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SECTION 1
Introduction
INTRODUCTION TC "CHAPTER 1: INTRODUCTION" \f C \l "1" 
Hobart and William Smith Colleges owns three radio entities: 

· WEOS / Finger Lakes Public Radio
· WITH / Different Radio

· WHWS / Hobart and William Smith College Radio
WEOS Finger Lakes Public Radio is comprised of WEOS 89.7FM, which broadcasts across most of the Finger Lakes and W212BA 90.3FM, a “translator” repeater station on the HWS campus.  It is primarily a NPR news/talk outlet.

WITH Different Radio is comprised of WITH 90.1FM, broadcasting to Ithaca, and an as-yet unbuilt station, WVWA 90.3FM in Auburn.  It is primarily a NPR music station, formatted for “Triple A”.

Both WEOS and WITH are owned by HWS but are operated under an “LMA” (Local Management Agreement) by WXXI Public Broadcasting in Rochester.  WXXI makes the majority of the decisions as to what the stations broadcast, and both the General Manager and Station Manager of WEOS report to WXXI.  There is limited opportunity for HWS student involvement at WEOS, and effectively none at WITH.   Students may help prepare and record local newscasts, community calendar spots, and assist during live events.

WXXI does have openings for student internships for HWS students, which may (depending on the internship) involve work at WEOS.  All internships involve travel to WXXI’s studios in Rochester at least once a week.

Given the limited relationship of WEOS/WITH to HWS Students, this document will focus more on WHWS.

WHWS Hobart and William Smith College Radio is comprised of WHWS-LP
 105.7FM.  The station is webcast at www.whws.fm.  WHWS broadcasts to the HWS Campus and beyond, approximately 10-15 miles out.   It is primarily a student station; while it operates under the aegis of HWS professional management, students make nearly all of the day-to-day programming and operations decisions.  The format is a mix of live programming from students (which may be any format, but is usually along a "rock / alternative" style), automated programming controlled by students (which typically is "alternative" format, and is drawn from the in-house music library), and some Spanish-language programming from Radio Bilingue via satellite.
Here you'll have a lot of fun, but you'll also learn the skills, techniques and discipline necessary to enter the professional radio field.  And the skills are useful for TV or film productions, multimedia presentations, educational media productions, and pretty much anywhere that some audio skill is needed. 
THE HISTORY OF WHWS
WHWS-LP is a FCC LPFM-Class license.  The rules for LPFM stations prevent an LPFM owner from holding any other broadcast outlets, except in specific circumstances.  HWS already held WEOS, so instead the Finger Lakes Regional Arts Council (today the Smith Center for the Arts) applied for the license to WHWS-LP (then WSAC-LP) in 2001.   The station was constructed and began limited operations in 2003.

The arrangement between the Smith and HWS allowed the Smith to have final say on programming, but HWS would operate the day-to-day needs of the station on their behalf.  

In 2007 it was brought near-fully online, broadcasting 24/7 as a Radio Bilingue affiliate; broadcasting the English/Spanish service from KSJV in Fresno, California.  In 2008 the studio for WHWS was fully completed and more diverse programming was implemented: Radio Bilingue in the mornings and a rock/alternative format for the afternoons and evenings.

The first WHWS student-produced shows began in the fall of 2008, and the bulk of student programming was on WHWS by the fall of 2009.

In 2010, with WEOS being operated fully as a professional station and WHWS being a “student station”, a clause in the LPFM rules has been met and the license for WHWS-LP will be transferred fully to Hobart & William Smith Colleges.
WHWS also sometimes switches to a special format on a temporary basis, such as the "Orientation Radio" format that runs all day during first-year orientation in the fall.

WEOS and WHWS share studios that have some of the most modern and up to date facilities among college and commercial stations, including a two-studio Logitek digital mix console system and matching Enco DAD automation and control service, a Protools DIGI003 Rack multi-track recorder with non-linear multitrack editing, and the ability to broadcast live to rest of the country via satellite and ISDN.

WHWS is a Non-Commercial/Educational (NCE) license.  This means that it is required to provide informational, educational and cultural programming to its City of License (Geneva, NY).  Our goal is to see to it that this is accomplished in a professional manner.

STATION PROFILE TC "STATION PROFILE" \f C \l "1" 
WHWS is the only LPFM service in the region and also the only source of regular Spanish-language programming in the Greater Geneva / northern Finger Lakes area.

The station operates 24 hours per day, 365 days a year.  There are two professional managers (Aaron Read and Greg Cotterill) and usually between 40 and 80 students, plus a handful of community volunteers.  There is also a pair of part-time sportscasters (Ted Baker and Joe Lasky) that provide play-by-play for various sports and help recruit & train student sportscasters.  Student sportscasters both work with them to provide color commentary, and also to do PBP for games the professional sportscasters do not cover.

“CITY OF LICENSE” (COL) TC "CITY OF LICENSE (COL)" \f C \l "1" 
All radio stations are licensed to a particular city or town.  WHWS-LP is licensed to Geneva, New York.  In order to keep the station's license, the federal government, through the Federal Communications Commission, requires the station to "operate in the public interest" and to be responsive to the needs of the community of license. Since our signal covers more than just the college, we must be responsive to the needs of both the college and the community. You'll make your job a lot easier and sound a lot more professional if you go out of your way to learn as much as you can about your broadcast community.   

VARIOUS CITIES/COUNTIES IN THE REGION
Ontario County:  Geneva is located in Ontario, County. The city of Canandaigua is the county seat and is located at the northern tip of Canandaigua Lake.  Employment in the county consists primarily of education, agriculture, light industry, wine production, and service business. Tourism is also a significant job sector.  Besides Hobart and William Smith Colleges, Ontario county is also home to the Finger Lakes Community College main campus (in Canandaigua) and a satellite campus in Geneva.  CMAC (See-Mack) the Constellation Brands / Marvin Sands Performing Arts Center, is also located adjacent to the FLCC campus in Canandaigua.  It is a major outdoor concert venue and in heavy use during the summer months.  During the winter, The Smith Opera House (a/k/a “The Smith”) in Geneva is a source of many concerts and performances. 

Tompkins County is an hour’s drive southeast and home to Ithaca, NY.  Ithaca College and Cornell University are located there.  Northeast of Ithaca is the town of Trumansburg, home to the Grassroots Music Festival every year, and Taughannock Falls State Park.  WHWS doesn’t really reach Tompkins County, but it’s a major economic, industrial and educational center in the Finger Lakes.
Yates County, to the south, is primarily an agricultural and residential area, home to Penn Yan, Dundee, and also to Keuka College.  About half of Keuka Lake is located in Yates County.  Due to terrain, WHWS only reaches a small part of the northern end of Yates.
Seneca County, which is to our east, is home to Waterloo and Seneca Falls, the latter being the birth place of the Women's Rights Movement. Seneca County is rural, with industry located in the small villages. The New York Chiropractic College is located here.   The decommissioned Seneca Army Depot, where nuclear warheads were once stored, is located in the center of this county.  The famed "Seneca White Deer" roam the expansive grounds of the Depot.   Seneca Lake itself divides Seneca County from Ontario and Yates Counties.  Seneca Lake is the deepest and second-largest of the Finger Lakes.

Cayuga County, east of Seneca County, is realistically, the furthest east our signal reliably is heard; mostly along the northeastern edge of Cayuga Lake near Union Springs and Aurora. While WHWS is not audible there, the city of Auburn is the largest in the county. It has a good mix of businesses and the local minor league baseball team: the Doubledays (Single-A).  Cayuga Community College and Wells College are here.    Cayuga Lake divides Cayuga County from Seneca County.  Cayuga Lake is slightly longer than Seneca Lake, but not as deep.
Steuben County, where Keuka Lake is located, is an area WHWS does not reach but it is nonetheless part of the Finger Lakes.  The city of Corning is located in Steuben County, and is home of Corning Glass & Ceramics.  (You've probably seen Corning dish plates – that's where the company is)

Wayne County is to the north and borders Lake Ontario. Again, it is a rural area, with a lot of light industry.  Villages include: Newark, Lyons, and Clyde.  The New York State Thruway (Interstate 90) parallels the border between Ontario and Wayne counties.
Schuyler County is at the southern tip of Seneca Lake.  Home to the town of Watkins Glen and a major NASCAR and Indy Car racing track.  WHWS reaches a small corner of Schuyler county near the Finger Lakes National Forest.
WINE COUNTRY – WHAT THE FINGER LAKES ARE KNOWN FOR! TC "WINE COUNTRY – WHAT THE FINGER LAKES ARE KNOWN FOR!" \f C \l "1" 
Like Central California and Eastern Long Island, the Finger Lakes are known for their wineries – over 100 in all, covering 11,000 acres.  Many of the wineries belong to one of four "wine trails": 
· Seneca Lake Wine Trail
· Cayuga Wine Trail
· Canandaigua Wine Trail
· Keuka Wine Trail
…each roughly correlating to the wineries' proximity to one of the four major Lakes.  The wine trails cooperate with each other in marketing and make it easy for visitors to get a representative sampling of the wines of the Finger Lakes.  
Like the Lakes themselves, the Seneca and Cayuga Wine Trails are the largest.  Keuka is a smaller lake but has the most "famous" winery: Dr. Konstantin Frank's Vinifera Wine Cellars.  The Canandaigua Trail is the smallest of the four, but also boasts the New York Wine & Culinary Center, based in downtown Canandaigua.  The wineries are a major tourist draw to the region, and with the near-disappearance of Erie Canal-based industry, they have become a cornerstone to the local economy.
The local climate of the Finger Lakes is comparable the Rhine wine-growing region of Germany, and as such, the Riesling (REES-ling) grape common to the Rhine is also common in the Finger Lakes.

We suggest you read more at these websites:

http://en.wikipedia.org/wiki/Finger_Lakes_AVA
http://www.nywcc.com
PRONUNCIATION HELP: SAYING IT CORRECTLY TC "PRONUNCIATION HELP: Saying it Correctly" \f C \l "1" 
Here is a quick guide to some of the more common/commonly mispronounced, names:

Keuka

QUE-kuh

Canandaigua
CAN-an-DAY-gwuh

Penn Yan
PEN YANN
(two separate words, derived from "Pennsylvania Yankee")
Cayuga
CAY-U-gah

Newark
NEW-erk

Skaneateles
SKIN-ee-AT-el-ess

Lodi

LOW-die

Heron

HAIR-un
(not Hair-on)

Avon

AV-on

(The "A" as in "Have")

Chili

CHY-lie
(it should rhyme with "Sky" and "lie", as in lying…not "chill-lee")

Schuyler
SKY-lur
(“lur” like “lure” with the rising “e” at the end)
Steuben
Stew-BEN 
(not STOOB-en)
Charlotte
Shar-LOT
(not SHAR-let)
Genesee
JEN-eh-see

Wayne

WAY-en
(like the man's name)
Ovid

OH-vid

Taughannock
Tuh-GAN-knock

Interlaken
IN-ter-LAY-ken

Ithaca

ITH-ah-kah
(ITH rhymes with "with")
Remember, it's "FINGER Lakes", not "Finger LAKES"!

Call Letters TC " PRONUNCIATION HELP: Call Letters" \f C \l "1" :  Clearly pronounce the letter, "W" in the call letters. It should sound like DOUBLE YOU, not dub-ya. It’ll sound odd at first, but more natural with practice.  

Slow down!  80% of a "good read" is just learning to slow down.  Force yourself to read so slowly that it feels unnatural to you.  That usually means you're at about the right pace.
WHWS vs WHWS-LP  The legal call letters are “W-H-W-S, L-P” which must be used at the top of each hour.  But the rest of the time you can just say "WHWS"  

When in doubt – ask for help!  If the professional staff aren't around  try 315-781-3000 and ask the HWS operators.  If it's after hours, call the local non-emergency line for the police department for the area in question.  (Geneva's is 315-789-1111, Ithaca's is 607-272-3245)  Politely tell them you're a student radio operator and you need help with a pronunciation.

Phone numbers should ALWAYS include the Area Code!  We broadcast across three different area codes (585, 315 and 607) so always say the full ten-digit number on the air.
SECTION 2

Station Organization
STATION ORGANIZATION : OVERVIEW TC "CHAPTER 2: STATION ORGANIZATION" \f C \l "1" 
While WEOS and WHWS share studio facilities and offices, and are both owned by HWS…they operate largely independently.   WITH operates completely independently, with studios in Rochester and (coming soon) Ithaca.

OWNERSHIP OF WEOS/WHWS FCC LICENSES TC "OWNERSHIP OF WEOS/WHWS FCC LICENSES" \f C \l "1" 
WEOS 89.7FM Geneva: WEOS is a non-commercial/educational FCC license, operating in the “reserved” section of the FM band (87.9MHz to 91.9MHz) on 89.7 MHz, and is licensed to the City of Geneva. The owner, or "license-holder", is the Colleges of the Seneca, which is the legal name for Hobart College and William Smith College when they’re operating as a single entity.  It is operated under a Local Management Agreement by WXXI in Rochester; that means WXXI effectively runs the station.
It is a Class A FM license, which includes stations up to 6000 watts ERP at 100 meters HAAT , or the equivalent.   The actual ERP of WEOS is 4000 watts at 95 meters HAAT, with a “directional” antenna.  The DA puts less signal to the northwest to protect WITR 89.7FM in Henrietta (Rochester Institute of Technology).  It is located on Lake to Lake Road, closest to Stanley, NY (near Gorham), about five miles southwest of campus.

WEOS’s primary coverage area is the Finger Lakes region.

W212BA 90.3FM Geneva: Similarly, W212BA is a non-commercial/educational FCC license, also operating in the “reserved” section of the FM band; W212BA broadcasts on 90.3MHz and is licensed to the City of Geneva.  W212BA is also owned by the Colleges of the Seneca.  

It is a Class D FM license, specifically a “FM Translator”, and even more specifically a “fill-in” FM Translator.  A FM Translator, a.k.a. a “repeater”, is a lower powered station that does not originate any of its own programming; it must “repeat” all programming from another, primary, station.   Ergo, on W212BA, you will hear the exact same programming you hear on WEOS.  The “fill-in” part refers to how the service contour (e.g. the area the station provides signal to) of the Translator is entirely within the service contour of the primary station (in our case, WEOS).  It operates at 50 watts ERP at 2 meters HAAT.

