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Introduction

Welcome to the KVMR Broadcaster Handbook.

The purpose of this handbook is to provide a basic orientation to Community Radio KVMR FM and to outline the federal and state regulations and station policies that define the rights and responsibilities you have as a broadcaster.  A thorough understanding of this Handbook is important if you want to be a volunteer broadcaster at KVMR.

The Handbook serves two functions.  First, it is an important part of the training process for new broadcasters.  Second, it serves as a reference for active broadcasters to consult when questions of policy arise. The Handbook establishes the ground rules and the recourses we have when we don't see eye-to-eye on those rules.  While the Handbook may not answer every question broadcasters might have about station policy, it will help us all work together toward our common goal of making KVMR radio the best it can be.

Every broadcaster is responsible for knowing and understanding all the policies contained in the Broadcaster Handbook.  Ask KVMR's Program Director or General Manager if you have any questions.

About Revision 4.0

by:

Brian Terhorst

KVMR General Manager

Until the early 1990s, KVMR’s broadcaster handbook consisted of a basic handout that was developed and modified over time as part of the ever-changing, organic evolution of KVMR.  In 1993, an exhaustive effort was undertaken by broadcaster Dave Simpson to expand and consolidate various federal regulations and station policies into a training and reference manual for KVMR’s volunteer broadcasters.  In the end, Dave’s efforts yielded three documents:  The KVMR Broadcaster Handbook 3.0, a revised Station Operations Manual (or SOM), and the KVMR Training Manual.  In 1995, the Handbook underwent a minor revision by Station Manager, Joseph Guida and Membership and Events Coordinator, Brian Terhorst.  Most of the heart and soul of Dave’s original work was retained in the 1995 revision and has been folded into this edition as well.  The Broadcaster Handbook remains a tribute to Dave Simpson’s devotion to quality, community-based broadcasting.

There are several additions to this expanded Handbook.  The former references to Volunteer Hours have been superceded by an expanded Community Service Hours Policy.   Perhaps the most noteworthy revision, however, is the incorporation of KVMR’s Program Committee Procedures and Guidelines.  This time-honored set of guidelines has long provided the framework for the establishment, cultivation, and management of KVMR’s programming but has previously been a stand-alone document.  Several recent procedural developments have led to the consolidation of the PC Guidelines with the Broadcaster Handbook.  The supervision of KVMR’s Program Committee, formerly the responsibility of KVMR’s Board of Directors (the Nevada City Community Broadcast Group), was recently turned over to KVMR’s General Manager.  Underway at the same time was the development of procedures for an annual review of KVMR’s programming schedule including an annually renewable Broadcaster Agreement.  The Broadcaster Agreement led to the resurrection and revision of a list of broadcaster rights to define what KVMR was agreeing to provide to our programmers.  It was time to fold all of these developments into the Guidelines and seemed an opportune time to integrate all of these policies into a more comprehensive Handbook.

Also included in the revision are several new federally-mandated policies.  As a non-profit corporation, KVMR is required to have some basic policies to govern our workplace.  These became even more essential as a condition of the federal funding that KVMR receives from the Corporation for Public Broadcasting (CPB) and the U.S. Department of Commerce.  The Drug-Free Workplace and Non-Harassment Policies that you’ll find in this document are federal requirements.

Acknowledgement and thanks go to Paul Emery, Jeffrey Clark (the NCCBG Board of Director’s representative to the Program Committee) and the other members of KVMR’s Program Committee for their pioneering work in proposing and drafting the initial procedures for the annual schedule review and Broadcaster Agreement.  Among those who braved this process are Al DeVico, Diana Fox, Thomas Greener, Theresa Lyons-Clark, Jenny Michael, Kim Rogers and Dan Scanlan.  Thanks also to Stephen Cagle for applying his expertise in human resources policy and procedures to KVMR and for drafting the Drug Free Workplace and Non-Harassment Policies.

Other KVMR Publications
The Standard Operating Manual

The KVMR Standard Operating Manual (SOM) outlines the technical skills that broadcasters must know in order to go on the air.  It gives instruction and procedures on how to use the studio equipment and the transmitter.  Additionally, the SOM provides guidelines for fulfilling FCC technical requirements. As with the Handbook, you are responsible to know and understand all the guidelines and procedures contained in the SOM.  A copy of the SOM resides permanently in KVMR’s air studio for easy reference while broadcasting.  You should, however, have your own copy of the SOM.  If you need a copy of the SOM or have any questions about its content, ask the Program Director or Chief Engineer.

