to keep the story elements together (original story; any forms needed; typed and illustrated story; student picture; etc.)

Getting the story typed, edited, and ready for binding
Typically, the books to be published are ready for editing around late February and  into March.  At that point, parent volunteers can expect to be asked to go into the class room to work with the students to ready the books for publishing.

A story to be published needs certain elements, all of which must be kept together (in one of those big yellow envelopes!)  before being dropped off to be assembled and bound.  You will need to have a publishing work order for each story to help keep track of all the elements, and pass them around without losing anything.

The first element is the story itself.  How much editing is needed depends on the teacher.  Some stories are fairly polished; others may need more help with punctuation, spelling, etc.  In either case, it’s important to note where the student wants the page breaks.  Most book pages have some text, and a blank area that will be illustrated by the author.  Using the work order, fill in the desired cover and binding colors, and the dedication, About the Author, and “teaser” sections.
The story, the work order, and a parent check list is then given to the typing parent (of course this could be the same person who did the editing!)  Using the correct Word template, the typing parent types the story and the text info from the work order.  The original story, typed story, and work order then gets returned to the student.

The student can then bring home the story and proof it.  Corrections, if any, are noted on the typed story, and returned to the typing parent.

When the story is approved by the student, he or she then can illustrate the pages, as well as the cover.  Once that part is done, the student can include a photo of him- or herself.  If they do not provide a photo, the teacher usually has small student photos that can be used.

The envelope that gets dropped off in the publishing tray should now include the illustrated story, the work order that identifies color cover, etc., and the photo.  (The parent’s checklist isn’t needed anymore).

If your teacher doesn’t ask you to do the assembly and binding, you’re done!

Some variations between classes might be:


Some teachers have their students publish multiple stories


Some teachers have ‘class books’ (anthologies) published in addition to individual books.


Some teachers have no need for editing parents; the students do everything except


the binding


Some teachers specify the number of volunteers they need for their class


Some teachers prefer their class volunteers to do the binding as well as the editing

Some teachers start their publishing before March

Around the end of May is the Author’s Celebration!  Tables are set up in the hall outside the gym, there are some decorations, and books are displayed by class.  Students get a chance through the week to browse through the displays and read each others writing.
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