W212BA exists because of the hill immediately to the west of the HWS campus creates a “shadowing” effect from WEOS’s signal.  W212BA provides a strong signal at the HWS campus, and in downtown Geneva.  It broadcasts from the four-bay antenna array on the tower on Winn-Seeley Gymnasium.
WITH 90.1FM Ithaca: WITH is a Class A FM station, not unlike WEOS.  It broadcasts with a non-directional (omni) pattern from a tower in North Lansing, shared with WSQG 90.9FM.  The tower, and WSQG, are owned by WSKG Radio & TV in Binghamton, NY.  WITH broadcasts with 1000 watts ERP at 87.3 meters HAAT and it transmits in digital HD Radio.  The HD-2 channel is primarily classical music.
Due to digital interference from W212BA 90.3FM in Geneva and analog interference from WGMC 90.1FM in Greece/Rochester, it is not possible to receive WITH in most of the northern Finger Lakes (including Geneva).  However, WITH serves Ithaca and most of the southern Finger Lakes fairly well.

Like WRUR in Rochester (also LMA’d to WXXI) it has a primarily “Triple A” (Adult Album Alternative) music format, with a fairly diverse musical playlist.  In the mornings it airs an NPR news/talk lineup of alternative news (The Takeaway and Democracy Now).  
WHWS-LP 105.7FM Geneva: WHWS is a LPFM (Low Power FM) Class of FM license.  It is licensed to the city of Geneva.  It operates at 105.7MHz, which is not in the reserved band, but like all LPFM licenses, it is a non-commercial/educational license.  It operates at 100 watts ERP at 14 meters HAAT.  Like W212BA, it is located on the tower on Winn-Seeley Gymnasium, although the coverage area is different at the fringes because of other, distant stations that also broadcast on 105.7FM.

The legal call letters for WHWS are “WHWS-LP”, denoting the LPFM license status…although it often is referred to as just “WHWS”.  Excepting for the top-of-the-hour legal ID, the two terms (WHWS, WHWS-LP) are fairly interchangeable.

WHWS's owner, or "license holder," is the Smith Center for the Arts, which is the parent organization of The Smith Opera House.  It is operated by the Colleges of the Seneca at the Smith’s direction, according to the terms of a Local Management Agreement both parties share.

105.7’s primary coverage area is the HWS campus, downtown Geneva, and the immediate surrounding communities.  (Waterloo, Seneca Falls, Dresden, Ovid and – to a lesser extent – Penn Yan, Aurora, Clifton Springs, Hopeville/East Canandaigua)

PROFESSIONAL STAFF & MANAGERS TC "PROFESSIONAL STAFF & MANAGERS" \f C \l "1" 
General Manager (Aaron Read) (professional)
Reports to HWS VP of Student Affairs
Co-reports to WXXI VP of Radio

· Supervises all station members.
· Responsible for station's overall operation and FCC compliance.
· Acts as official for licensee in execution of all contracts.
· Maintains current operations procedures.
· Acts as FCC Chief Operator.

Station Manager (Greg Cotterill) (professional)

Reports to General Manager

· Handles corporate underwriting & organizes fundraising efforts.
· Manages all student staff as needed.
· Works with General Manager & Program Director as needed on all aspects of the stations.
· Handles station operation when the General Manager is away.
· Manages the news programming of the stations as needed.

STUDENT POSITIONS – SENIOR STAFF (paid positions)
Program Director (student) 
Reports to General Manager & Station Manager
· Primary manager for all WHWS operations.
· Schedules student airshifts, manage all student DJ’s.
· Reviews airstaff for station and FCC compliance, provides guidance and feedback to airstaff.

· Review daily program logs for DJ compliance and attendance.
· Enforces station policies and initiates disciplinary actions as needed.
· Other duties as assigned.

News Director (student)

Reports to Program Director (and Station Manager as needed)
· Research, write and voice daily audio newscasts.
· Perform field interviews and recording as needed.
· Assist in reporting on special events as needed.
· Other duties as assigned.
Music Director (student)

Reports to Program Director (and Station Manager as needed)
· Review all incoming music for airplay.
· Authorize music additions and deletions.

· Maintain relationships with music labels.

· Organize music library (new releases, semester library, main library)
· Re-file music as needed.

· Add/delete music to computer system as needed.

· Organize music in computer system as needed.

· Assign Assistant Music Directors as needed

Promotions Director (student)
Reports to Program Director

· Coordinates and manages all non-sports special event broadcasts.
· Manages Live Event Engineers for broadcasts (including sports if needed).
· Assures that all necessary broadcasts will have a Live Event Engineer(s).
· Assists with non-broadcast branding and promotional campaigns for stations.
· Helps design logos, ad campaigns, flyers, audio promos, etc.

· Provides on-site engineering and/or DJ services as needed.
· Schedules all on air contests with Music & Program Directors.

STUDENT POSITIONS – STAFF (may be paid or unpaid/volunteer positions)
Newscaster(s) (students)

Reports to News Director (and Station Manager as needed)

· Research, write and voice daily audio newscasts.
· Perform field interviews and recording as needed.
· Assist in reporting on special events as needed.
· Other duties as assigned.
Assistant Music Director(s) (students)

Reports to Music Director

· Duties as assigned by Music Director.

· Review all incoming music for airplay.
· Authorize music additions and deletions
· Organize music library (new releases, semester library, main library)
· Re-file music as needed.

· Add new music to computer system as needed.

· Organize music in computer system as needed.

Assistant Promotions Director(s) (students) 
Reports to Promotions Director
· Duties as assigned by the Promotions Director.

· Assist in coordinating/managing all non-sports special event broadcasts.
· Provides Live Event Engineering services if needed.

· Provides on-site engineering and/or DJ services as needed.
· Assists with non-broadcast branding and promotional campaigns for stations.
· Work with Music & Program Directors as directed by Promotions Director.

Community Calendar Coordinators (students)
Reports to Promotions or Program Director

· Review incoming Public Service Announcement requests, organize them, and record into automation.
· Add PSA’s to website calendar.

Live Event Engineer(s) (students)

Reports to Promotions Director

· Operate the studio during special, live coverage:
· Fisher Center Lectures, President’s Forums, etc.
· Play local underwriting spots, promos, intros/outros.  Manage telecommunications. 
General Notes about Paid Student Positions
If you work in a paid position at the stations, you will have specific days/times each week that you must be present at the station for.  Students will not be paid for work done outside the physical house that the stations occupy, with these potential exceptions:

· Sportscasters at road games.

· Newscasters reporting in the field.

· Staff at remote broadcasts/events.

· (Program Director only)  Handling emergency staff issues.

For example, if you are a Music Director, or Assistant Music Director, and you want to review music, you must do it at the station (taking music out of the house is prohibited anyway).

MD's and Ass't MD's must also choose specific "Office Hours" that will be publicly posted on the www.whws.fm  website (contact page) for music label reps to get in touch with them if needed.  Each MD / Ass't MD must have at least two hours for "Office Hours" per week.   Four or five is recommended.

Music Directors and Ass't MD's are strongly encouraged to coordinate their hours so they are not in the station at the same time.  We have limited resources for reviewing and charting music, and it's hard to do it if two people are in the office at once.
Volunteers vs. Paid Student Positions
There is a limited budget for paid student positions.   Only "Senior" Staff positions are always paid, and only for a fixed, maximum number of hours per pay period. 

Some positions, such as Assistant Director positions may be paid positions if the budget allows and the students have demonstrated the experience and competence necessary for the work.
Most other positions are unpaid / volunteer positions.  This does not mean the jobs are any less important to the functioning of WHWS…quite the opposite, actually!  But the levels of responsibility are inherently lower because they are not management positions.
Working Your Way Up in the World
Generally speaking, Senior Staff positions are held by juniors and seniors.  The management responsibilities tend to require skills and knowledge of WHWS acquired over multiple years of working at the stations.  Accordingly, volunteering in non-Senior positions is a good way to "work your way up" to the paid Senior staff positions.   
Volunteering and DJ Shifts
When the Program Director is assigning airshifts, priority is typically given to DJ's who have demonstrated musical knowledge and technical skill.  Seniority also is taken into account.  However, one major factor in assigning the BEST airshifts will be given to DJ's who volunteer as Staff or comparable roles.
Internship Credits
All internships are for credit and for a full semester, usually for 10 to 20 hours per week.  All are coordinated through WXXI.  There are seven categories of interns:
· Radio News

· 1370 Connection / Call-in Talk Show

· Music Programming

· Radio Reading Service (for the visually-impaired)

· Audio Engineering / Technical

· Radio Operations

· Marketing
While some internships have duties that can be performed at the WEOS/WHWS studios, all internships will require travel to the WXXI studios in Rochester at least once per week.  Internships are competitive, meaning they are open to students from all area colleges: Univ. of Rochester, RIT, St John Fisher College, Nazareth, SUNY Brockport and others in addition to HWS.  The nature of the LMA between WEOS and WXXI does give certain advantages to HWS applicants, but placement in an internship cannot be guaranteed.
Weekly Staff Meetings
All Managers are expected to attend and contribute to regular staff meetings, either weekly or bi-weekly.  The days/times will be decided soon after the Opening General Meeting of each semester.  Notify the Program Director if a job, class, or other activity makes you unable to attend meetings. 
These meetings are open to any WHWS staff member or volunteer, although the Managers may choose to hold some of the meeting in "closed session" by majority vote, or by direction of the professional staff.

The primary purpose of these meetings is to ensure that all Managers are aware of current events and concepts.  Accordingly, each Manager will be expected to contribute something to the meeting; even if it's just an update on what was accomplished this week and what's coming up on the schedule for next week.

These meetings are run by the Program Director, with assistance as needed by the professional staff.

Opening General Meetings
At the beginning of fall and spring semesters, an Opening General Meeting is held.  For anyone new looking to join WHWS – this is the meeting to attend!   Returning staff must attend as well to be briefed on the latest updates to the station.
All staff will be expected to fill out a signup sheet (either paper or online) detailing which airshifts they wish to apply for, and what roles in the station (if any) they wish to be considered for.   It also is an opportunity for everyone to update their contact info as needed.
OGM's are run by the General Manager with assistance from the Station Manager and Program Director.  They will update the staff with any "big news" that's happened or is scheduled to happen.   They also serve as a means by which all staff are reminded of the basic tenets of the station.

In addition, all staff will be given a simple test to demonstrate that they've read the Student Handbook and understand it.   Tests are "take home" and will be "collected" via e-mail to the Program Director.
Communications Between Staff
All official communication from Managers to staff (and other Managers) is done via phone and e-mail.   Texting, Facebook/MySpace/etc posts and Instant Messaging are perfectly  acceptable for informal communication, but they are not "official".   
This means that all WHWS staff & volunteers are expected to monitor their @hws.edu e-mail account on a regular basis. The station may ask for an alternate e-mail account, but this is just in case something happens to the HWS Mail Server and the station needs to communicate with staff quickly.  It is not a substitute for checking your @hws.edu account!
All Managers also have a mailbox. Check your box at least once a week!  They're located on the second floor of the house, next to the copier/printer.

All airstaff should take note of any postings on the corkboards or walls in the Air Studio.  These postings may only be made with the express permission of the General Manager or Station Manager, so they're usually important.

All airstaff should regularly check the sportscast schedule for possible pre-emption of a regularly-schedule show.  It’s posted on the door to the WHWS studio and expanded on a dry-erase calendar next to said door.  The sports schedule is also posted at the WHWS website: www.whws.fm
There are many things happening at WHWS throughout the week, much more than could wait for one of the staff meetings. Various departments post information (and requests for volunteers) on various parts of the station.  DJs should check these locations before their shifts and whenever they're at the station.  Make sure you look around!   We know there's a lot of paper hanging up, but it's there for a reason…often it directly impacts something you do!
SECTION 3
Indecency & Obscenity

FCC RULES & REQUIREMENTS AND HOW THEY APPLY TO WEOS/WHWS TC "FCC RULES & REQUIREMENTS AND HOW THEY APPLY TO WEOS/WHWS" \f C \l "1" 
Since radio spectrum is considered a “scarce resource”, all radio stations are regulated by the federal government – specifically by the Code of Federal Regulations (CFR).  The agency charged with that regulation, the Federal Communications Commission, may also regulate via “Report & Orders” in addition to the CFR.  Radio stations are also subject to regulation by the IRS, especially our stations as we are non-commercial/educational and thus subject to various rules governing not-for-profit (non-profit) companies/organizations.
Like most federal laws, the penalties for breaking them are quite severe, and are decided at the federal level.  In short, breaking one of these rules will not only get you in trouble with WHWS…they could lead to legal problems for the Colleges of the Seneca, and even to you as an individual!  By which, we mean the kind of trouble that’s beyond any capacity of the Colleges or your parents to shield you (in a legal sense).

It may not always seem like it, but these rules do not exist just for the purpose of annoying you. Rather, as a station operating under FCC regulations, we cannot afford to pay the huge fines (up to $325,000 per utterance) the FCC levies at stations which violate its policies. In addition, we do not want to alienate our licensee or our listeners. You cannot rely on what you might find offensive, either; the FCC uses "community standards", which means that if just one person in our listening area is offended, that could mean the loss of our annual budget…or possibility even the loss of our FCC license(s)…or civil penalties levied against the Colleges, the station management, and yourself.