The KVMR Training Manual

The KVMR Training Manual is a collection of thoughts on the art and technique of doing radio.  It outlines the training process for students taking the KVMR Broadcaster Training Class, but even experienced broadcasters may find something there to improve their shows.  The Manual includes helpful tips from many sources, including the collected wisdom of veteran KVMR broadcasters.  For copies of the Training Manual, consult with the Program Director.

KVMR Mission Statement

Approved by NCCBG Board of Directors, April 20, 1998

KVMR is a community supported, volunteer based, non-profit, non-commercial radio station in Nevada City.  We serve the Sierra and greater Sacramento Valley listeners who seek education, entertainment and information by providing a community oriented, alternative forum, the basis of which is:

· music which provides exposure to diverse cultures and, in addition, emphasizes materials often ignored by commercial media.

· locally produced public affairs and news programming of community, national and worldwide issues and local cultural arts.

· to produce musical and cultural events within the community.

KVMR is committed to honoring and encouraging freedom of expression, diversity and creativity in all programming, giving consideration to the innovative, the experimental and the traditional.  KVMR provides opportunities for community access and involvement in all aspects of the station.

Section One:  The Players

KVMR FM

Before getting into policy, it might be good to discuss exactly what KVMR is all about. For many years KVMR has been described as "Full Spectrum Community Radio."  Consider what this means.

Let’s start with “Community Radio.”  This is actually a legal definition that further defines stations like KVMR as educational entities.  According to this designation, we must regularly demonstrate that KVMR serves the community.  At the most basic level, we achieve this through Public Service Announcements, providing air time to community organizations, and covering issues of local concern.  As is obvious from our programming, we go well beyond fulfilling this requirement at the basic level.

Take another minute and carefully read KVMR’s Mission Statement on the preceding page.  It’s lengthy and covers a great breadth of ideals.  It is essential, however, that all of us at KVMR remain familiar with the Mission as it permeates everything we do at KVMR.  This broad mission provides the conceptual core around which our board and management set the goals and policies that govern short and long term planning and the day-to-day operations at the station.  Ultimately, the very structure of KVMR (including the composition of its Board of Directors and Program Committee, its election procedures and the broadcaster training process) insures that individuals from our community, folks just like you, have the opportunity to become involved at all levels.  Our collective grass roots involvement shapes the distinctive, eclectic, and provocative programming that is KVMR.  Our programming is our product and is the vehicle by which we cultivate and maintain relationships with the listening community.  In a larger sense, KVMR is a mechanism for individuals and organizations to interact with the community at large.

Now let’s take a look at the “Full Spectrum” concept.  Does this mean that we attempt to play every genre of music and present every point-of-view on every issue?  Not exactly.  It is just as impossible to contain a full spectrum as it is to please everybody all of the time.  We can, however, strive to please many people as often as possible.  Our listeners are not a homogenous group that tune in and enjoy everything we do.  Rather, they are men, women and children who represent a wide variety of ages, interests, musical tastes, and political points of view.  Different listeners tune in at different times to catch the things they like.  Our objective is to provide an alternative to the mainstream:  a thoughtful, diverse, and interesting blend of music and public affairs programming that appeals to our extremely varied listening audience.  Furthermore, we attempt to provide material neglected by other media, including coverage of local issues.  

The Broadcaster

So, what does it mean to be a KVMR Broadcaster?  In the simplest sense, you are someone who broadcasts at KVMR.  But in the same way that the preceding discussion illustrates that KVMR is not just a regular old radio station, neither are you just a broadcaster at some radio station.  In a very real way, you are KVMR.  It's your personality and your creativity that defines the station’s on-air sound.  KVMR Broadcasters represent an amazing range of ages, backgrounds, points of view, musical tastes and modes of expression.  Perhaps the only thing we all hold in common is that we have gathered together at this place to use the medium of community radio to express our respective passions.  We all share an enthusiasm for radio and a collective sense of pride in what we’re able to create at KVMR.  In the hours that you spend at the sound board, you are running the station and you are KVMR.  It is a both a great freedom for you and a profound responsibility to those with whom you share this endeavor.  As KVMR Broadcasters, we must all treat this opportunity with care and respect.

