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[bookmark: _GoBack]ADAPTING TO A CONTACT-FREE ENVIRONMENT
COVID 19 SAFETY FIRST

As schools restart in the “New Normal” of Covid-19, we must rethink, retool, and prepare.
The conditions surrounding school photo day will be fluid.  Prepare for change and adapt as necessary as additional best-practices develop

Parents and schools will be observing us.  We must follow a Contact-Free plan that includes:
Sanitation 			    Spacing and Traffic
Communication		    Posing Style
Equipment			    Lighting
Grooming	                                  Data Collection

Sanitation
The use of face masks and gloves will be mandated in most environments. Each photography station must have disinfectant spray, alcohol-based hand sanitizer (at least 70% alcohol by volume), and extra gloves and masks.  Face Shields are impractical as they will interfere with the Photographer’s view through the camera.

Disinfectant Spray	Hand Sanitizer	Extra Gloves and Mask

Spacing and Traffic
The Photographer must now instruct the subject from the side of the camera (see posing). Six-foot spacing between everyone in your work environment is required.  This spacing should be marked on the floor with either painter’s tape or laminated signs or footsteps. The entrance and exit of the setup should be in different directions.  Where possible, a separate room entrance and exit should be assigned with floor arrows.  The On-Deck or next in line mark is six feet left or right of the subject with the exit in the opposite direction.
	
Instruct posing from the side of the camera.		Six-foot Spacing Required.
Floor markings must be clear.	Students enter and exit set in opposite directions.
On-Deck is six feet perpendicular to the subject.

Communication
When speaking through a face mask, the subject may have some difficulty understanding your instruction, so please speak up a bit. Always speak in a clear voice; carefully enunciate the last letter of each word.  Project your voice directly at the subject.  Even though the Student cannot see your mouth, always speak with a smile.  It will be “heard” in your voice.  Use Pose-Mirroring and hand gestures to augment clarity.

                             Speak Clearly.		Enunciate the last letter of each word
                             Project your voice.	Use Pose-Mirroring.
	                 Smile when you speak.   

Posing Style
To reduce subject contact points, safety best practice dictates that a standing pose be used with all subjects. This procedure will also allow you to speed-up the posing to compensate for some of the potential delays caused by social distancing and the recurring need to sanitize as you go.   

To facilitate quick, standing poses, use the Positioning Feet Template in this manual.  The smaller yellow feet illustrated are for elementary-age subjects.  The larger red feet illustrated are for middle and high school-age subjects.  Instruct the elementary students to place their hands at their sides.  Middle and high school students should place the near hand on the thigh with elbow bent slightly.  The far hand should rest on the front of the rear leg.  An arm fold is an excellent alternative pose.  In all cases, the use of a Viewfinder Mask (www.viewfindermasks.com) is highly recommended to size and center the head.
Stand Everyone	Use Positioning Feet

Lighting
The lighting setup is essentially the same as traditional School photo lighting, with only the height of the lights and the distance to the subject being altered to spread the light and reduce shadows to accommodate the standing height of the subject.
  
Pre-K to 4th Grade (up to 54 inches)		5th to 12th Grade (54 inches to 6 feet)

Grooming
Though we (or Volunteers) cannot approach the child, we can assist in grooming by simple direction.  Each photography station will need two Plexiglas mirrors; an oversize, hand-held mirror and a hanging mirror.  The hanging mirror should be at the third waiting station before the On-Deck position.  This is the Grooming Station.  Here students can make personal adjustments to their own hair and wardrobe before they are photographed.

The hand-held mirror must be near the camera and only in the Photographer’s direct control. If a last-minute correction to hair, collars, necklace position is needed, the Photographer can hold the mirror up so the subject can see themselves and make the correction.  You should not permit the Student to touch the hand-held mirror.


Combs
Supplying disposable combs may or may not be an option this year.  Discuss this with the School before photo day.  If combs are offered, they should be laid out on a pre-sanitized table at the Grooming Station in quantity sufficient only for that class and separated so that one can be picked up without touching the others.  The tabletop should be sanitized after each class when the supply of combs for the upcoming class is replenished. 

A sign on the table should read, “Take a comb only if needed. Throw it in the trash can below once used.  Do Not Keep or Reuse the Combs”.

Remember that if additional adjustment is necessary once the Student is before the camera, you should hold up the oversized hand-held mirror and direct the child to make the change. DO NOT TOUCH THE SUBJECT!  Maintain six feet of social distancing at all times.  