RIGHT TO FREE SPEECH TC "RIGHT TO FREE SPEECH" \f C \l "1" 
There have been several Supreme Court cases that have determined that, unlike individuals and, by extension, newspapers…there is limited right to free speech for radio stations.  This applies both to speech on a legal radio station and broadcasting on an illegal (“pirate”) radio station.  This means that stations cannot have their editorial content regulated absent good reason, and it also affirms the FCC’s right to prohibit unlicensed broadcasting (beyond very limited means, spelled out in Part 15 of the Code of Federal Regulations).
The “absent good reason” is not a toothless statement; there are many ways the FCC can regulate content on radio stations.  Slander, false claims, payola/plugola are just a few.  But in today’s political climate, perhaps the most well-known content regulation is indecency and obscenity.
INDECENCY/OBSCENITY – THE SEVEN WORDS YOU CAN NEVER SAY ON TELEVISION (OR THE RADIO) TC "INDECENCY/OBSCENITY – THE SEVEN WORDS YOU CAN NEVER SAY ON TELEVISION (OR THE RADIO)" \f C \l "1" 
When it comes to indecency & obscenity…politics run rampant.  As such, there is no definitive rule about what language is "safe" and what is not.  However, the infamous "Seven Dirty Words" from the George Carlin comedy routine (and from the Supreme Court case FCC v. Pacifica Radio 1978) are a good starting point.

These words, and their variations, may NEVER be heard on WEOS/WHWS airwaves:

· Shit
· Piss
· Fuck
· Cunt
· Cocksucker
· Motherfucker
· Tits
The list has been expanded since the 1970’s to also include:

· Fart 
· Turd
· Twat

They cannot be spoken into a mic, nor played off a CD, tape, vinyl LP, or computer…bottom line, they should NEVER go out “on the air”!!!

INDECENCY, OBSCENITY AND SAFE HARBOR TC "INDECENCY, OBSCENITY AND SAFE HARBOR" \f C \l "1" 
Indecent Language : Definition = language/material that depicts or describes, in terms patently offensive as measured by contemporary community standards  for the broadcast medium, sexual or excretory activities or organs. A song or any other prerecorded material is considered indecent if it contains any of the aforementioned words or meets the preceding definition.  

Obscene Language : Definition = language/material that meets a three prong test: 
1. "An average person, applying contemporary community standards, must find that the material, as a whole, appeals to the prurient interest," and
2. "The material must depict or describe, in a patently offensive way, sexual conduct specifically defined by the applicable state law," and
3. "The material, taken as a whole, must lack serious literary, artistic, political, or scientific value."

Both these definitions are vague at best, and often beyond the ability of even seasoned legal professionals to ascertain what is "safe" and what is not.  The FCC in April of 2001, issued a more comprehensive update that ultimately proved more confusing: to be indecent, the language had to "describe or depict sexual or excretory organs or activities" and be "patently offensive as measured by contemporary community standards."  A definition no less vague than before.
Thus, the era of “fleeting expletives” began.  The phrase “This is really, really fucking brilliant!” was uttered by U2 lead singer Bono in his enthusiastic acceptance speech at the 2003 Golden Globe awards.  In 2004 during Super Bowl XXXVIII there was the infamous “wardrobe malfunction” that led to Janet Jackson’s breast being exposed on national TV.  In perhaps a stunning turn of irony (due to his support of the FCC’s increased indecency enforcement) former President George W. Bush was “caught on mic” saying to former British Prime Minister Tony Blair “See the irony is what they need to do is get Syria to get Hezbollah to stop doing this shit and it's over.”  
In 2004, the FCC decided that the word “fuck” was too naughty no matter what the context.  And also decided several other words and phrases were, too.  Worse, the FCC also started retroactively fining many stations for these words being aired.  Fox TV sued, arguing not on First Amendment grounds, but that the retroactive fines violated government procedure.  So far every court has agreed with Fox and not with the FCC, and in November 2008 the Supreme Court of the US took the case in FCC v.Fox Television Stations.  In April of 2009 the Court ruled that the FCC had not acted arbitrarily, effectively condoning the FCC’s new policies.  However, the Supreme Court explicitly did not rule on the Constitutionality of the FCC’s actions, and sent the case back to the 2nd Circuit Court (Federal Appellate Court) for review in January 2010.  The 2nd  ruled in July 2010, again overturning the Constitutionality of the “fleeting expletive” standard, and going so far as to – possibly – vacate all FCC authority to regulate indecency within the purview of the 2nd Circuit Court; that includes the states of Vermont, Connecticut and New York.   However, the Court did say that it was possible for the FCC to craft an indecency policy…just that the existing one was unconstitutional.  Between that, and the general uncertainty, the existing indecency standards are remaining in place as far as WHWS is concerned. 
While the FCC is generally a reactive agency (not a proactive one) and will only pursue an indecency case if a listener files a complaint, the problem is that many groups have learned to "game the system".  That means the groups can organize dozens, hundreds or even thousands of local people – often through local churches – to file complaints on behalf of the parent organization.  In some infamous cases, it was believed that over 95% of complaints received by the FCC were all sent by one religious organization that had members across the country fill out a form letter of complaint.  There are many groups out there that covet HWS’s broadcast licenses (not just WHWS) and will eagerly attempt any method to force the FCC to take the license away, or force the FCC to fine Hobart & William Smith Colleges until it the fines become so great that it's too expensive for Colleges to keep the licenses, and they sell them off instead.
The upshot is that the rules are vague and enforced unequally.  As such, WEOS/WHWS has a blanket policy regarding indecency and obscenity:
1. No indecent or obscene material is to air at any time, and…
2. You are expected to screen any music that may contain indecent material before you play it!
Needless to say, WHWS is sensitive to allowing for artistic expression while ensuring that we are in FCC-compliance.  If you have material that you feel is important artistically…for example, a brand-new track from a really hot band…but you’ve listened to it and maybe you’re not 100% sure whether or not it would be considered indecent, but you feel it probably is safe?  In such a case, then you may (with prior approval from professional staff only) play the material on the air, but only from 10PM to 6AM (a.k.a. “Safe Harbor”).  This ensures that even if someone deems the material indecent, at least the station has some standing in challenging any FCC fines.
"Safe Harbor": TC "Safe Harbor – is it really Safe?" \f C \l "1"   In recognition that stations need some protection against the concept that a tiny minority's "community standards" may be much stricter than the majority of people in a community…the FCC created the concept of "safe harbor".  This means that every night from 10pm to 6am, stations may air indecent programming.   Unfortunately, this rule has never been tested and there is general consensus that if enough listeners complain about material aired – even if it aired during Safe Harbor – then the FCC would deem the station in violation of indecency/obscenity rules and fine it accordingly.   In other words, "safe harbor" doesn't really exist.   That's why WHWS never allows indecent material to be knowingly broadcast on our airwaves
, and that if there's any question as to whether or not some material might be indecent, then we restrict its airing to "Safe Harbor" as a "safety net" of sorts.

As a DJ, you are always responsible for screening your material.  WHWS rules about Safe Harbor are to protect the liability of the station, not you.  If indecent/obscene material goes out on the air, you may be subject to internal repercussions.  That may include a warning, suspension, or firing.  It doesn't matter if you didn't know.  It doesn't matter if you made an "honest mistake". It doesn't even matter if you played a "radio edit" that wasn't quite "edited" enough
.  Bottom line: it's YOUR responsibility, as a DJ, to prevent indecent/obscene material from going out on the air. 
If you slip up and something indecent goes out on the air…for example, you mistakenly played the “regular edit” instead of the “FCC safe / Radio edit” of a given track.  Immediately stop the playback of the material.  Turn on your mic and apologize for the error (one or two sentences and no more!) and then move on to the next track.  

WHWS reserves the right to declare any material, whether received from outside sources, produced in-house, or spoken on-air, as "indecent" or "obscene" and regulate it accordingly.  Final judgment shall rest with the General Manager.
Harassment, Sexism, & Racism TC "Harassment, Sexism, & Racism" \f C \l "1"  

The Colleges, licensee of WEOS/WHWS, has in place policies regarding Racial and Sexual Harassment.   To Quote: 
"Sexual harassment is defined as abuse or mistreatment of a person based on his or her sex or gender. This includes sexual assault, defined as any form of sexual contact, and rape.....without consent. Such actions as cat calls, obscene phone calls, obscene gestures, and other unwanted and/or threatening written or oral communication are also considered harassment." 
"Racial harassment is any action on the part of an individual or group that demeans or abuses another individual or group because of racial or ethnic background, and/or that creates an intimidating, humiliating, or hostile environment. Such actions may include but are not limited to using racial or ethnic epithets, making racially or ethnically derogatory remarks, using racial or ethnic stereotypes, or using images or symbols that are racially or ethnically offensive."  

WHWS, as a voice and member of the Colleges' Community, abides by these policies and will not air material that crosses these lines. This includes, but is not limited to, recorded material, live material of announcers, or material from outside sources. 
This is especially true of all comedy material. Examples would be material that was homophobic, sexually explicit material that degrades, advocating violence towards gender or racial groups, etc. This is just as important as indecency, considering the far reach of radio and the multicultural area we serve. A violation of this policy will be treated the same as indecency.  
SECTION 4
Financial Information

WHWS How It’s Funded
WHWS receives funding from a variety of sources (in no particular order):

· Hobart and William Smith Colleges' general fund.
· Indirect operational support from WXXI.

· Local, state and federal grants.
· US Dep't of Commerce / Public Telecommunications Facilities Program.
· Individual foundations.
· New York State Music Fund (Live from Geneva) (one-time grant).
· Donations from individual listeners.
· Underwriting from businesses.
· Sales of swag / merch.
· Ticket sales at special events.
While it is never expected, the goal is to be as revenue-neutral to HWS as possible.  Additionally, the more funds WHWS raises independent of HWS, the more flexibility it has for promotional swag, special events, and the like.
Listener Donations : Do we have Pledge Drives?
If you’re familiar with public radio, you know the prototypical, week-long "pledge drives" or "fundraisers" two to four times per year.  During that week, you'll frequently hear long interruptions to regular programming, and instead hear lots of "pitching" (the professional word for "begging") for listeners to donate to the station.

There is a substantial amount of psychological science behind these pledge drives, and the smart station will tailor their message to maximize the impression of "value" onto the listener to get them give higher dollar amounts…balanced against a feeling of guilt to spur the listener into donating quickly.

WHWS is not a public radio station and does not have the broadcast reach to attract sufficient listeners to justify a standard “fundraiser” pledge drive.   There are limited efforts, coordinated through HWS, to appeal to community members and alumni for funding…but these do not go beyond occasional mentions on the air. 

Underwriting: Commercial Support of WEOS/WHWS TC "Underwriting: Commercial Support of WEOS/WHWS" \f C \l "1" 
Underwriting is a type of advertising unique to non-commercial/educational radio stations (like WHWS).  Unlike commercial advertising, where pretty much anything can be said, underwriting has various restrictions imposed by the FCC.  The ultimate point is to prevent non-commercial stations from acting and sounding too “commercial”.

In short, underwriting is where a commercial business (for-profit) makes a donation to WHWS.  In return, they receive an acknowledgement of the donation on our airwaves.   Non-profit (a.k.a. not-for-profit) business are not subject to these content restrictions by the FCC…but to avoid confusion in our listeners and our sponsors ("How come he gets to say that stuff and I don't?!?!") WHWS treats all non-profit & for-profit businesses the same.
An acknowledgement is usually called an "underwriting spot", or just a "spot".
By FCC rules, there are specific things an underwriting spot cannot say:

· No “calls to action”
· Examples include: urging listeners to buy a product/service, urging them to go to a business, concert or performance.
· No price information.
· No inducements to buy/sell/lease 

· E.g. information about an item or service being on sale.

· No announcements in support/detraction of a public cause.
· No political endorsements.

There are also related rules:

· The actual business giving the consideration must be clearly identified.

· Businesses cannot donate on behalf of another entity.

· For example, a non-profit donating on behalf of a for-profit (to get around some provisions of the underwriting rules).  Or a for-profit announcing that they support a separate non-profit charity (such as a polluting chemical waste company announcing that they support the United Way).

So what can an underwriting spot be?  The FCC says:

· "Logo-grams" or slogans which identify and do not promote.

· Location information (also includes telephone, website and/or e-mail addresses).

· Value neutral descriptions of a product line or service.

· Brand and trade names and product or service listings.

WHWS spots are 15 to 30 seconds in length.  While the FCC has not specifically ruled on how long a spot can be, it is on record as saying that they cannot see how a spot longer than 30 seconds could not be promotional, and thus against the rules. 
What form can the business's donation take?

The “donation”, also known as “consideration”, can take any form:  cash, check, credit card, barter/trade for items or services, free tickets to events, outside promotion, etc.  
Most of the time the consideration is a simple check paid in response to an invoice from WEOS/WHWS.  That’s pretty simple and straightforward.  But it can get tricky when the consideration takes other forms.
For example, it’s not uncommon for WHWS to take free concert tickets as payment for underwriting spots.  In such cases, the underwriting rules would apply, and there’d be a host of things that WHWS could not say on the air about the concert in question.  You couldn’t make qualitative statements (“This will be a great show!”) or make any calls to action (“You should come out and see this show!”).   This doesn’t mean that WHWS cannot accept free concert tickets AND still talk about the show in question, it just means there are very strict rules about what you can and cannot say.
Also problematic are affiliate programs with for-profit websites,

…such as Amazon.com Affiliates.  The problem with these situations is that a for-profit entity is benefitting along with WHWS.  That means that, by default, there is consideration, and thus the underwriting content restrictions are in play.   Accordingly, WHWS cannot say something like:
If you’re doing your holiday shopping at Amazon.com this season, start your session at weos.org first, and click on the Amazon Affiliates logo.  It won’t cost you anything extra, and a percentage of your total helps support WHWS.  That’s whws.fm, and click “Amazon Affiliates”.
That paragraph is loaded with forbidden content in the calls to action, price information, and inducements to buy/sell/lease.  (see underlined)   What WOULD a “safe” paragraph be?  One that has limited efficacy, but is still somewhat useful:

Support for WEOS is provided in part by the Amazon dot com Affiliates program. More information for our listeners is at whws.fm.  That’s whws.fm.
As you can see, there can’t be any mention of the key point – that listeners who shop at Amazon by going to whws.fm first will donate part of their purchase total to WHWS.  But the hope is that listeners will pick up on the nuances and will go to our website.  Then the website is designed to make things REALLY obvious from there.