Active Broadcasters

There are those who occasionally broadcast at KVMR as a substitute or guest host and are considered “substitute” broadcasters.  So-called “Active Broadcasters” are involved more regularly and either substitute on a frequent basis or are assigned one or more regular air shifts.  Active Broadcasters are eligible to vote in elections for KVMR’s Board of Directors (the Nevada City Community Broadcast Group) and Program Committee.  By definition, an Active Broadcaster is one who has been certified by KVMR (including having signed a current Broadcaster Agreement), has broadcast at least once in the past six months and is current on his/her Community Service Hours.  These criteria are elaborated in this Handbook.

The Listener

Let's not forget the listener.  What does a listener want from KVMR?  Well, it would be hard to describe everyone's reason for tuning in to KVMR on a regular basis, but it seems fair to say that most people tune in for two reasons:  They find something on KVMR that's worthwhile, and they find something on KVMR that they can't find anywhere else.  If we give them programming that's readily available elsewhere, what's to stop them from tuning elsewhere?  If we give them programming that's unique and different but of a low production quality, why should they tune in?  It's important to give the listeners what they want - programming that is both excellent and unique and relevant.

KVMR is interested in serving the community by including listeners directly in the process of programming radio.  We invite people from the community to join the Board of Directors, the Program Committee, become a volunteer in the business office or at KVMR events, or become a volunteer broadcaster. Active participation by members of the community best insures that the community's wishes are well-represented.  We are part of a community, and it's that community that we serve.

The FCC

The Federal Communications Commission (FCC) is the federal agency that regulates broadcast media.  They are charged with monitoring radio and TV stations and enforcing the rules that govern them.  As is often the case with bureaucracies, the FCC's many rules are ambiguous and inconsistently enforced.  That leaves stations like ours in a difficult position.  There are those at other stations who fly in the face of the FCC and get away with it (Howard Stern, for instance), but it is very expensive when the FCC goes after someone.  Therefore, it is KVMR's policy to always follow the strictest interpretation of FCC rules.

The NFCB

The National Federation of Community Broadcasters (NFCB) is a member-based advocacy group representing the interests of community broadcasting on Capitol Hill.  While formerly based in Washington, D.C., the NFCB is currently based in San Francisco.  In addition to lobbying on behalf of community radio stations and working to keep public funding in place, the NFCB provides a wide variety of support services for member stations including advice on legislative requirements, interpretations of FCC regulations and comparative data from hundreds of community stations throughout the country.  KVMR is a participant member of the NFCB. 

Section Two:  Station Structure

Volunteers  

Simply stated, KVMR could not exist without an active and dedicated volunteer base. Volunteers help run literally every aspect of the station including assistance with office administration, event production, music library maintenance, fundraising, Board and committee representation and of course, on-air broadcasting. Conservative estimates suggest that over four hundred individuals volunteer for KVMR each year. It all starts and ends with volunteers.

The NCCBG Board of Directors

The Nevada City Community Broadcast Group (NCCBG) is a non-profit organization that was formed on July 12, 1989, as an independent corporation to operate KVMR FM.  The NCCBG is governed by a volunteer Board of Directors whose role it is to set station policy, raise funds, and hire and fire KVMR's General Manager.  The NCCBG Board of Directors meets once a month.  Six of the Board’s twelve seats are elected by active broadcasters and six are appointed by the Board.  At any given time, no more than six board members can be active broadcasters.

For additional information on the NCCBG Board of Directors and its operations, refer to  The Bylaws of the Nevada City Community Broadcast Group, A California Non-Profit, Public Benefit Corporation.  To review a copy of the Bylaws, consult with KVMR’s Administrative Assistant or General Manager. 

Community Advisory Board

KVMR’s Community Advisory Board (CAB) is also an all-volunteer body comprised of community members representing various local constituencies such as education, government, business, performing arts, and other media.  The function of the CAB is to offer responses and advise to KVMR as to how it is serving the community. The CAB meets approximately once every six months and offers their views to the Board, management, and Program Committee.

Program Committee 

With the exception of KVMR’s Program Director, the Program Committee (PC) is a volunteer committee whose responsibility is to manage, arrange, and develop KVMR's schedule of programming. The PC is a standing committee as defined by the NCCBG bylaws.  Unique among community stations, most of which have a Program Director who makes day-to-day programming decisions, KVMR’s Program Committee, comprised primarily of volunteers, has actual programming authority.  The PC has both broadcaster and non-broadcaster, community members and meets every two weeks.