PICTURE DAY NOTICES & DATA COLLECTION
The use of traditional paper picture day notices, prepay order envelopes, the collection of cash or checks on picture day or the distribution of camera cards / QR Codes/camera tickets to subjects waiting to be photographed CANNOT be done in a contact-free workflow. There are several modifications that must be adopted to facilitate a contact-free process and still provide reliably accurate subject identification.   

To facilitate this, ask your School to utilize any current method(s) they are now doing to communicate with Parents during the pandemic.  Any or all of the following may be appropriate in soliciting Parents to register and / order for photo day: 
· Announcements on the School or District Website.
· E-mail or Text blasts to Parents.
· Outdoor or other electronic signage
· Announcements on School or PTA Facebook groups.
· Recorded voice announcements by autodialer phone system.
Picture Day Notices & Data Collection continued:
Prepay program sales can be facilitated online through your E-Commerce provider. If you are required to photograph ALL students, regardless of and purchase, you can also collect late orders after picture day if you wish. 
Proof-based portrait programs can also be processed thru your E-Commerce provider. Your School can help promote Photo Day using any of the media above. 
Student Data collection in advance of photo day is handled much the same way as before. You’ll ask the School for the basic student data as an Excel .csv file containing the Student (& Staff, when available) first name, last name, grade, teacher / homeroom, student ID number, and any other relevant barcode numbers.
Using this data, and the workflow method you’ve chosen, you’ll produce printed camera cards/tickets / QR code cards or barcode sheets in advance of photo day. Print & sort these ALPHABETICALLY, bundled in order based on how students are scheduled to be photographed. Take these with you to School, along with a list of any PREPAY sales generated before picture day from your e-commerce system. 
What’s different this year is that you CAN’T distribute the Camera cards / Tickets / QR codes to students immediately prior to being photographed. This is to avoid the possibility of transmitting COVID thru the handling of printed forms.
Instead, the bundles of identified media (or barcoded lists) should be kept at the camera position. Ask each teacher to line up their pupils in ALPHABETICAL order for photography. As each Student approaches the camera position, ask their name, find their preprinted barcoded media from your stack, then scan the barcode, photograph the QR code, or identify by .jpg number as you may have done previously. Then, photograph the subject.
Doing the portraits as well as keeping the printed forms in ALPHA order will help speed up the process of locating each Student’s form. Be sure to consult with your lab or the workflow software vendor you’ve chosen for specific COVID capture and workflow procedures they recommend.    

Photography Technique & Equipment
It is very important to keep the camera above the subject eye level. This will require more attention since you will be working with standing subjects. You must be able to raise the camera and the Photographer’s height to achieve the correct height for a subject as short at four feet tall, up to an individual over 6 feet tall. 
  	
 Many tripods currently available will not allow the camera to be raised to the 72” floor to lens distance that will be required. Check to see if yours can be raised to 72”.  If not, you have three choices:

1. RECOMMENDED: Purchase an inexpensive 8’ monostand, like the Manfrotto
231B. (Info below.)  This will allow you to quickly adjust from a very low camera position up to 7’ from the floor.  
2. NOT RECOMMENDED: If your current tripod has a quick-release head, you can
detach it from your tripod and hand-hold the camera for just the taller subjects.
3. NOT RECOMMENDED: Have a posing stool accessible only to you that can be
used to seat very-tall subjects. (over 6’2” only.) Be sure the posing stool has a
polished smooth surface at the seat that can be easily sanitized before & after
each use.  Alternately, you might elect to use a one-use paper or plastic sheeting or a disposable bag to cover the top of the stool for EACH use.     

Photographers of diminutive stature will also need a sturdy posing box or stool to stand on to allow their eye to meet the viewfinder when the camera is up to 6’ high. 

A four-inch apple box (or equivalent) is required for pre-school children to get them up to the sweet spot where lights are aimed. 

Keep the Camera above Subject’s Eye Level (a monostand is recommended)
Apple Box or step stool for Photographer to stand on. 
4” apple box for Pre-Schoolers & Kindergarten students.
16x20 Posing Mat
Head Size and Center with a Viewfinder Mask

[image: ][image: APPLE BOXES / box For GRIP Studio Film Theatre Production image 0][image: ]

Posing Mat
Laminated 16x20






www.ViewfinderMasks.com
aka the “Marion Mask”

4”, 8”, 12” 
Apple Boxes
Or step ladder



USING MONOSTANDS
We recommend the Manfrotto 231B Column Stand with Sliding Arm (under $300) for quick camera height adjustment.  The 231B is available from B&H as well as other suppliers. 

B&H link https://www.bhphotovideo.com/c/product/325268-REG/Manfrotto_231B_231B_Column_Stand_with.html 

The steel shaft is made up of two four-foot sections (8’ total).  We recommend cutting the top section into a two or three-foot length (total 6’-7’) so that the stand will fit easily in any classroom. (If you don’t have any metal-cutting tools, a local machine shop can quickly cut-down the top section for you. The average cost to cut is about $10.)