Philosophy: Isn’t the concept of underwriting incompatible with non-comm radio?
The short answer is no, it’s not.  Since 1982, and expanded in 1984, it has been legal for non-commercial radio stations to air underwriting acknowledgements.  See this website for more details:

http://www.fcc.gov/mb/audio/nature.html#ENHANCED

There are many philosophical arguments about commercial sponsorships and any impact they may or may not have on editorial independence, and both our network content providers (e.g. NPR) and our internal staff take great pains to create “firewalls” between content creation and any commercial sponsorship.   However, the bottom line is that our license holder, Hobart and William Smith Colleges, has explicitly authorized us, and encourages us, to pursue underwriting.  And, realistically, it’s a necessary part of our overall budget. 
So what?  I don’t believe in underwriting – I’m not going to air any during my show!
WHWS has a binding legal contract with the sponsor to run an announcement at certain times; they are not subject to review by non-approved staff.  “Non-approved staff” may include students, administrators, faculty, listeners and community volunteers.  The bottom line is: if you’re told to play an underwriting spot(s), you are required to play it and play it at the indicated time.  All underwriting should be played from a pre-recorded source (almost always the ENCO computer)…do not read it yourself.
Not airing underwriting means that WHWS has to “pay back” the sponsor (a.k.a. a “make-good”), makes the sponsor less likely to continue their sponsorship, and damages the station’s reputation with other potential sponsors.
Refusing to air underwriting is grounds for dismissal!
SECTION 5
Content on the Air:

Legal Issues & Regulation

(non-obscenity/indecency)

Copyright Infringement

DJs who read portions of plays, poems, or novels on the air are considered to be putting on a performance. As with any performance of copyrighted material, permission must first be obtained to put on the performance, else the DJ is guilty of copyright infringement.
This includes music purchased from online services like iTunes, Rhapsody and Pandora!   While it may be legal to play a CD from your personal stash, and it’s still legal if you ripped the CD to your iPod…if you got the track off of iTunes, it’s not legal to play it on-air.  The iTunes User Agreement prohibits it.

Similarly, the User Agreement of every online video service, such as Youtube, also prohibits broadcast of said material on the radio.  Plus the audio quality of Youtube is usually miserably poor, so don’t ever broadcast Youtube clips on the air!
Other offenses include re-broadcasting sound recorded from copyrighted television shows or movies. Bootleg or "audience" recordings of bands also may not be played without written permission of the band. Even if a band allows taping by audience members, the tapes may not be broadcast.  Copyrighted records, tapes, and CDs may be played because permission to play them is given when the band gives us the record.

What’s safe?  You may assume it's OK to play any material WHWS places in its library, or in the Enco automation computers.  But ALL outside material for broadcast should be cleared by authorized personnel prior to its airing.

Note that violation of copyright can result in a fine of $50,000 per occurrence and jail time.  As recent lawsuits by the RIAA against specific college students have shown, copyright infringement is something that can have real consequences for you as a person.  Bona fide "Fair Use" is authorized for news or review type programs only. 

Copyright infringement also occurs when a DJ rebroadcasts another station's signal (by playing a tape of it) or broadcasts material from any prerecorded source which we do not have the license to play. This includes, but is not limited to, movies, TV programs, non-ASCAP- or BMI-licensed music or material (including TV themes), cable TV or material from syndicated radio or tv shows, talking books.

Copyright infringement: WXXI-TV/YNN and WHWS Rebroadcasting NPR
First, YNN (formerly R-News) cable TV and WXXI TV.  WEOS has a formal agreement with WXXI to rebroadcast their TV’s audio during special news events.   We also have an informal agreement with YNN for the same.  In both cases, YNN and WXXI programming should never be broadcast on WEOS or WHWS without explicit permission by authorized WEOS/WHWS staff.
Second, the NPR programming WEOS airs is only licensed for broadcast on WEOS, and not on WHWS.  FCC rules regarding LPFM licenses also mean that the majority of WEOS programming cannot be simulcast or rebroadcast on WHWS.  There are exceptions, but they are made on a case-by-case basis and only by senior staff.
Legal ID’s – Station Identification On the Air
The FCC requires that an FM station identify itself within 5 minutes of the top of each hour with its call letters and city of license (COL). For WHWS a legal ID is: 

"105.7FM WHWS-LP, Geneva"

(see also posted Legal ID scripts in each Air Studio)

Note the specific wording: legally there are very, very few words that can be inserted between the call letters and the city of license.  In our case, for WHWS, the "-LP" is part of the call letters because it is a LPFM license.

There are no rules about what can come before or after the "WHWS-LP, Geneva", so we say our broadcast frequency there.  We also frequently add the phrase "Hobart and William Smith College Radio".
Do not, even as a joke, identify the station with fake or someone else's call letters. Besides being “false communication” it is a particular FCC irritant and target for a fine. 
The scripts for reading a Legal ID live, for each station, are posted in their respective Air Studios. 

Legal ID’s for WEOS and W212BA
While it is not directly relevant for WHWS, we include this for educational purposes.
WEOS’s Legal ID is similar to WHWS, but the rules for FM translator stations like 90.3FM on the HWS campus are different.  You only have to provide legal ID’s for those stations three times daily, within specific time ranges.  WEOS’s automated daytime programming generally handle these for you, but if for some exceedingly unusual reason you have to be on the air at WEOS during the following time ranges, you will have to speak the legal ID yourself.
· Once between 7am and 9am.

· Once between 12:55pm and 1:05pm.

· Once between 4pm and 6pm.

The legal ID for 89.7FM WEOS and 90.3FM W212BA is:
“From Hobart and William Smith Colleges, this is Finger Lakes Public Radio, 89.7F-M, H-D, W-E-O-S, Geneva.  And 90.3F-M, H-D, W-Two-Twelve-B-A, Geneva.  A broadcast partnership with WXXI in Rochester.”

Legal ID’s and Long-Form Programming

The FCC provides an exception for programming longer than one hour that doesn’t have a natural break period where a Legal ID could be broadcast.  Long classical pieces and live events / speeches (such as Fisher Center Lectures, President’s Forums, and commencement) are common examples.  If possible, try and speak a quick ID during the quietest time in the programming, as close as you can to the top of the hour.  But if you can’t, don’t worry too much about it.  Just remember to do a Legal ID as soon as the long-form program is finished.
Defamation of character - Slander 

Slander is defined as:

Communication which exposes a person to hatred, ridicule, or contempt, lowers him in the esteem of his fellows, causes him to be shunned, or injures him in his business or calling.

The rule of thumb for this one is that whatever you say about someone had better be true and absolutely provable. As well, the person you're mentioning must be a public figure who is fair game for such commentary. 

Examples: "George W. Bush is stupid," would technically be fair game, since he is a public figure…although to be fair, you should have some examples to cite as an argument.

But if you said: "My friend's roommate, Bill Hobart, is stupid.” Then Bill can sue you and WHWS out the wazoo.  Why?  He’s not a public figure.  Even if what you said was true, you’ve still slandered him. 

WHWS subscribes to the schools' harassment policy and thus your on air comments must conform to this policy in general, as well (see Harassment section). In addition, an announcer must question the reason for even saying something at all about a person, especially a defamatory comment. This would include, but not be limited to, on air comments and song dedications by you or BY LISTENERS. 
The definition of “public figure” does NOT include students, staff, faculty, or the Colleges' President. 
Invasion of Privacy – Phone Calls
The WEOS studios are capable of putting phone callers on the air.  The WHWS studios technically can, but it is not easy.
First and foremost (unless you have explicit permission from authorized WHWS management) putting a caller on the air by any means is expressly prohibited by WHWS policy.   That said, if you have permission, there are several rules you must following regarding putting callers on the air.  

First, you must get the express permission of the caller before putting them on the air.   Not so doing is an invasion of privacy and a violation of FCC rules…as in, a federal crime.
Some states only require that one party (e.g. the station) be notified that a call is being put on the air.  Some states require both parties (e.g. the station and the caller) be notified.  Accordingly, you must treat all callers to the more restrictive standard; before any call is broadcast, clearly notify the other party and receive that party's permission to tape and/or broadcast the conversation. The only exception is during a live, discussion/call in program when it can be presumed that the caller is aware that he or she is likely to be on the air. 

Giving out unlisted phone numbers, full names, or other personal, private information about a person without their permission is also an invasion of their privacy. Invasion of privacy also occurs when you tell a story about someone (to avoid slander) and that person is not a public figure. 

False Information / Shouting “Fire!” in a Crowded Theater

It is illegal for you to transmit "false or deceptive communications by radio."   Example: "Hi, you're listening to WHWS, and I just wanted you all to know that the Chinese have invaded the United States.  I'm serious."   Perhaps more realistically, going on the air and saying that there’s a fire in a dorm (when there really isn’t) or even that you’ve heard a rumor that the Colleges are running out of money and everyone’s losing their financial aid.   If it’s not true, then don’t say on the air!
It doesn’t matter if you later say you’re joking, or if you said you were joking beforehand…it’s still illegal.   Also a significant public safety hazard, and can expose the station, the Colleges and you personally to criminal penalties and civil lawsuits.  
Editorializing & Commentaries

Commentaries are statements that go out of the way to express your opinion about a matter other than the music you're playing (unless you decide to go on a tirade the song you just played is the greatest or why it sucks), such as telling the audience all about your beliefs on abortion, or about how unfair you think a particular professor is.
Commentaries are usually OK, but must be pre-approved and follow our policies:
· A commentary cannot be an endorsement of a candidate for public office.  IRS and FCC rules prohibit non-commercial stations from endorsing political candidates.  Exactly what constitutes an "endorsement" can sometimes be a moving target, so we strongly discourage WHWS airstaff from talking about candidates for public office, except in the context of a newscast.
· You must ensure that it is clear to the audience that what you are saying is your opinion, not that of WHWS, or that of the Colleges; a disclaimer will be played at the end any spiel you may have.  This is not a catch-all "blank check" that will protect you if legal action results, but it does show due diligence and can be helpful in legal proceedings.
· Commentaries must be approved and scheduled, so we can have an appropriate forum for response.  By law, in certain situations, WHWS must provide equal time for candidates for office.   This rule can be extremely onerous when a clever and determined candidate wants to exploit it; another reason all commentaries have to be pre-approved.

· Try not to bore the audience with overly long on air soliloquies. While we want you to express yourself, keep in mind that the listeners might not be as interested in your opinions as you are. In addition, your audience is a lot larger and wider than your friends and room buddies.  This is why we require commentaries to be approved before broadcast; it’s not because we censor, it’s because you always want to get an editor’s take on whether or not you’ve got something to say that our listeners will find interesting.  That’s not always easy to do when you remember our listeners can span very different geographic locations, races/gender, socioeconomic classes, and income levels.
"Editorializing" is prohibited. Editorials are the station's opinion, or of the Colleges, NOT your personal opinion.  WHWS tries to stay away from editorials in general, as they can call into question our objectivity as a media outlet.
Payola and Plugola 

Payola is accepting or agreeing to accept anything of value in return for broadcasting music or any other material without disclosing the payment.  Section 507 of the Communications Act requires station personnel who receive such payments to report them to station management before broadcast.  Failure to do so can result in a $10,000 fine and up to a year in prison…and the rule is very much enforced; the grant that funded the Live From Geneva concert series in 2007 & 2008 was created from the payola settlement New York State A.G. Eliot Spitzer won against several music labels for payola.  In addition, Section 317 requires that the broadcast of such material contain a sponsorship identification announcement.  

Plugola is the practice of an on-air personality promoting non-broadcast activities on the air.  A common violation of plugola law would be for a WHWS DJ, who also does their own DJ service at clubs and events, uses their radio show to promote their separate DJ service.  Section 507 of the Communications Act requires station personnel who engage in these activities to report them to station management before broadcast.  Failure to do so can result in a $10,000 fine and up to a year in prison.  In addition, Section 317 requires that the broadcast of such material contain a commercial sponsorship identification announcement.

As a non-commercial station, it is the policy of WHWS to prohibit on-air personnel from promoting or publicizing any activity or matter in which the student or community volunteer has a direct or indirect financial interest. Accepting cash, travel, meals or other benefits in exchange for playing certain records or plugging certain products or events on the air is illegal. No staff member may make "their own deals." All giveaways and promotions must have prior approval and signed contracts. (See call to action rules) 
Drug Lyrics

Straight from the FCC: Licensees must exercise responsibility and judgment in the screening of songs that promote drug usage.   No DJ will ever advocate drug or alcohol use in their on air comments, or play material that goes out of its way to advocate alcohol or drug abuse. In addition, no events that serve alcohol will be mentioned on air, if the event centers on alcohol.

Lotteries

Information that promotes a lottery is prohibited in New York State, except the state run lottery. These regulations may change, but at the moment this is the law. A lottery is defined as the award of a prize, where the winner is selected by chance and where some payment or other consideration must be made to the promoter by the contestants. This includes raffles, 50-50 drawings, or a condition to win, such as a test drive or an extraordinary situation, such as must be present to win. 

On-Air Announcements – Blanket Policy

All on air announcements, other than song announcements and general DJ chatter, may be subject to the approval of the Program Director, News Director, and/or General Manager (or their designated authorities).  This is especially important of any non-WHWS announcements, such as the Community Calendar, Concert Calendar, Promos, Campus Calendar, events, or other information in these areas form outside groups or organizations. No private party, nor any events that contain alcohol, can be announced. 

AP news & weather, school/event cancellations, and public safety warnings, etc are exempt from this rule.

SECTION 6
Hardware & Equipment

Where to Find Instructions on Using the Mix Board
First and foremost, there are binders in the Air Studio for both WEOS and WHWS that contain step-by-step instructions on how to do various technical things as part of "being on the air".  Things like:

· Switching from Automation to Board
· A.K.A. The computer's on the air vs. YOU being on the air.

· Engineering a Fisher Center Lecture or President's Forum
· Engineering a sportscast

· Playing music off the Enco computer as part of your show.

· …and many others!

General Overview of WEOS and WHWS Technical Plants
WEOS and WHWS each have their own "air studio".  The WEOS "air studio" is near the rear door to the house.  The WHWS "air studio" is towards the front of the house, and has a (non-functional) fireplace in it; you enter WHWS via the Mic Booth / Vinyl Library Room.

Each studio has somewhat different equipment, but both share the same core equipment:

· Logitek digital audio mixing console (aka a "mix board")

· Controls what audio is on the air at any given point, and gives you the ability to adjust how loud that audio is.

