Section Editors’ Checklist




Name: 

Date:

Section: 

Production can be stressful for all of us, but you are the leaders of the newsroom and need to stay positive and motivated. Remember: 

· Make sure you stay in really close communication with the writers of the stories in your section. 

· Check in with the editor of the stories you are writing. 

· Check with Hannah S about your online section 

· Before you can leave you need to complete the checklist below. Instead of waiting until the end of the day to fill it out, please use it as a road map throughout the day. 

Good Luck!

Task


   



Finished?

	I have moved all the stories in my section to the “final edit” folder 
	

	All of the stories I am personally writing have been moved to the “final edited” folder
	

	I have the ok from my editor that my story no longer needs my attention (is in “ready for layout”, fits on the page, etc)  

Story + editor 

a.

b.
	

	I have spoken to Zoe about any jumps I may need 

Stories Jumping: 

a.

b.


	

	Look over fact check/copyedits from cubs 
	

	Beatrice has moved the stories in my section to the “ready for layout” folder
	

	All stories are placed and fit on the page, I no longer need help from my writers
	

	I have updated the blue board with stories and status. 
	

	I have placed all photos, infographics, captions, credits, and illustrations on the page 
	

	I have completed the folio checklist and have done a folio check with Zoe 
	

	I have printed my galley and given it to Beatrice to read
	

	I have asked Cassiel and Zoe if they want to make any changes on my page.
	

	I have implemented all changes and corrected all mistakes indicated by Beatrice 
	

	I have printed and given it to the cubs to read
	

	I have helped review galleys for other sections

Pages read: 

a.

b.
	

	I have picked up all trash I see and have helped clean up the newsroom
	

	Folio Editor sign off: 


	Zoe P Signature:

	Print Sign off: 
	Jason Signature: 



	EIC sign off


	Sabrina/ Cassiel Signature: 



	Beatrice sign off


	Signature: 


GREAT JOB! Thank you so much for all of your hard work!  