In our recommended setup, the camera maintains the same floor position throughout the day, only raising and lowering as needed for height adjustment.  We strongly recommend you lock the wheels.  You will need a tripod head to attach your camera to the stand. The tripod head you are using now will probably fit.  Acquire a Manfrotto 208HEX mounting plate to complete the monostand.
[image: C:\Users\Administrator.MARION-LAP\Desktop\contactfree info\Manfrotto_208HEX_208HEX_Head_Mounting_Plate_307472.jpg][image: https://static.bhphoto.com/images/images500x500/1415290850_325268.jpg]

 Manfrotto 231B Column Stand
Manfrotto_208HEX  Mounting Plate


[image: https://static.bhphoto.com/images/multiple_images/images500x500/1309284322_IMG_211008.jpg]

                                                              #208HEX Mounting Plate
Required for mounting a tripod head   
Sold separately

								                                                                                                   	   

Alternative Stand 
Cheetah Pistol Stand
[image: https://cdn3.volusion.com/qmbvt.ehbrq/v/vspfiles/photos/CPS-2T.jpg?v-cache=1543412241]
            Available from CheetaStand
https://www.cheetahstand.com/product-p/cps.htm
· Less Expensive
· Lighter Weight
· 6 ½ Feet tall
       (No need to cut down)

· Still requires the Manfrotto 208HEX Mounting Plate





   The legs fold up for easy transport
Keep the wheels locked








Perspective control (camera height vs. the height of the subject’s eyes) is essential in providing a good-looking school yearbook photo panel. That’s why it’s critical to get your camera lens height to the height of a standing subject’s eyes.   


Lighting Modifiers for Contact-Free Photography.
Most styles of lighting modifiers will work with contact-free photography IF you are diligent about changing the light heads to meet the changing heights that STANDING poses will require. However, if you are using traditional or greenscreen backgrounds (where no gel backlight is used), we strongly urge you to consider using only soft white umbrellas.  These umbrellas will provide adequate lighting spread to accommodate better short-to-tall subjects with a minimal need to adjust light heights. In our testing, we have found that only two lighting heights are required to photograph everyone as long as soft white umbrellas are used.     Aiming Umbrellas Correctly

How the shaft of an umbrella in mounted in the strobe head affects the pattern of light that is thrown.  If the shaft mounts above the flash head, light is thrown up about 300.  This is because the greater amount of light strikes the bottom upward curve of the umbrella.  If the shaft mounts below the flash head, more light is thrown at a 300 downward angle.  This effect is most pronounced with satin and silver umbrellas.




[image: Strobe Mounting bottom]
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If the umbrella shaft mounts below the strobe, aim the shaft parallel to the floor.
Photogenic & 
Norman

    [image: ]
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If the umbrella shaft mounts above the strobe, tilt the strobe a little below your subject.

AlienBee & 
White Lightning


















                            
                           NEW LIGHTING HEIGHTS
                   
                     The correct height of each umbrella is important.  
Too low and glass glare is worse.  Too high and the eyes and neck become shadowed.  These heights are designed to reduce shadows on the background making green screen knock out possible.

Read all lighting heights to the bottom of each strobe.
The height of the strobes is based on the subject’s height.  
Under 55”= A  Over 55”=B


 A Pre-K to 4th grade  Fill 56” - Main 72” 
B 5th grade up           Fill 64” - Main 86”
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Exposure & Color Control
Using the WiBET  White Balance Exposure Target
Available exclusively at www.bigmoneyphotography.com 




These instructions also work well 
with the X-rite 3-tone Color Checker and the PhotoVision tri-tone target.  
Just ignore the center spike on these targets.

The WiBET is a precision two-tone quality control aid.  Histograms of this target show two simple spikes representing the dark and light tones.  It is a true-neutral white balance card.  The WiBET bypasses all common errors in metering and pre-set white balance, providing constant accurate results from camera to camera.









[image: ]


Precision X-rite material provides a standardized exposure and white balance

Focusing Point


Ultimate flat black background
Zero glare assures accuracy

[image: holding CET  LO RES IMG_9618.jpg]
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         The WiBET with Studio Strobes

1. Position the WiBET at the subject point.
2. It can be hand-held or attached to a light stand as shown.
3. Face the target directly toward the final camera location.
4. Set the f/stop for the strobe you are testing (see setup diagram).
5.  Zoom to 100mm.
6. Photograph the center of the target and view the histogram.
7. The twin spikes should be equidistant from the edge of the histogram.
8. If not, adjust the power on the flash and try again.
9. Once the spikes are centered the exposure is exact, 
              custom white balance the camera.