· WEOS has a "Numix" model of Logitek, WHWS has a "Remora" model…but both are part of the same system, and controlled by the same Logitek Audio Engine and Windows PC running the "Supervisor" program.

· ENCO "DAD" (Digital Audio Delivery) computer automation/live-assist.
· 2 or 3 professional audio CD players.

· Vinyl LP Record Player(s) (a.k.a. “turntables”)

· Professional cassette deck.
Because the Logitek is a digital mix engine, it is incredibly flexible and modular.  You can assign almost any given audio source onto any fader on either WEOS or WHWS's mix board.   This means that while some equipment is physically located in one studio or the other…it can be put on the air in either station.   A prime example of this is the sportscasting equipment, like the ACCESS, VECTOR or FIBER1/2.  

Automation and Live Board
Neither WEOS nor WHWS requires a "live body" be present for the stations to be "on the air".  We have computer-based automation that can play back audio files locally, or route a satellite audio feed to be broadcast.   Both stations are set up so they can run automated 24/7/365.   This way, whenever a live DJ is ready to come in and do their own show, they simply switch away from automation.   The automation keeps running in the background, but it's not on the air; the DJ is.  When the DJ's done, they seamlessly switch back to automation.   The switch is controlled by the glowing red "A" and "B"  (Automation and Board, respectively) buttons on the upper right corners of both the WEOS and WHWS mix boards.  If A is glowing, the mix board in question is in Automation mode; nothing you do on that mix board will go out on the air.   If B is glowing, the mix board is in Board mode; everything you do on that mix board goes out on the air!   Press A or B to make the switch.
Audio Path
After an audio source…whether on Auto or Board…is routed through the mix board, it then outputs to a fiberoptic transceiver in the basement of 113 Hamilton Street.  That fiber runs to the Rm.110 in Winn-Seeley Gymnasium.

For WHWS, the audio processor and transmitter for WHWS are located here; they output a RadioFrequency (RF) signal on 105.7FM up to the antenna for WHWS on the tower, up on the roof of the Gym.

For WEOS 89.7FM, instead of a processor, the audio goes into a Moseley Starlink microwave transmitter, and then to a dish antenna on the tower, up on the roof of the Gym.  This dish beams a signal on ~950MHz to the tower out in Stanley, NY…about 5 miles SW of Geneva.  A similar dish and matching Moseley unit are located there.  That puts out the audio into an Omnia 6 HD/FM audio processor, which then feeds a Harris Z8 HDC "HD Radio" digital audio transmitter.   That RF signal goes up the adjacent cellphone tower where a Shively 3-bay directional antenna is located, and broadcasts our analog and digital signal on 89.7FM.
Monitoring WEOS and WHWS in the Studio
Traditionally, any live DJ is expected to "monitor" (keep an ear on) the station by listening to an "air monitor" feed.  This is how WHWS works; when you change the monitor speakers to be WHWS AIR, you're hearing a radio tuned to 105.7FM.  Everything that you hear, most likely all listeners will hear.

WEOS is somewhat different.  Because WEOS broadcasts in digital HD Radio, there is a 7 second delay.   If you just listened to a radio tuned to 89.7 or 90.3FM, you'd hear everything you played, or said, a full seven seconds later.  Obviously, this can get very confusing.  As such, we have installed an Omnia 3FM to process the audio output so it sounds like you're listening to a radio, and then routed it to appear on WEOS AIR.  You'll want to listen to the little silver radio on top of the Master Control equipment every once in a while, make sure things sound good.

Remote Control
There is a silence sensor rigged for WHWS’s 105.7FM signal and a separate one for WEOS's 90.3FM signal.  If the automation fails, or if you play music too quietly for too many minutes, it will trigger the sensor/remote control to start making calls.  It calls the local numbers in the station first, then it calls the General Manager's cellphone.  Try not to let this happen late at night – watch your levels and make sure things aren't too quiet!
In case of an emergency, the GM has the ability to log into the Enco automation and Logitek Supervisor remotely via the internet.

Sportscasts – Remote Control

Beginning in Fall 2009, sportscasters have the ability to put themselves on the air; no in-studio engineer needed.   This is accomplished by connecting the Burk Remote Control to the Logitek Supervisor Computer.  Sportscasters are sent out with a “Netbook” mini-laptop computer that allows them to play intros and breaks themselves.

When the sportscaster is ready, they use any phone to dial 315-781-4341.  After inputting a security code, they can then enter a key combination to put any one of a variety of remote audio sources “on the air”.

· 02# WHWS RPU1 (LATSC, baseball)
· 03# WHWS Fiber1 (McCooey – field hockey, lax)
· 05# WHWS Fiber2 (Bristol – basketball)
· 06# WHWS Access (away games)
· 07# WEOS Fiber1 (McCooey – lax)

· 08# WEOS Fiber2 (Boswell – football)
· 06* WHWS Vector (Cozzens – soccer)

· 07* WEOS Access (away games)
· 08* WHWS ISDN (Cooler – ice hockey)

· 01# WEOS auto  (when game is over)
· 01* WHWS auto  (when game is over)
Dial 99 to hang up and end the call to the Burk.

Computers and Their Usage in the Station

The Colleges’ Computer Use Policy governs use of computers in WEOS/WHWS – both computers that are installed in the station and any computers (personal or business) brought in by station staff.  

HWS Network Policy

This policy states that the network is a shared and publicly owned resource.  Access to the Colleges’ digital network is authorized for students and employees of the College using the resource for appropriate academic, professional, and institutional purposes, and in accordance with prevailing law and regulation.  Misuse may constitute a misdemeanor or felony under state or local law and may result in the deprivation of network privileges and/or institutional disciplinary actions.

Users are to access the network in understanding that the resource guarantees neither confidentiality nor user anonymity and that system administrators may review files stored on or transmitted over the network and to take such corrective actions as may be necessary in light of the policy restrictions.

You may not use the network for the creation, transmission, receipt, and/or storage of materials whose contents are obscene, illegal, or advocate illegal actions, or whose purpose or effect is to harass, intimidate, abuse, denigrate, or to incite hatred against persons or groups of people.

You may not use the network in a manner that would violate laws protecting intellectual property.  Unless expressly within the public domain, text, audio, image or video files as well as computer programs are protected by copyright and licensing laws.  

You may not take any deliberate action as a user that would destroy, corrupt, render inoperative, or cause to function in unintended ways any of the files, programs, or hardware devices on the network.  Unless authorized to do so, you may not modify workstation hardware or change configuration settings.

System resources are finite and the system is collectively utilized by a large number of individuals.  You may not: use printers to execute batch-printing jobs or produce multiple copies; download large files; use the network to play games; engage in other activities that tax or waste system resources.

Computers Permanently Installed in the Station 
All WEOS/WHWS computers, printers and related peripherals are managed by WEOS/WHWS authorized personnel and are reserved exclusively for use pertaining to Station needs.  No unauthorized software may be installed on any computer, nor may any Station computer be re-purposed for use other than its designated usage without prior approval by designated WEOS/WHWS management.

Personal Computers brought into the Station

Generally speaking, any computer that has been authorized for use on the HWS network by HWS Information Technology (aka “the Helpdesk”) is authorized for use in the WEOS/WHWS offices or studios, so long as it does not conflict with other regulations in this Handbook.  
Personal Computers (and iPods) for Audio Playback

Beginning in the Spring 2010 semester, WHWS DJ’s are allowed to use media playback devices (e.g. iPod’s, laptops, Zunes, Smartphones, etc) for purposes of audio playback on the air.   The method is by the MACAUDIO grey headphone cable in the WHWS studio, usually located on the left side of the mix board or thereabouts.

It may be called “MACAUDIO”, but you can use any device with a headphone jack on it.  It doesn’t have to be an Apple/Mac product; Windows PC laptops or Zunes are perfectly fine.

Key point: remember to disable any extra sounds your computer/iPod/etc might make.  For example, the little “click” sound that iPods make as you scroll.  Or “ding” sounds in Windows.   Anything you play out that headphone jack is going to go on the air so be mindful!
We encourage DJ’s to not use their iPod/laptop to just play music at random.  It sounds pretty lousy.   Instead, spend some time preparing your playlist in advance; decide which tracks will best play next to each other, and decide in advance where your talk breaks will be.   It sounds a lot more professional.
Personal computers vs. Enco:  The Enco is considered separate from the personal computer/iPod/etc rule.   All DJ’s are encouraged to play music from the Enco (via PR ENCO2).
SECTION 7
Operations

Knowledge of FCC Rules – When the Inspector Comes a’Knocking

In a broadcasting radio station, all DJs must have a good working knowledge of FCC rules. We consider having a good working knowledge when you are able to understand what is required of you to perform a show and operate the station. A test may be given. When you have passed the requirements, we consider you able to qualify as a DJ and passably knowledgeable.

Remember: during a surprise FCC inspection, the inspector will expect YOU to know how to answer his/her questions and perform the tasks they ask you to do.  While you should always call the General Manager or Station Manager to inform them of an inspection, you cannot rely on them to tell you what to do.

If an inspector does make an unannounced inspection:

· Demand proof of identity.  All FCC inspectors carry official FCC government ID.

· Allow full access to the WEOS/WHWS facilities to the inspector.

· Contact the General Manager and/or Station Manager immediately
· Answer any questions honestly and truthfully.

· Perform any tasks the inspector asks you to do to the best of your ability.

· Make use of any and all instructions in binders!
EAS – Emergency Alert System
Radio and television stations are required to participate in the EAS, Emergency Alert System.  It's a means by which Federal, State and Local officials can quickly communicate with the public in the event of a natural or man-made emergency.  Natural/weather emergencies include floods, tornadoes, earthquakes, etc. Man-made emergencies might be war, bomb threats or a hazardous chemical release, or an AMBER / Child Abduction Emergency.

You probably know the phrase "This is a test.  This is a test of the Emergency Alert System.  This is only a test."  That's actually from the older Emergency Broadcast System; EAS replaced EBS in 1997.
The FCC is real big on EAS compliance…usually it's the first thing an inspector wants to know about.  They insist that every announcer know how and when to use this system/. 
EAS can be activated by national, state or local officials as required. National level activation employs a code word security system to guard against false alerts. Stations must keep their EAS materials at their main control point.  
NEED HELP WITH EAS?  LOOK IN THE STATION LOG – LOCATED IN THE SHELVES NEXT TO THE TURNTABLES IN THE WEOS AIR STUDIO.
You will receive hands on instruction in all phases of the EAS system. It is your responsibility to know and understand its use. If you're not sure how to use it, be sure to find out before you start doing an air shift.

EAS – Sources
WEOS/WHWS receives its EAS alerts by "monitoring" specific sources of audio.  Specifically, we are required to monitor WPXY 97.9FM Rochester, and WHAM 1180AM Rochester.  WEOS/WHWS also monitors NOAA's Nat'l Weather Service (WX), the NPR Satellite "squawk" Channel, and the New York State SEMO AlertA (State Emergency Mgmt Organization) satellite channel.

You can listen to WPXY, WHAM or NWS using the ENDEC EAS MONITOR in the rack above the CD players in the WEOS Air Studio.  We usually leave it set to #4 (empty) and with the volume turned all the way down.

The ENDEC EAS itself (immediately below the MONITOR) is set to monitor the NPR Squawk Channel.  This means you can (and will) hear messages from NPR producers every once in a while.  There is no way to mute that speaker.
EAS Alerts - National
A national alert (EAN) is activated only by the White House.  Be advised that the entire EAN process is automatic and it will seize control of WEOS/WHWS away from you entirely.   That's the point: it's so the President can quickly speak to the entire nation on every radio, TV and cable TV station.   The White House will effectively control WEOS/WHWS until an End of Message (EOM) command is send, by the White House, which will return control back to the station(s).
There has never been a national EAN alert, but a test of the EAN was run in Alaska in early 2010, and a nationwide test is scheduled for later in 2010.  A real EAN can happen at any time, too.   If you receive a national alert, the first thing to do is not panic. Contact station management as soon as possible, and follow the instructions in the Station Log for National EAS Alerts.
EAS Alerts – Local / State
Local/State alerts can be sent by the State Police, the State Emergency Management Organization, NOAA weather officials, the Governor's office, and a handful of other organizations.  

Usually it's weather related; we get some nasty weather in the Finger Lakes so there tend to be a lot of Winter Storm Warnings (WSW) and Severe Weather Warnings (SWW – Thunderstorms).  We monitor these warnings across a wide area: Ontario, Seneca, Cayuga, Tompkins, and Yates Counties, as well as parts of Schuyler, Wayne and Steuben Counties.  The weather can vary a lot across that big an area, so we often will be broadcasting alerts for areas far away from Geneva.

Generally speaking, weather "watches" are not broadcast, but weather "warnings" are, since they are warning of imminent severe weather conditions.  "Watch" just means that it could happen and you should “watch out” for it.
Sometimes the alert is a statewide Civil Emergency of some kind, but these are rare.  In the past there have been riots…for example, the Cayuga Nation riots of the early 1990's that shut down the Thruway.  Had EAS existed back then, a Civil Emergency Message (CEM) probably would been transmitted.   Or if there is an environmental hazard, like a chemical spill, then a Hazardous Material Warning might be sent.  Or maybe not – it's at the discretion of state agencies that may decide that existing news coverage is sufficient.
Another somewhat-common use is the AMBER Alert, or as the official EAS code (CAE) describes it: a Child Abduction Emergency.   This is whenever a child is kidnapped and the police think the kidnapper is trying to rapidly leave the area, and they have a description of the vehicle.  CAE can get the word out to thousands of people, many of which likely have cellphones and will call the police if they see the abducted child in question.

Regardless of the alert, the system is set up so the process is automatic.  After a pre-programmed amount of time, if the alert is of sufficient severity, the EAS will automatically seize control of the station from you, play the alert, and then put things back to normal.
Again, if you need guidance, consult the Station Log for EAS directions.
EAS – Required Weekly & Monthly Tests
The FCC requires that all stations test their EAS gear every week.  WEOS/WHWS must confirm that they received a test and, separately, that they sent a test.  Any week that a "real" alert was received and/or sent is a week that the RWT is not needed.
Reception of an RWT is automatic, and usually we'll get at least four of these each week from the four or five sources we monitor.  We only need one, but redundancy is good!

