
Picture Day Checklist
for School Photographers

A  M U S T - H AV E  F O R  F A L L

Collect Names Lists

Gather the names list from the school. Make sure they include first and last name, homeroom teacher, grade 
level, ID number, and the parent email address(es). This gives you enough time to check for mistakes and to set 
up your job in GotPhoto.

Create Schedule

Make a schedule for yourself and your staff (if applicable). Plan out your set-up time, how many stations you 
will have, how you’ll split the students, how much time to allot to each student, and the time needed for class 
photos. Don’t forget to factor in extra time between classes!

Identify Location

What area will you be photographing students in? Will you be indoors or outdoors? How big is the space? 
Knowing the answers to these questions ahead of time is crucial to preparing your equipment for picture day.

Organize Volunteers

Having parent or staff volunteers helping out is a picture day must-have. Ensure that the schools have vo-
lunteers arranged ahead of time to eliminate any day-of headaches. 

Promote

Make sure parents and staff know about picture day well in advance. Different ways you can accomplish this 
include: giving flyers to the school to pass out, hanging up posters near drop off/pick up locations, and asking 
administration to include the announcement in their email newsletters.

2-3 Weeks Before Picture Day



Curious how you can streamline your picture day workflow? 
Contact our team at GotPhoto for a free consultation!

sales@gotphoto.com  -  (646) 362-5100

Organize Equipment

Now is the time to make sure everything is organized and ready to go for picture day. Don’t forget a backup 
camera, extra batteries and memory cards, props, hygiene supplies , and water to stay hydrated!

Send Out Final Reminder

Remind parents that picture day is coming up and that they might need to prepay or pre-register (if appli-
cable). If you weren’t given parent data in advance, ask if the school will send out the reminder for you. Take 
this opportunity to educate parents about the ordering process. Let them know when they can expect photos 
to be ready, how to place orders, turnaround time, and if there are any special deals you will be offering.

Prepare QR or Access Cards

Have all of your QR cards or barcodes either printed or loaded onto your tablet and sorted by class or name. 
Don’t forget to include a few blank ones just in case! If you’re using barcode scanning, you can also opt to use 
the Entagged app on its own.

1-2 Days Before Picture Day

Picture Day

Review Checklist

Double check that you have everything you need!

Get Excited

Have a healthy breakfast, an extra cup of coffee, and put on your best smile. It’s go time!
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