  


PHOTOGRAPH ONLY THE CENTER OF THE TARGET



· 

  





HOW TO READ A ‘WIBET’ HISTOGRAM
Set the zoom lens to 100mm.  Photograph the central white area and minimal black around it.  You will see two clean spikes on the histogram.  
Black is represented by the spike on the left, white by the spike on the right. 
 
If there is less free space on the left, the image is underexposed. 
 If less space is found on the right side, the image is over-exposed.
When the free space left and right of these spikes is equal, the exposure is ideal.
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UNDER EXPOSURE
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CORRECT EXPOSURE
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OVER EXPOSURE




IF LESS SPACE ON LEFT 
INCRESE THE INTENSITY OF THE LIGHT SOURCE

EQUAL SPACE ON LEFT AND RIGHT INDICATE CORRECT EXPOSURE

IF LESS SPACE ON THE RIGHT 
DECRESE THE INTENSITY OF THE LIGHT SOURCE
 .
.
.










NOW, CUSTOM WHITE BALANCE

White Balance only after a correct exposure has been achieved
		








NEVER USE AUTO WHITE BALANCE (AWB)
[image: Josh Magenta very low res.jpg]
  [image: Josh normal very lo res.jpg]
Nikons…

1. Set the WB to PRE 

2. Activate white balance by pressing and holding the ‘WB’ button until [PRE] flashes in the LCD window

3. Take a full frame shot of the target’s center area and check the LCD window for [good] to appear. If [no good] repeat steps 2&3
Canons…  

1.  Camera must be set to the Custom White Balance icon

2.  In ‘Menu’, dial to “Custom WB”; press the ‘SET’ button twice

3.  Choose “OK” and press ‘SET’ again

4.  For best results repeat steps 2 & 3


[image: ]  






 



WiBETs
FOR SALE!

White Balance Exposure Targets
Video and text instructions included
 
                    Only $29plus shipping
Additional just $24 each 

Available exclusively at www.bigmoneyphotography.com 


STILL WANT TO USE YOUR LIGHT METER?
Because of variance between sensors and lenses, a single meter cannot yield consistent results between multiple cameras.  However you can use the WiBET to tune your meter to a specific camera and lens.
· Hang your WiBET on a wall 8 feet from a strobe
· Using the instructions above set the camera to f/8
· Photograph the WiBET and adjust the strobe power until 
        a perfect histogram is achieved
· Tune your meter to match this exposure









THE FLOOR TEMPLATE
Provide six-foot spacing and defined traffic flow by marking the photography area with Directional Tape Arrows of painter’s tape for entrance and exit in opposite directions. Six-foot spacing marks must be applied to the floor for every person in the room.

Painters tape is also used to show the center line and subject position.  Each stand position is also marked.  If a stand is accidentally moved, that mark will allow quick replacement.  Exposure calculation (metering) must be made at the subject position.  This is the intersection of the Subject and Centerlines.  Use the Posing Mat to guide your subject to the photography position.  The center line will help you stay aligned with background.  [image: ]
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HAIR LIGHT POSITION

BACKGROUND 
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	SUBJECT POSITION



		MAIN POSITION

GLASS GLARE POSITION
FILL POSITION
CENTER LINE

		CAMERA POSITION


EXACT LIGHTING DISTANCES AND HEIGHTS ARE LISTED ON THE LIGHTING DIAGRAMS



IMPORTANT
SAFETY SPACING

The photographer must direct from beside the camera (6 feet away)

Waiting positions must be placed 6 feet apart

3 Directional Tape Arrows must be applied as indicated

Students approach and leave in opposite directions

CONTACT-FREE
 GREEN SCREEN SETUP


CONTACT-FREE
 GREEN SCREEN SETUP

[image: ]
[image: ]
UNDERGRAD & HALF-LENGTH PORTRAITS
40-42 inch WHITE UMBRELLAS ONLY
No silver or satin




RIM HAIR LIGHT PLACEMENT
When ceiling is too low for the standard HL position
move it even with background, 
near ceiling, mounted vertically
 72” from center line  


 

HAIR LIGHT 
10x36 in. soft box w/ grid
12” above background 
Read 1st at f/5.60



BACKGROUND 
8 Feet High


[image: ]
        -0”
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ON DECK
Six feet from subject position
[image: ]
METERING ORDER

Warm up the lights before 
Testing exposure!
Fire at full power 30 times 5 sec. apart

A Calibration Target or a well tuned meter is required to achieve an accurate exposure on each flash unit.    