Transmission of an RWT must be done manually.  Do not do so without the authorization of the General Manager or Station Manager unless you are directed to do so by an FCC inspector.  Instructions can be found in the Station Log.
Monthly tests are more stringent; WEOS/WHWS must receive the RMT and retransmit it within a preset amount of time.   Again, this is all completely automatic.  If you need to do it manually, consult the Station Log.
EAS Printout / Logging
One FCC requirement is that all EAS events, whether broadcast or not, must be logged.  There is a small printer on top of the left-side rack in the WEOS Air Studio (right above the EAS) that prints out all Alerts.  Do not tamper with these printouts; the Chief Operator will review these weekly.
PUBLIC INSPECTION FILE

The FCC requires each station to maintain a "public file" as proof of public service performance. The file may be viewed by anyone, upon request, during normal business hours.   Yes, that means that any Joe Public can walk in off the street and demand to view the public file.

We are also required by the FCC to make copies of items in the public file if it is requested, although we can demand compensation for the cost of the copies.  (10 cents per page)

The FCC will usually review the public file during an inspection visit to the station. Specific items that must be included are: 

1. A quarterly community issues/concerns list. This required list is the responsibility of the General Manager. The list must be placed in the file on the l0th day of each quarter, (Jan. 10, April 10, July 10, Oct. 10). A narrative is provided that describes five to ten public service programs that the station ran during the preceding period.
2. All current station ownership reports.
3. All current EEO (Equal Employment Opportunity) reports.

4. The FCC pamphlet, The Public and Broadcasting.
5. Engineering reports and data as required by the FCC.
6. Expired station licenses, construction permits as well as any renewals.
7. Donor lists for sponsors of specific programs.

8. Requests for air time from candidates for public office.
The public file is upstairs in the mailroom, next to the copier and color laser printer; top drawer in the file cabinet. 
Important!  While you must allow anyone from the public to view the Public File, historically the only people who want to see a public file are people trying to make trouble for the station.  The FCC does allow for the station to demand the name and address of the person(s) requesting to see the Public File.  Make sure you do it!  Try and get the phone number and e-mail address as well.
Playing Music: Repetition

Generally speaking, we discourage DJ's from playing any song already played in the previous shift by the previous DJ.  We try to have musical diversity as much as possible.  DJs should check the playlists which cover the shift prior to their show before they play selections for their own show.  Playlists are found in a wall-mounted file folder next to the door for each Station’s studio.  

Please note: You will not be penalized for playing the same song, especially if it's a "heavy rotation" song.  But WHWS is not trying to sound like a commercial Top 40 station with a very limited playlist.

Exception: if a listener makes a request then this rule is waived.  However, check the playlists anyway to make sure the listener isn't some weirdo (or an unethical label rep) who calls every show trying to get the song played as much as possible.
Playing New Music (Heavy Rotation)

All shows on WHWS are required to play at least two tracks from the Heavy Rotation library every hour.  Heavy Rotation is located in the WHWS Air Studio, in the shelves along the wall.  It is also located in the Enco computers and will be marked as such.
CD's in Heavy Rotation are CD's the Music Directors want DJ's to play as much as possible.  The reason is that these are CD's the MD's have picked, from the flood of incoming music, as being "quality tracks".   The more we play those, the more the labels will send us good music.
WEOS & WHWS Music Formats

WEOS is primarily a news/talk station.  However, when it plays music, is a formatted station; specifically “Triple-A” or “AAA”, also known as “Adult Album Alternative”.  It is, essentially, the kind of music World Café plays.  It is a loose format, but is described by Wikipedia as:

…a spinoff from the album-oriented rock format.  Its roots may have been established sometime during the 1960s from what was called freeform and later progressive. The radio format has a broader, more diverse playlist than most other formats and tends to appeal more to adults than to teenagers. Less-played tracks are also common. Musical selection tends to be on the fringe of mainstream pop and rock as well as many other music genres such as alternative rock, alternative country, jazz, folk, world music and blues. The musical selections tend to shy away from hard rock and rap music. Some Triple-A stations bill themselves under such slogans as "World Class Rock," "Quality Rock," or "Finest Rock." Music selection also includes tracks from albums that are not singles, which leads to the enhanced and larger playlist.

Taken from Wikipedia Dec.2008 http://en.wikipedia.org/wiki/Adult_album_alternative

WHWS is loosely-formatted “new music” station.  DJ’s are pretty much free to play any music they like as long as it meets the other guidelines in this handbook (such as indecency, etc).  You can vary your music genres from week to week, or even track to track, if you like…although you are still required to play at least two tracks from Heavy Rotation per hour.  
While not required, in general we encourage DJ’s to play music that is recently released (within the last 6 to 12 months, if not newer).   A rock/alternative format is also suggested but by no means required.

The only real requirement is that we’re trying to avoid duplicating what commercial radio plays.  Our hope is to break new ground and expose our listeners to music before other outlets do.  This means you can still play mainstream artists, but try and focus on the newest stuff.  If you can’t beat the other outlets on a given track, then play a different track off the newest album.   Often commercial radio will only play one or two tracks off an album, even if there’s several “good” tracks.   That’s where WHWS can really do good radio.
Playing 'non WHWS' Music (Bringing in Your Own Tunes)
While we encourage playing music from our library, WHWS student DJ’s may bring in their own music, in CD, vinyl LP, or laptop/iPod/MP3 player form, for playback during their show.  Please note, all outside music must meet the Copyright Infringement rules (see Section 5).  Also note, there is a blanket ban on audio played from video websites like Youtube as the audio quality is almost always terrible.
Generally, WHWS would prefer that DJ’s play music from the Station’s own library, and to play as much music from Heavy Rotation as possible.  The more music you play from Heavy Rotation, the better music the labels will send us, and the better music you’ll have in Heavy Rotation!

Ticket/Merchandise Giveaways

For legal reasons, all giveaways must be authorized by the professional General Manager or Station Manager.   Specific instructions will be provided on how to announce the giveaway on-air, and how to conduct the actual giveaway to callers.
Public Service Announcements / Community Calendars
Non-profit organizations routinely send WHWS information about upcoming events.   We edit these for time and tone, and record our own announcements about these events.  Announcements cannot be any longer than 29 seconds, and cannot be promotional.  Also, there is no guarantee to the organization about how about their announcement will be broadcast.   If they need specific announcements at specific times, they must pay for underwriting.

The Enco automation plays the announcements randomly at specific times thorough the day.

WHWS has paying positions for students to review incoming Comm.Cal announcements, and recording them into the Enco system.

Live DJ's are not required to play Community Calendar announcements, but can do so if they wish.  Use the Mini Array (3) in the Enco, and the PR Enco3 fader on the mix board.  For more information, talk to the Program Director, General Manager, or Station Manager.

Show Promos
"Promos" are promotional announcements for WHWS events or programs.  We have several "generic" or "evergreen" promos (no time-specific info) for several of our programs, and also several "regular" promos that highlight specific guests/info about an upcoming show.   They are loaded into the Enco automation and play at various times throughout the day.

We encourage all WHWS DJ's to record two to four generic promos for their own show every semester.  Decide what you want your show to be about, and then write a 25 second script to describe it.  Leave enough time to mention the day and time the show will broadcast.  Pick some suitable music to play "in the background" of your script, and come see the Promotions Director for help in recording it.

Live DJ's are not required to play promos, but can do so if they wish.  Use the Mini Array (3) in the Enco, and the PR Enco3 fader on the mix board.  For more information, talk to the Program Director, General Manager, or Station Manager.

Answering the Phone and Dealing with Callers
Always answer the phone by saying "WHWS, may I help you?”.  Be polite and courteous.  Often callers want to make a request, or will want to know what song you just played.  Try to be as accommodating as you can be…if you can't answer their question, take their name and number (and email address if you can) and tell them one of the professional staff members will return their call during the next business day.

Don't forget that while getting callers are great, your first priority is your show.  Don't be afraid to put the caller on hold while you cue up your next song or do your next break.  If the caller is a "rambler" (and there are a few out there) and won't take a hint, then just politely but firmly say you have to focus on your show, thanks for listening, and goodbye.  And just hang up the phone if they don't reciprocate the goodbye.

Dealing with callers is something of an art, and we don't expect everyone to be perfect at it.  Just do your best and don't be afraid to cut someone off if you have to: you're at work after all.
Remember, callers are never to be put on the air.

Special note about callers looking to "confirm our contact info"   WEOS/WHWS routinely gets callers from telemarketers and other spammers who want to "confirm our contact info". Usually they try to sell you stuff, too.  By policy, WEOS/WHWS never confirms our contact info from an unknown caller…just interrupt them to say "We do not confirm our contact info" and hang up – don't wait for a response.   Similarly, don't waste your time with someone trying to sell you something; all the station’s phone numbers are on the Federal Do Not Call list so invariably it's a scam of some kind.

When in doubt, ask to get the full name, phone number and e-mail address of the caller, and tell them someone from management will call them back during the next business day.  If the caller freely gives this info, then no harm is done.  If they refuse, you can hang up immediately with a clear conscience.
Recording Your Show
Both Air Studios have an HHB CD Recorder for "burning" your show in real-time if you wish.  However, both WEOS and WHWS have an automatic computer logger that records both stations 24/7.   Archived recordings are saved for six to eight weeks, no more.   To get a copy, contact the General Manager or Station Manager to make you a MP3 of your show.

Please note: don't come to us at the end of the semester and ask for recordings of all your shows from the previous semester.  We only have so much hard disk space on the logger, so we have to routinely delete old files.   If you want recordings of all your shows, we recommend asking for them on a monthly basis.

Telephone Lines and Hunt Groups
WEOS/WHWS have several telephone lines of various natures and purposes.  By policy, the only numbers you should ever give out over the air are 315-781-3897 (WEOS) and 315-781-3809 (WHWS).  All other numbers are not for listeners.
315-781-3456

Our main business line; rings on all the phones.  Messages cannot be left, but after four rings, the voicemail greeting will tell people how to leave voicemails on other lines.  

315-781-3809
This is the WHWS listener call-in line.  This rings on the office phone in the WHWS air studio.  There is no voicemail on this line, it will just ring and ring.

315-781-3812

This is the WEOS/WHWS Music Director line.  All calls from bands seeking airplay or music labels should be transferred or referred to this number.

315-781-4496
This is the WEOS/WHWS fax line.  This number is NOT given out to the general public – there are a lot of "fax spammers" out there.  If someone calls asking for it, insist on getting their name and number, and tell the caller that someone from Management will contact them within one or two business days.
315-781-5597 & 315-781-5598

These are the two ISDN lines in the WEOS studio.  ISDN are special digital phone lines, used by the Telos Zephyr Xstream device.
315-781-3897 ( 315-781-3898 ( 315-781-3899

Our main listener-call-in lines.  3897 hunts to 3898 and 3899.  These lines ring on the special, bulky tan phones marked "TELOS" in the WEOS Air Studio, and are connected to the TELOS SWITCH CONSOLE.  Never put callers on the air!!!
Public E-Mail Addresses
Do not give ANY station e-mail addresses out over the air, nor to callers.  Direct everyone to the contact form on the website: www.whws.fm (click “contact”)
Simple Tips for your Breaks in Your Show
General break pointers: We ask that during your break / stopset you consider the following: 

· Try to mention the station's call letters once or twice each air-break to make us stick in people's mind.  Remember that to most radios, we're just 105.7FM – there are at least two other stations on that SAME frequency in the region!  So make sure your listeners know they're listening to WHWS!
· Never give your full name on the air; there’s a lot of weirdos out there.  Use only your first name, or make up a pseudonym.  
· Feel free to remind folks on the air that you'll be on the air every (weekday) at (given time).   This will help you build an audience.

· If you play music that is usually different from the mix played by the Enco automation, we recommend coming up with a catchy name for your show.

· Keep your mouth very close to the mic to get proper pickup.  Your lips should almost brush the foam mic "koozie" windscreen.   Get more than an inch away, or in the wrong direction, and you'll sound very, very faint.

· Repetition is the Key to Clarity!   Get on the mic every three to five songs to tell people what they've been hearing.   This is also an excellent time to mention the call letters and your show.

· WHWS plays cutting edge music and it's critical for people to know what it is you are playing. If you can't remember the last few songs you played, then the audience probably can't either - it's time to let them know. Use your playlist. And KEEP A PLAYLIST!
· There's a fine line between "having personality" and "being a rampaging jerk".  Having a personality or giving the audience interesting/relevant information is great, but babbling for five minutes about your love life or the test you just took makes for boring radio.  Turn it around: if you were a listener, would YOU want to hear this stuff?  Often the answer is no…which isn't a reflection on you, it's just indicative of how hard it is to hold the attention of a broad and diverse audience.   When in doubt, the age-old saying always applies: Less Talk, More Rock! Watch the timer and don't talk for more than 30 or 60 seconds.  If you keep it that short, you're usually going to be pretty safe in terms of not boring the audience.
· Other Radio Stations…do not exist besides WEOS and WHWS.  You should not even mention the call letters or frequency of other stations.  If you remind listeners of other stations, they might just tune over to them. The only exception is if WEOS/WHWS happens to be doing a cross promotion with another station, but these are rare and will be handled on a case-by-case basis.

· Conversely, feel free to mention WEOS and WHWS on each others' airwaves as often as possible.  We do want to cross-promote those two stations as much as we can.  Especially in regards to sports.

· Radio Jargon is Bad: Avoid using radio jargon on the air such as "PSA", "Promo", "cue", "fader", "mix board", "Enco", etc.  It puts listeners off because they don't know what you're talking about.
· Don't beg for listener requests.  It sounds very, very pathetic.   Just because nobody calls you with a request doesn't mean nobody's listening…but if you start begging, you can bet nobody will be listening, real fast.