               Test each light in this order…
            1ST HAIR LIGHT F/5.60 
            2nd FILL LIGHT F/5.60
            3rd FILL & MAIN F/8.03 (f/9 camera)
       (Main & Fill are read together)
CUSTOM WHITE BALANCE TWICE AFTER CORRECT EXPOSURE IS ACHIEVED
APPLY
3 DIRECTIONAL TAPE ARROWS
Enter
Approach
Exit

 




[image: ]

         
         -6’

SUBJECT POSITION
72” from background


FEATHER THE LIGHTS
Aim the umbrellas at a point at the lower center of the background (AlienBee)
See specific aiming instructions for your strobe brand on page 8


   MAIN & FILL LIGHT
   Read 3rd w/fill to f/8.03
F/9 on camera
 Lamp Heights below*



            -10’
36”

             CAMERA SETTINGS
Mode		M (manual)
ISO		200
Shutter 		125
F/Stop		F/9  
White Balance	Custom 
Quality		To yield a 2 Meg jpg file 
Focus		Auto (center point only)
Focus Type	ONE SHOT (AF-S)
Drive		Single Shot
Image Style	Neutral all “0’s” (Canon) Portrait (Nikon)
Auto rotate	ON (computer)
-11’
36”


FILL LIGHT
Read 2nd alone at f/5.60
Heights below*
[image: ICON - Nikon Horiziontal lo res aimed up]
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             -13’
F/9



     NEW LIGHTING HEIGHTS 
   Read all lighting heights to the bottom of the strobe.

The height of the strobes is based on the subject’s height.  Under 55”= A  Over 55”=B


 A Pre-K to 4th grade  Fill 56” - Main 72”
 B 5th grade up           Fill 64” - Main 86”
      



[image: Strobe Mounting bottom]



-15’

EQUIPMENT USED IN THIS SETUP
Zoom Lens with 125 to 135 maximum range
Westcott Photobasics background #132 9’x20’ or #130 9’x10’ 
160-320 w/s strobes are optimal
Umbrellas, white 40 to 42 inch 
Hair Light, 10x36 inch Soft Box w/grid
A Flare-Guard is strongly recommended for the hair light 

[image: IMG_7779 sample kiw res]
ADJUSTMENT FOR HALF-LENGTH PORTRAITS


When using this setup for half-length photography 
move the camera position back an additional two feet. 
(Total of 9 feet from subject)  



		PLUG IN AND TURN ON ALL STROBES AT FULL POWERGREEN SCREEN DAILY CHECKLIST



1.		BEGIN WARMING UP THE FLASH UNITS BEFORE ANYTHING ELSE.


2.	APPLY A PAINTERS TAPE TEMPLATE TO THE FLOOR
Center Line 13’ long (15’ for ½ length portraits)
Mark the center line at… 6’ subject position, 10’ main light distance, 
                                        11’ fill Light distance and 13’ camera position
Cross the centerline at the 6’ mark with a strip of tape and attach the Posing Mat over this
36” left of 10’ mark apply the Main Light position [image: ]

36” right of the 11’ mark apply the Fill Light position
Apply the 3 Directional Tape Arrows as shown on diagram
Apply 6’ spacing markers for subject separation as needed[image: ]

 

3.	SET UP THE BACKGROUND, TRIPOD AND LIGHT STANDS
	Background 8’ high – pull the material tight, without wrinkles or folds  
	Tripod must position the camera LENS directly over the centerline
	 Pre School – 4th grade Heights       Main Light is 72” – Fill Light is 56” high 
	 5th Grade - Up Heights                    Main Light is 86” – Fill Light is 64” high

	
4.	MOUNT WARMED-UP STROBES TO LIGHT STANDS
	Raise the hair light until it clears the background by 12”.
	White Umbrellas are aimed at center of the background at floor level behind the subject

	[image: ]

[image: ]

5.	CONFIRM CAMERA SETTINGS
a.  Manual Mode "M"		b.  Quality To a 2-meg jpg file
c.  ISO 200			d.  Shutter Speed 125[image: ]

e.  White Balance Custom	f.   F/Stop F/9
g.  File Numbering Continuous	h.  Auto focus switch set to “AF”
 i.  AF mode One Shot	 	 j.  Color Space sRGB[image: ]
CORRECT EXPOSURE USING
A CALIBRATION TARGET

	



6.  	FIRE THE STROBES 30 TIMES AT FULL POWER 
	Wait 5 seconds between flashes


7.	CALCULATE EXPOSURE (Meter should be calibrated to the camera)
	a.  HAIR LIGHT  Meter to f/5.60
		b.  FILL LIGHT  Meter the fill alone to f/5.60   STEP 10 LOCK THE F/STOP
[image: ][image: ]


      c.   FILL & MAIN LIGHT TOGETHER Meter to f/8.3 (f/9 on camera)
          at this point, all three lights are on

	 
8.          FORMAT THE CAMERA CARD 
	
9.          CUSTOM WHITE BALANCE STEP 11 SAFETY CHECK
[image: ]

TAPE DOWN MAIN LIGHT, TRIPOD AND WIRES
TO PREVENT ACCIDENTS

  a. Set lens to 100mm and photograph a closeup image of the Calibration Target. 


  b. Confirm correct exposure, then white balance to that image.
  c. Repeat a steps a. and b. above for a second white balance


10.	LOCK THE F/STOP 	
	On Canon cameras turn the on/off switch from “dog leg” to ON
	If your camera does not lock, tape the dials to prevent changes


11.	SAFETY CHECK	Loose wires and stands should be taped down 	Walkways must be clear
SCHOOL-DAY PHOTO SKILLS
HEAD SIZE & CENTERING

Poor centering is one of the top complaints by parents who return photos for refund.  Incorrect head size and centering are leading complaints by yearbook advisors.  Unless you have calibrated eyeballs, we strongly recommend that you have standardized mask installed in your camera.  ViewfinderMasks.com* engraves black lines into your focusing screen as guides.  These lines will assist with all types of photography.  Learning to control both head size and centering requires some practice.  Learn to adjust tilt and zoom quickly to center and size the head.  This frees you to concentrate on expression.  Your goal is to achieve head size and centering in less than 5 seconds.

The top of the hair must just touch the Head Line.
The tip of the chin must just touch the Chin Line.

Center the head by equalizing the space on either side.  Imagine the whole head as a ball and leave the same amount of space to the left as to the right.  The Centering Assist Lines make this easier.

ViewfinderMasks calls this the “Marion Mask”.
  *ViewfinderMasks.com 949.573.7901
 
     


[image: ]
Keep equal amounts of free space 
on both sides of the head.
HORIZONTAL CENTERING LINES
Same as the head and toe lines
Used to help center the group.  Do not allow faces outside of these areas.
8x10 CROP AREAS
The top and bottom areas shown here show the edge of an 8x10 print

[image: ]
8x10 CROP LINES
Shows exactly where an 8x10 image will be cropped.
THE CHIN CUP IS NOT USED IN HORIZONTAL CROPPING
            ‘The Marion Mask’

CENTERING ASSIST LINES
Keep the head equally spaced 
between the lines
CHIN LINE
Chin is even with this line

5x7 CROP LINES
On most print sizes this area to the edge is lost.  8x10 crops show everything to the outer edges.
TOE LINE
Not used in H&S.  It serves as a foot line in standing portraits.
5x7 CROP LINES
This area will be lost when a 5x7 format print is made.
Don’t allow heads or faces to enter these areas.
HAIR LINE
Top of hair just touches this line

“HANDS OFF” POSING GUIDELINES

  
Social distancing prohibits us from approaching the subject 
but we can still take quality images by following these guidelines.


OBSERVATION:  Provide good visibility of the photography area.  Line up the waiting students behind or at a right angle to the camera area.  This allows excellent visibility of the Photographer without direct eye contact between the person being photographed and those waiting in line.  Never be left alone with a student!

ENCOURAGE SELF-GROOMING:  When clothing, hair or jewelry needs to be adjusted, the Student must make the change.  
 
Use the mirroring technique. Mime all actions needed to make needed correction while you tell them what needs to be fixed.

Acquire an oversized hand mirror or small wall mirror (preferably of shatter-proof plastic) that the Photographer can hold up, at six feet, so the Student can see what to correct.  

COMMUNICATION:
The face masks we are required to wear will muffle our voice to some degree.  Add to that social distancing requirements, and communication between the Photographer and subject may be a challenge.  Practice the following:
 
Use Clear Signage Mark the floor for social distancing and put down paper tape arrows for a clear path into the photography area and out in the opposite direction.
 
Speak Distinctly  Enunciate clearly paying special attention to last letter of each word.

Project Your Voice When addressing a student, look directly at them. Eye contact helps. 

Speak With A Smile   Of course, they will not see it but they can sense it in your voice.

Use Clear Body Language Don’t flutter about.  When describing a needed action, use clear gestures with steady hands.

DON’T OFFEND:  When trying to get a good expression, be careful not to offend.  Use the Student’s own name whenever possible.  Be aware that certain statements may be offensive because of religious, social or cultural differences.  Use gender-neutral terms.  Avoid calling someone a boy or girl.  Using “Say Boys/Girls” to evoke a smile is no longer acceptable.  You may want to prepare a shortlist of appropriate catchwords and keep it near your camera for easy reference.