· And finally, the best advice we can give you: PLAN AHEAD!   We highly recommend you plan out your entire show in advance.  Decide what songs you're going to play for the entire show, and draft up some scripts for back-announcing and whatnot.  We guarantee you will sound more at ease, more professional and overall just sound "better" if you plan ahead, rather than just "winging it" for an hour or two.
How to Read a CD Review Sticker
Every CD in the WHWS music library has to be vetted and reviewed by the Music Director(s).  Therefore, every CD in the library will have a "review sticker" on the cover.  There is a lot of useful information here; every sticker will contain the following:

· Genre: this is usually a three-letter acronym, but not always.

· See next page for the list of possible Genre codes.

· First Letter of the Band Name: for easier filing in the library.

· Add Date: the date the CD is added to our database/library.

· Recommended Tracks: tracks the MD's think will sound best on WEOS/WHWS in general.  They won't always line up perfectly with the "sound" of your individual show, but often they're a good starting point.

· FCC Tracks: tracks that have indecent or obscene material and thus should NEVER be played on the air.

· Reviewer's Notes: general description of what the band/album sounds like.  Obviously this is subjective to the reviewer, but it's a good starting place. 

The possible Genre codes are:

ALT
Alternative

RPM
Electronica

WB

World Beat
CF
Country/Folk

JAZZ
Jazz


SDTRK
Soundtrack

RAP
Rap or Hip-Hop
HIP
Rap or Hip-Hop
HIPHOP
Rap or HipHop

REG
Reggae


R&B
Rhythm & Blues
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SECTION 8
Laying Down the Law

Internal Rules & Regs
Showing Up On-Time!
In radio, to be "on-time", you must always be "early".  This is because radio lives and dies by the clock…right down to the second.  If you show up 60 seconds late to class, usually nobody cares…it's no big deal.  Show up 60 seconds late to your shift and you've just crashed and burned; the next show is already playing and you just missed your shift!
Accordingly, here are the rules:

· On-Air DJ's must arrive 15 minutes before their shift begins.  For example, if you have a 2-3pm show…you must arrive at the studios no later than 1:45pm.

· If you don't arrive by 1:45pm, you have officially missed your shift and will be considered "absent" that week.

· This will give you time to get settled, pick your music, and be ready to switch from AUTO to BOARD exactly at the second the previous show ends at the exact top of the hour.

· Sports Engineers / Live Event Engineers must arrive 30 minutes before the game/event begins.  For example, if the game starts at 7pm, you must arrive no later than 6:30pm.

· The sportscasters at the field will be calling in no later than 20 minutes before the game begins, and they will usually want to do at least 10 minutes of pre-game show commentary.   That's why you need to be there well in advance.

· Also, many games are on the weekend, when there's fewer people on-campus to let you in to WEOS if your key-card doesn't work for some reason.

Program Logs

All DJ's must complete a log of what music they played during their show.  The log includes artist, title and composer.  Also whether or not the song was a “request” from a listener, and whether or not the track played was from the “Heavy Rotation” library.

Artist and title are straightforward, but the composer can sometimes be tricky.  Fortunately, with all label-released music, they are required to list the composer somewhere in the liner notes, usually in the fine print.

The reason for the log is for reporting to CMJ (College Music Journal).  They track all the music played by all college radio stations, and if a given station – like WHWS – is playing certain tracks, the labels will notice and send us more (and better) music.  If we don’t report what we play, the labels see it and they’ll be less likely to send us “the good stuff”.  

The logs are also for the regular, required-by-law, reporting WEOS/WHWS has to do for:

· SoundExchange (RIAA – Recording Industry Association of America)

· ASCAP (American Society of Composers, Authors and Publishers)

· BMI (Broadcast Music, Inc)

· SESAC (Society of European Stage Authors and Composers).  

This is for both over-the-air broadcasts as well as the webcast simulcasts.  These reports determine, in part, how much music royalties we have to pay.  It is not a direct connection, so not filling out a log doesn’t mean we can get away with not paying any royalty fees.

It also is a means by which the Program Director can review shows and offer suggestions / commentary / help / criticism / etc.

Program Logs and Attendance
Program Logs are also the means by which DJ attendance is tracked.  If you do not fill out a log, then you are considered "Absent" from your show that week.  Three absences in a semester means an automatic suspension for the remainder of the semester.  (see below)

Please note: For each track played, all fields on the log must be filled out.  It is not acceptable to leave any field blank; use the iMacs in either studio to research information for any field as needed.

Absence Does Not Make the Heart Grow Fonder!
On-Air DJ's have three excused absences per semester.   That's it.  We recommend you save those for when you might need them…because we don't care what the reason/excuse is – if you're absent a fourth time, you're suspended for the semester and on probation the following semester.  Miss a fourth time while on probation, and you're fired from WHWS.
Sports/Live Event Engineers have no leeway – if you miss even ONE shift, you're fired.  It is your responsibility to make sure you're scheduled properly.  Sports and live event schedules for both stations are posted on the WHWS website, and usually on a dry-erase board outside of the WHWS air studio.   Contact the Sports Director for guidance/details.

Please Note:  if you find a substitute DJ or engineer, then it does NOT count as an absence. Make sure you contact the Sports Director and/or General Manager at least one business day before the broadcast to clear the substitute with them.
Decrying Station Programming and Policy

In your breaks, never speak negatively about a station promotion, program, or policy. If you have a problem with WEOS, bring it up with management – not your audience.

There's a couple reasons for this:

· It sounds incredibly boring to the audience to rant about a station policy.  Not to mention very unprofessional.

· There's a good chance you'll be violating a tenet of WHWS policy, or the HWS Code of Conduct.

· It will get you fired immediately from WHWS.  Depending on the nature of the violation, WHWS reserves the right to refer you to the HWS Office of the Vice President of Student Affairs for further disciplinary action.

ALL announcements made on behalf of other groups by WHWS must be executed as written. No commentary of criticizing is necessary or permitted, whatever your personal view is. Be conversational, but not critical.

Also never deride anything you do. Do not cut off or otherwise disrupt (play at the wrong speed, etc.) a song you don't like, especially requests.  In your air-break, don't speak badly about a song you just played. Someone out there might have liked it and will be thankful for the station's introducing it to them. If you don't like a song, don't play it.  Don't apologize for a mistake, either; at most, give a VERY quick explanation and move on.  Radio is a fleeting medium.
Decrying Hobart & William Smith Colleges’ Policy and Procedure During Your Show

Similarly, speaking negatively about Hobart and William Smith Colleges is the same as speaking negatively about WHWS.  After all, they are our license holders!

There is one difference: a commentary about a HWS policy or procedure.  Like all commentaries, they must be vetted and approved by the professional station management before airing.  If the commentary is valid and relevant, the management may allow it to be aired.   Be forewarned; the default answer for commentaries about HWSC policies and procedures is usually "no".  The proper outlet for such things is the campus newspaper; not a broadcast outlet that reaches far beyond the campus borders.  The reason is that there is ample legal protection and journalistic ethics-protection for such commentaries in campus newspapers; there is no such protection for radio broadcasts! 

REMEMBER: YOUR SHOW IS A PRIVILEGE – NOT A RIGHT!   This has been affirmed by the station management, by Hobart and William Smith Colleges, by the FCC and by the US Supreme Court. 
AUTO vs. BOARD
We've mentioned AUTO and BOARD elsewhere
, but a quick note here.  If you have to leave and there is no DJ after you…always leave the mix board set to AUTO.

NEVER NEVER NEVER leave the mix board set to BOARD and a fader turned up.  This will break things as the automation will not play properly, and usually means tons of dead air overnight and during the following morning's drive-time.  Drive-time is our most-listened to time, and we have a lot of underwriting between 5am and 9am.   If you leave things set to BOARD, none of that will play and it will cost the station money.  SO ALWAYS SET IT TO "AUTO" BEFORE YOU LEAVE.   Even if AUTO is just dead air…do it anyways.  Contact the General Manager to let them know, but leave it on AUTO as sometimes the problem will "fix itself" as the automation switches from one satellite feed to a different one.
No Food or Drink are Allowed in the AIR STUDIOS
All food and all drink…including cups of water from the water cooler in the music library…are prohibited from the Air Studios themselves.  There are tens of thousands of dollars of equipment in those studios, all of which react very, very badly to food, water and soda (and the like).

You can bring food & drink into the station, though.  Just keep it and eat it in the Mic Booth / Vinyl Library Room.
No Alcohol is Allowed in the STATION
No alcohol is allowed inside 113 Hamilton Street (the WHWS house) at any time.

Doesn't matter if you're over 21, nor if you're "hanging onto it for later", nor if it stays sealed in a crate or box….NO ALCOHOL OF ANY KIND IS EVER ALLOWED!!!

Violation of this rule will lead to immediate firing from WHWS and possible referral to the HWS Office of the Vice President of Student Affairs.
No Smoking is Allowed in the STATION
No smoking is allowed in the station, or on the back stoop.  There is a smoking area on the front porch of WEOS/WHWS.
No Illicit Drugs are Allowed in the STATION
No illicit drugs are allowed inside 113 Hamilton Street (the WHWS house) at any time.  Violation of this rule will lead to immediate firing from WHWS and will include a referral to the HWS Office of the Vice President of Student Affairs.

No Getting Drunk or Stoned
No DJ or Live Event Engineer is allowed to be drunk/stoned at any time during their shift.  The FCC specifically forbids operators from having impaired consciousness under the Federal Drug Free Work Act as does Hobart and William Smith Colleges.  This can endanger the station's FCC license!

Violation of this rule will lead to immediate firing from WHWS and will include a referral to the HWS Office of the Vice President of Student Affairs.
Don't Get Locked Out!
Sadly, this happens quite often.  A DJ will walk aside for a smoking break or some other reason, and forget to bring their WHWS key-card with them.  The doors all lock automatically behind you and – boom – you're locked out.

If you need to step outside for a few minutes, just leave the door cracked open a little.  They don't charge us for the heat or air conditioning, and it's a lot better than suddenly having dead air because you're locked out.

If you ARE locked out, contact the HWS Campus Police at (315) 781-3656 (non-emergency line) and ask for a campus safety officer to come over and let you back in.

Close the Door Behind You When You Leave
A yellow strobe light will flash whenever the door is not closed and latched properly.  Make sure that door is closed when you leave for the day!
Removal of Music from the Station is Prohibited
Removal of any music from the station without the express consent of the Music Director, Program Director, Station Manager or General Manager, is prohibited.   Violation of this rule will lead to dismissal from WHWS and possible criminal theft charges.

It is considered an informal "perk" of being a DJ that you are allowed to bring in your laptop and rip any station CD's to your hard drive.  But you cannot remove any CD's (or vinyl) to take with you for that purpose.  All ripping must be in the station.

Keeping the Library Organized
If you pull out a CD or vinyl to play on your show, you are expected to re-file it at the end of your shift, and to file it in the same place you pulled it from.   Not doing so REALLY fouls up things for everyone, as the MD's can't find the CD if it's not filed in the right place…nor can any other DJ's.  As such, they have to assume it's been stolen, and the offender prosecuted accordingly.

Remember, between the air schedule, music logs and knowledge of the staff, it's usually quite easy for managers to know who's been re-filing their music and who hasn't.  If you don't re-file properly, expect to feel the Music Directors' wrath.
Guest Policy
Except during pre-approved interviews, DJs may NOT have guests that are not WHWS personnel in the station, unless prior permission is granted by the General Manager, Station Manager or Program Director.

WHWS is not a place for your friends to hang out; it's the place where you broadcast to an audience well beyond the campus borders.

Remember: the DJ on duty is responsible for anything their guests do in the control room. This includes theft or damage…so if your guest breaks/steals something – you will be held accountable, too!  If, at any time, you feel your guest(s) are not within the WHWS rules, you are authorized to order them out of the building.  Campus Security will back you up on this, so feel free to call them (315-781-3333 emergency line) if necessary.
By station policy and for fire code reasons, only THREE people maximum are allowed in either Air Studio at any time.

All guests invited to participate in programs broadcast on WHWS must be approved in advance by station management and must have a clearly defined role as to their programming contribution. A guest is a visiting participant and cannot assume a regular role or presence on any program broadcast on WHWS. 
Pets or Related Animals
Pets or similar animals are allowed only with prior approval by the Station Manager or General Manager.  Pet fur and dander can get into sensitive equipment quite easily and gum it up, so generally pets are not allowed.   Exception: medically-necessary animals, like seeing-eye dogs, are always allowed.

Using the Station's Phones for Outgoing Calls
No WEOS/WHWS phone line is to be used for outgoing calls of a personal nature.  All lines are reserved for business use only.

Use of Station Resources
Access to WEOS/WHWS equipment, facilities and promotional materials is considered a privilege, and is always subject to authorization by approved staff.   Remember, these are the property of Hobart and William Smith Colleges – not your personal property.   You are allowed to use them under the direction of approved staff.

In most cases, this is just common sense…for example, don't raid the station's stash of swag for your own t-shirts; we need those t-shirts for giveaways to students every year, and for giveaways to potential underwriters and other VIP's
.  They're not cheap, and we have to plan how many we buy based on how many we think we'll need for various purposes.
Program Interruption 
At no time will a DJ interrupt a program without prior permission, unless it is an emergency.  "Emergency" is defined as an EAS alert or related programming. 
This rule includes arriving late! If the next show has been on for even 10 seconds – you are late and you have missed your show, and it will be counted as an absence.

No unscheduled or impromptu shows are permitted, without the express permission of the General Manager, Station Manager, or Program Director.
If you arrive and your show is being pre-empted by sports coverage, you must wait until the sports game is over before beginning your show.  If the AUTO / “A” button on the mix board is still blinking red, the game is still going.  If it’s solid red, the game is over.

Please Note:  live shows are restricted to specific times of the year unless you have been granted year-round access by the General Manager, Station Manager or Program Director.  That means if you happen to be around during winter or summer break, and you want to do a show – you are perfectly welcome to do so, but you must seek permission first!   WEOS/WHWS runs a lot of special, automated programming during winter/summer/spring break, and we don't want it accidentally interrupted.
Engineering Problems
Any technical problems such as equipment failure or malfunction should be reported to the Program Director or General Manager by phone immediately, if it is serious. At the very least, it should be reported via e-mail. 