USE BODY LANGUAGE: The true universal language.  The next page covers Contact-Free posing for each age group, formally called Remote Control posing.  











[bookmark: OLE_LINK1][bookmark: OLE_LINK2]CONTACT-FREE POSING
We must remain at the camera but do not direct the pose from behind it.  Step to the left side of the camera so the subject can see your full body and hands.  Remember, your voice will be muffled.  Use body language and hand gestures to get your instruction across.  Of course you will still speak, but speak clearly with eye contact while demonstrating the pose.  Remember to smile.





LIGHTING HEIGHTS
The main and fill are adjusted for the height of the student.  In general heights “A” (under 55”) will cover kids from pre-school through the fourth grade.  Heights “B” (over 55”) will cover those fifth grade up.  However, if a student is significantly taller or shorter than their age group, you must adjust the lights to prevent unwanted shadows on the face or background.

Two exceptions…  
Pre-schoolers must stand on a 4 inch step box to be tall enough for the sweet spot of the lights.
Subjects over six feet must stand with feet far apart to bring their height down several inches.          
             Do not have tall students slump down or bend at the knees to lower them.

Pre-School (and very small Kindergartners)
Stand these kids on a four inch step box facing the camera with hands to the side.  Suggestion, attach a pair of marks or foot patterns on the box.  Make sure the toe position on the box is directly over the subject tape on the floor.

Kindergartners to Fourth Grade (under 55” tall)  Lighting A
Under the fourth grade the toes will point toward the camera.  Direct them to stand on the yellow feet of the Posing Mat.  As long at the tip of their shoes are within one inch of the white line you may proceed.    

Fifth Grade Up (over 55”) Lighting B
Tell this group to stand on the Red Shoes pointed to camera left.
Make sure the back is straight
Turn the head toward the camera and tip the head slightly to camera left.  
Close Hand rest on the side of the close leg.
Far Hand should rest on the front of the far leg.
Alternately, the older students can fold their arms provided the hand and fingers do not show above the 8x10 crop area in the viewfiner mask. 










Use age-appropriate posing.  Ea
















Chi age group requires one of the five correct poses shown here.  The goal is to achieve the best posture and pose possible with each body size and child’s ability.  These are generalizations.  Some students in each age group will be much taller or shorter, heavier or thinner than average.  Do not bring attention to their size but use the correct posing method for their body, not their age. 

       
    PRESCHOOL

	Subject standing on a four inch step-box
	Body turned directly toward the camera
	Head straight up and down (no tilt)
	Hands to the sides



KINDERGARTEN-2nd	            Subject standing on the floor (toes on the subject line)
				Body turned directly toward the camera
				Hands to sides				
				Head straight up and down (no tilt)

3rd and 4th GRADE
		                        Subject sits on posing stool (no taller than 22”)
				Body turned directly toward the camera
				Hands in lap
				Head straight up and down (no tilt)



  5th and 



















6th GRADE                 Posing Stool moved 1” Right of centerline
Subject sits with knees turned to a point between 
the main light and camera (about 250)
Right (rear) hand on the right (rear) knee
Left hand in the left lap
Back straight (no slump)
Head turned directly toward the camera
Head tilted slightly toward the back shoulder



	Posing Stool moved 1”-2” Right of centerline
Subject sits with knees turned toward the main light
Right (rear) hand on the right (rear) knee
Left hand in the left lap
Back straight (no slump)
Head tilted slightly toward the knees (2-3 degrees)





HAND GESTURES
Advance to the left side of the camera and stand with your back straight.  Once the student is positioned on the Posing Mat, mirror the pose and use a steady hand as described below.  Tilt or turn your own head to mirror the action you wish for the student to do.
[image: C:\Users\marion.POUNDS-TX\AppData\Local\Microsoft\Windows\Temporary Internet Files\Low\Content.IE5\VHN4WGO6\MP900385755[1].JPG]

To TURN THE HEAD hold up a single finger and move it in the direction you want the head to turn.  Say, while turning your own head, “Please turn your head this way”.

To TILT THE HEAD hold up an open hand and tilt it in the direction you want the head to tilt.  Say, while tilting your own head, “Please tilt your head this way”.
[image: C:\Users\marion.POUNDS-TX\AppData\Local\Microsoft\Windows\Temporary Internet Files\Low\Content.IE5\V9AV33HV\MP900385727[1].JPG]
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  FREE
       SPEED CENTERING COURSE
   Training video and practice print files.  
E-mail aysimaging@gmail 
    ask for the Speedy Head Size kit.