SECTION 9
Tips & Tricks on How to Be a DJ

(Mostly old & outdated, but still useful. Info in other sections supercedes all info in Section 9)
CONSOLES

WEOS has control rooms, with consoles in each. Each console has faders, sometimes called  "pots", which control the volume of each of the signals (tapes, records, CD, microphone, etc.) coming into the console. Your job is to adjust the pots to keep the console VU meters peaking, but not exceeding, 100%. (Most of the pots have been calibrated to work with the fader at 0. Sometimes the pot must be set considerably higher or lower to achieve correct VU meter levels   levels too low create noise in the signal, too high cause distortion. A board or console operator constantly adjusts audio levels as needed.)

There are input selector buttons located above each pot. These buttons choose various audio sources and are labeled with the names of each piece of equipment. The pots are all stereo, in the main control room and mono in the production room (you need two pots for a stereo source in the production room).

(NOTE: the pots are not volume controls for the studio speakers. To adjust the volume of the studio speakers, you must use the console monitor controls, located on the right bottom of the console.)

CUING RECORDS

This is the procedure by which you set up the turntable so the selected music begins the second you hit the pot on button.

1. Put the turntable pot into 'cue" by pushing the CUE button. The button will light.

2. Set the monitor level at a comfortable level to hear the cue speaker.

3. Turn the cue level control up to where you need to.  

4. With turntable power off, place a record on the turntable and the stylus on the record.

5. Move the platter slowly clockwise with your fingers until you hear the first note of music, then continue moving it slowly back and forth until you find the precise start point.(NOTE: Be very careful with the stylus. If it bounces off the record, the stylus can be ruined, not to mention the record.)

6. Finish with the record positioned approximately 1/4 turn back from the start of the music.

7. With the power button still off, set the pot to 0. 

8. When ready to play, hit the pot ON button.

COMPACT DISCS

The CD players are generally easy to use. The loading drawer of a CD player should be kept closed when not being loaded or unloaded. Dust is the great enemy of the machine's laser pick up system. Use the Auto Cue functions.

Contrary to popular belief, CDs are not indestructible. They should be held carefully, by the edges only. If a CD skips, remove it and check for dirt, fingerprints or scratches. Use a soft piece of cloth or felt to clean the rainbow side of the disc. Wipe in a radial. not circular. motion working outward from the center.

TAPING SYSTEMS

Cassette systems have improved in recent years, but are still not widely used for broadcast. Their primary drawback is difficulty in cuing and editing. We use cassette primarily for dubs and field recording.

All short announcements go on the ENCO DAD, our hard disc based audio playback and automation system. It uses a windows style interface to operate. 

REEL TO REEL TAPE  (not in use)
Reel to reel machines should have their level and balance adjustments checked prior to each recording. Your training director will demonstrate how to use the test tone from the console to set levels and how to use the meter switches and level adjustments on the tape machines.

Splicing on these machines will open up many possibilities. Know the head sequence; left to right it is ERP, erase record play. Try to remember it by thinking, "easy radio production."

To edit out a word or section, manually rock the tape back and forth across the play head until you find the beginning of the word to be removed. Mark this location on the tape with a wax crayon or felt marker. Back the tape up an inch or two until the spot you have marked is on the erase head. Now record the new material you want.

Microphone Technical Proficiency

Levels: When you speak on the air, use a natural voice. It is okay to speak softly or loudly in certain circumstances, but the engineer must compensate for this by changing the level of the microphone. Try to speak at a constant audio level.

Position: Your mouth should be positioned with your lips almost brushing the foam windscreen on the microphone; in other words, very very close.  Less than ¼ of an inch.  If the mic has no foam windscreen, back off to about 2-3 inches away…if you are closer, you may induce a "prominence effect" which increase the bass response or "boominess" of the microphone. 
With either mic, if you are too far away, the relative level of room ambiance will be too high and it will sound like you're speaking in a big empty room.

Direction: All of the microphones in WEOS's studios and control rooms are uni directional, or "cardioid" microphones. This means that they pick up sounds better in the direction that they are facing. To take advantage of this, be sure the microphone is pointing directly at your mouth. It is not, however, necessary to have your mouth pointing directly at the microphone. Turning your head slightly to the side can help alleviate "popped P's" (see below) and other excessive breath noises.

Popped P's: Certain phonemes, especially the letter P, can cause excessive wind noise on the microphone. Popped P's can be lessened by altering your speaking habits. Practice saying words with P's in them while holding your hand 2 to 3 inches in front of your mouth until you cannot feel any wind on your hand. 

PUTTING IT ALL TOGETHER

Here on one page for easy reference is how a typical DJ should go through a shift at the station:

1. Arrive 15 minutes early.   (30 for Live Event Engineers)

2. Inform the on air DJ that you are here.
3. Check for any messages you may have in the mailboxes.

4. Check all applicable doors, windows, and bulletin boards around the station for new information. 
5. Check the music playlist for the shift prior to your show and note if any artists you would have wanted to play were already played.
6. Choose some Heavy Rotation CD's.  (4 tracks per hour!)

7. Choose some regular-library records.
8. Start filling out your Program Log with your name & other info.

When selecting your music you must be simultaneously aware of: 

1. Fulfilling your 4 Heavy Rotation songs per hour. 
2. Not picking indecent songs (regardless of safe harbor 10PM to 6AM)

3. Not repeating an artist from previous show.
4. Not playing copyrighted material without permission
5. Not alienating your audience.
When you go on the air you must be sure you don't: 

1. Issue a call to action.

2. Say anything indecent or obscene.  (regardless of safe harbor 10PM to 6AM)

3. Slander someone
4. Issue false or deceptive communications

5. Deride a station & Hobart & William Smith activity or policy.

6. Invade someone's privacy
7. Bore or otherwise alienate your audience by: 
a. Giving information that isn't interesting. 
b. Talking too long.
c. Using obscure radio jargon.
d. Audible paper shuffling and button punching. 
e. Speaking in first person singular too often. 
f. Not clearly back-announcing.

g. Begging for requests
h. Acknowledging or apologizing for mistakes 
i. Talking off mic.
j. Being too self indulgent
Then throughout your show you must be sure you:
1. Legally identify the station at the top of the hour.

2. Identify yourself (first name only recommended)

3. Make any necessary promotional announcements. 
4. Write down all your music selections, noting artist, title, composer, heavy rotation

a. Fill out the times on the programming log.

5. Answer the request line (and the business line if no one else is around).
6. Note technical problems and e-mail the General Manager if needed.

7. File records back in the library correctly.
8. Place HR material back in the Heavy Rotation shelves correctly.
9. Always have some music cued and ready to go.
10. As your show is ending, make sure the next DJ is ready to go. Your show ends on time. If you are going to network, make sure you know how to do this, you've got things timed correctly, and that you switch the mix board to AUTO when you leave.

11. Put your playlist in the "used" box (next to the door)

12. Remove any trash you generated. 
13. Get out of the next DJ's way. 
14. PUT AWAY YOUR CD's and RECORDS!!!!

OPERATOR TRAINING AND PROFICIENCY INFORMATION

The Federal Communications Commission (FCC) was established by the Federal government to regulate the airwaves, which are considered public property, and to keep stations from interfering with each other's signals. The FCC issues and renews station broadcast licenses and set regulations to ensure that they operate within legal parameters.

In 1995, the FCC deregulated the last of the individual licenses and transferred the responsibility for training to the individual stations. However, the FCC holds the individual station responsible for hiring people who are well versed in FCC rules and regulations and are capable of operating a broadcast station legally. Here at WEOS, we have designed a training program to serve this function, and we require all board operators to pass these requirements. This information packet will acquaint you with the FCC rules, regulations, and procedures you will need to know to legally operate a radio station.

At any time during the broadcast day, an FCC field inspector can examine the station facilities. Since WEOS is on the air 24 hours a day, seven days a week, an inspection can occur at any time. The station's public file, which is located in the staff office, can only be inspected during normal business hours. If an FCC inspector comes to call, allow him/her to examine whatever s/he likes, and answer all questions to the best of your ability, or call someone who can. Call the General Manager, Program Director, and/or Security if the FCC comes to take a look.

The inspector may ask to see your operating log, the station's license, and other documents. S/he may also ask you to perform an Emergency Broadcast System (EAS) test, and take meter readings.

The operating log contains the following information:

1)
Transmitter readings, i.e. plate voltage and plate current, % power output, etc. 

2)
EAS Information for that day

3)
Sign on/off or indication of continuous operation 

4)
Legal signature of the operator on duty, in ink

The station's license and permits will be located in the control room.  The station license includes information on the geographic coordinates of the transmitter, the legal maximum power output of the transmitter, the name and address of the licensee, and the address of the transmitter site. This is on the bulletin board. 

Since the transmitter will be located away from the station, WEOS uses remote control equipment to monitor its output.  Readings of the plate voltage and plate current must be taken once during your shift. Voltage fluctuations sometimes occur in the primary power supply (i.e. from the electric company). These fluctuations will cause the transmitter output to be too high or low. The transmitter operator (you) are authorized to raise or lower power to bring the station into proper parameters.  These parameters are determined by computing the power, which is done by using this formula: Power = plate voltage times plate current times transmitter efficiency rating (P=Ep x Ip x F). FCC rules specify that an FM station's operating power shall not exceed the limit of 105% or be less than 90% of the figure specified on the license.  If the remote control equipment fails, operation by remote control must cease. This means that readings must be taken at the transmitter itself or we must sign off the air.

Modulation directly corresponds to the VU meters on the control board. Modulation is an average output going to the transmitter. If needles on the VU meters are in the red, you're overmodulating, and the FCC requires that station's output not exceed 100% more than six times a minute. To correct this problem, reduce the level of your audio.

The FCC requires that stations perform an EAS test once a week. WEOS uses the Sage System with a prerecorded test message. First you activate the EAS encoder. After the encoder is done, It is under the ID section. Resume programming. All radio stations are required to install equipment to receive EAS tests from another local station in the system. After the test is performed, you must note it on the program log and the operating log.  In addition, when a test is received (the station should receive one from another station at least once a week), the operator must note time received on the operating log. During true emergency situations, an EAS signal will be sent from the station we are monitoring.  Instructions will be given at that time, and will vary according to the station license.  

Legal IDs, which consist of the station's call letters followed by its city of license (WEOS, Geneva) must be given at the top of every hour, plus or minus two minutes.

Corrections to the operating and program logs should be made by drawing one line through the error and initialing it. If during the course of your broadcast, you inadvertently play material with indecent or obscene matter (as defined in the DJ Handbook) in it, WEOS requires, for the station's protection, that you make a note to the program director or GM concerning this, and mark it on the record/tape/CD jacket with big 'X' (if it isn't already. If it is, you shouldn't be playing the song except during safe harbor   11PM 6AM).

You will be tested on this information  with an oral and or written exam and by demonstrating proficiency of operations. You will not be allowed on the air until this is satisfied.

DJ TRAINING  PHASE I

(TO BE COMPLETED BY END OF DJ'S FIRST SHIFT UNLESS OTHERWISE INDICATED)

Basic Duties/Technical Checklist  must be initialed by trainer

DJ Name:

Shift:

Trained by:

Can/Does the DJ...

Date/initials

1.  Properly cue up a record/tape/CD/cart? 

2.  Properly put cued material on the air?

3.  Transition smoothly between songs/carts (i.e., no dead air)?

4.  Do a coherent airbreak containing back -announcing, call letters, frequency, DJ name and 
request line number?

5.  Segue smoothly from song to airbreak and vice versa? 

6.  Properly fill out the music playlist log? 

7.  Keep VU meter levels out of the red?

8.  Know not to say any of the seven Pacifica words in any airbreak or play material containing 
them from 6AM to 10PM? 

9.  Fill out each section of the program log completely?

10. Do a giveaway properly both on air and in filling out paperwork?

11. Know what to do in case s/he needs a sub or if the person before or after him/her doesn't 
 
      show up ?

12. Do a PSA and note it properly on the program log?

13. Has the DJ been through the rules? 

14. Has the DJ been :"FCC" certified ?

15. Know about new bin (including properly marking on the playlists! )?

16. Has the DJ passed the Test ?

17. Know to answer the request line "WEOS?" and be cool to callers?

18. Engineer news/sports if casts fall into his/her show?

19. Operate the reel to reel, RDAT, and Digilink as well as satellite receivers ?

20. Know what legal IDs consist of and when to do them?

DJ TRAINING-PHASE II

Stylistic/Procedural Checklist  must be initialed by trainer

DJ Name:

Shift:

Trained by:

Can/Does the DJ...

Date/Initials

1. Not pop his/her "p's"?

2. Do they have an airbreak every four to five songs at minimum? 

3. Avoid calls to action?

4. Make sure to run the disclaimer cart after editorializing? 

5. Fulfill the new bin requirements?

6. Avoid playing the same artists/songs every week?

7. Play a diverse selection of genres within his/her show? 

8. Avoid overly long and boring airbreaks?

9. Regularly let the audience know what station and what DJ they're listening to? 

10. Fill out the music and program logs properly?

11. Avoid subjecting the audience to pops, squeaks, crunches, and other annoying off mic noises? 12. Avoid talking to people in the studio who don't have a mic? 

13. Avoid begging for requests or criticizing WEOS on the air? 

14. Avoid starting each airbreak with "Uh..." or "OK..." ?

15. Have tight segues between songs and/or carts and airbreaks?

16. Avoid scratching, stopping, or messing with the speed of records/songs if one is not competent       at doing so and/or does no have a good artistic reason to do 

17. Avoid making fun of songs, especially requests?

� The legal "call letters" of WHWS are "WHWS-LP", denoting an actual LPFM license.  However, we will use the two interchangeably in this document.


� OBSCENE MATERIAL IS NEVER ALLOWED ON THE AIR, EVEN DURING "SAFE HARBOR"


� KKMG in Colorado was fined in 2001 for playing a "radio edit" version of Eminem's The Real Slim Shady that a listener found objectionable and complained to the FCC about.  The FCC later dropped the fine in 2002, but KKMG still had to pay substantial legal fees fighting it.


� See page 40.


� The universal rule of radio: everyone loves a free t-shirt.
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