#3 A slight tilt to the frames is highly effective at reducing glass glare
                                 
[image: IMG_0181]  [image: IMG_0182]

EYE GLASS GLARE CONTROL STEPS
Look for glass glare from in front of the camera.  You head directly in front of the lens.
1. Camera must be above eye level
2. Tip chin or turn head slightly
3. Tip glasses frames slightly
4. Move the fill one foot further right of the center line.

Remember to return the fill light to the original position 
before photographing the next subjects.

[image: ]

GLASS GLARE IS THE 
#1 CAUSE FOR REFUNDS!
        
        LEARN HEAD SIZE AND CENTERING in 5 SEC.

Practice getting head size and centering until you can do this in 5 seconds.  
The student will start to melt (slump) right away.  
The expression will be lost if you take too long.

Order the free Speedy Head Size kit 
[image: C:\Users\marion\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\54QV8Q6E\MP900448709[1].jpg]
                            CAMERA TOO LOW

This is an all too common in portrait photography.  The camera level must never be lower than the subject’s eyebrows.  Low shooting angles will make the ears drop on the head and yield a view up the nose.  Not a pretty sight.

Cameras too high will make the subjects appear to have large foreheads.

THE CAMERA SHOULD BE LEVEL WITH THE EYEBROWS
& HIGHER IF THE STUDENT IS WEARING GASSES























     No matter how well you aim the rim or hair lights; there is danger of accidental flare.  These Flare Guards are constructed from black foam core poster boards (available at Walgreens or Wal-Mart).   You will also need duct or gaffers’ tape, thick super glue and sticky Velcro©.

  The guard attaches between the edge of the soft box and the nylon grid.  

This demonstration uses white foam core to show detail.  Black foam core is a better choice for your flare guard.   
 HOW TO BUILD FLARE GUARDS 
FOR ALIENBEE© SOFT BOXES







[image: TRIM OUT THE SECTIONS]
 TRIM OUT THE SECTIONS
[image: CONFIRM ON WHICH SIDE THE VELCRO]
CONFIRM ON WHICH SIDE TO 
ATTACH THE VELCRO SO THE 
BOTTOM SHEET FOLDS CORRECTLY

[image: APPLY VELCOR TO OTHER SIDE]
TURN SHIELD OVER AND ATTACH THE 
LOOP VELCRO TO THE OUTSIDE
Again, confirm this on your strip box
[image: APPLY VELCRO TO EACH SIDE]
ATTACH 8 - 1” FUZZY VELCRO TO INSIDE EDGE
-Confirm this placement on your strip box-
Supplement the Velcro sticky with 
a few drops of super glue gel.
[image: ]
WITHOUT GUARD

[image: ]
WITH GUARD
[image: ]
ITEMS NEEDED
    Sticky Velcro         Ruler   
    2 Black Foam Poster Boards 20x30 
    Knife	                   Tape (gaffer’s is best)
  
[image: ]
MARK THE BOARDS
Cut one board in half 2-10x30 panels
Cut the other board as shown above

SIDE PANEL
10” X 30”

BASE
9 ½ X 10”
BASE
9 ½ X10”
BASE
9 ½ X10”
[image: TAPE HINGE]
TAPE TOGETHER ON ONE SIDE
[image: PIECE THE BASE TO COLOUMN]
PLACE A BASE NEXT TO A SIDE PANEL
[image: FOLD THE BASE OVER TAPE AGAIN]
 FOLD OVER THEN TAPE OTHER SIDE
[image: flare.jpg]PREVENT FLARE
[image: MC900437055[1]]
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[image: MC900437053[1]]
[image: MC900437054[1]]
[image: MC900437056[1]]
[image: MC900437057[1]]





























FLARE GUARDS 
FOR SALE!

Don’t want to build it yourself?  Now Available

professionally made 
Flare Guards
 


            Only $39plus shipping
Additional just $29  each 
Available exclusively at www.bigmoneyphotography.com 

FLARE GUARDS 
FOR SALE!
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TAPE SACKGROUND TO
THE FLOOR AS SHOWN
Pull the background tight
and tape the edges.
Create a drum tight floor.
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Notice: Posing Stool height must be no more than 22”  STEP 3  PULL THE MATERIAL TIGHT The background must be a wall and a floor without folds or wrinkles.  Pull the material to the stands and clamp it there.  Pull the floor tight and tape it at opposite corners as shown on the diagram. 
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  Tape light stands & wires down  to help prevent accidents 
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    Correct Camera Height    The eartips align with the    bottom of the nose.    

  Camera Too Low   the view is    up the nose.  
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