For a more detailed discussion of the functions of the Program Committee, see the Program Committee Procedures and Guidelines in Section Six.

Office Staff

The day-to-day business operations of KVMR are conducted under the supervision of a small paid office staff.  The office staff work very closely to provide the infrastructure that keeps KVMR on the air each day.  From programming support such as transmission improvement, equipment repair and acquisition, programming decisions, music library maintenance, acquisition of recordings, volunteer coordination and supervision of on-air staff to business operations such as financial planning, member services, premium fulfillment, business underwriting, event production, the office staff has an enormous amount of work.

General Manager

The General Manager (GM) serves as the Chief Executive Officer of KVMR FM. The GM is employed by the NCCBG for that purpose.  The GM is responsible for all aspects of programming, business affairs, personnel, planning, government and legal affairs, grant administration and community relations at the station.  The GM hires and fires and supervises KVMR’s office staff. 

Administrative Assistant

The Administrative Assistant works closely with the GM in all aspects of the station’s financial planning and many administrative activities. At KVMR, the Administrative Assistant functions as our bookkeeper and monitors and records all of KVMR's payables and receivables.

Chief Engineer

The Chief Engineer (CE) is responsible for the technical maintenance of KVMR's broadcast facilities, including broadcast and production equipment at the station and transmission equipment at KVMR’s transmitter and translator sites.

Program Director

KVMR’s Program Director (PD) has the responsibility of overseeing all aspects of programming.  This position acts as the liaison between KVMR and its volunteer broadcasters.  The PD chairs and works with our volunteer Program Committee to review and arrange our broadcast schedule, fill air shift vacancies, and evaluate existing programs.  The PD is also responsible for administering disciplinary action for regulatory violations.  For a thorough discussion of the responsibilities of the PD and Program Committee, see Section Six. 

Music Director

The Music Director (MD) acquires recordings for the station and manages the music library so that recordings are easy to locate. The MD inspires and encourages broadcasters and responds to their musical needs.  The MD monitors KVMR’s airplay of new releases and prepares lists for use by broadcasters.  These lists are also reported to and published by national reporting agencies (e.g., CMJ (College Music Journal), Gavin) which, in turn, generate future servicing by record companies and independent producers.

News and Public Affairs Director

The News and Public Affairs Director (ND) is to news and public affairs programming what the Music Director is to music.  The ND monitors and provides assistance to broadcasters to enable them to do their best work.  The ND supervises the KVMR news team meetings, assigns news stories to volunteer reporters and broadcasters and assists with acquisition of recorded news and public affairs productions.

Volunteer Coordinator

KVMR’s Volunteer Coordinator (VC) recruits and trains volunteers for a wide variety of responsibilities including office help, event staff, membership drive telephone help, music library maintenance, and much more.  The VC also maintains KVMR’s Community Service Hours Log and notifies broadcasters when they are deficient on their service hours.  The VC also produces the station’s annual Volunteer Appreciation event.

Development Director (proposed)

The Development Director (DD) works closely with the GM and KVMR’s development staff to provide overall coordination of the station’s development activities (e.g., membership, underwriting, events).  The DD also coordinates station promotions and advertising and pursues and maintains major underwriting accounts.

Membership Coordinator

The Membership Coordinator (MC) maintains the computer data base of KVMR’s listener-supporters (i.e., our members).  The MC maintains account records, prepares mailers including our Listeners’ Guide, membership cards, and premiums.  The MC works closely with the PD to schedule and organize KVMR's on-air membership campaigns. 

Underwriting Administrator

The Underwriting Administrator (UA) manages the accounts of businesses who underwrite on-air programming at KVMR and/or who advertise in KVMR's Listeners’ Guide. The UA crafts and schedules on-air underwriter acknowledgements and maintains all of KVMR's “house” accounts.  The Underwriting Administrator also supervises KVMR's commissioned underwriting sales representatives.

Events Coordinator

The Events Coordinator (EC) serves as executive producer for all of KVMR's fund-raising concert events. The EC makes event proposals, develops budgets, negotiates contracts with artists and their agents, coordinates on-air promotions and print advertising for events and supervises events on site.

Section Three:  Rights of KVMR Broadcasters
1.  To be thoroughly trained with station equipment.

2.  To be informed of current FCC rules and regulations.

3.  To be informed of current KVMR rules and regulations.

4.  To receive written and verbal feedback on programs.

5.  To receive assistance to improve broadcasting skills.

6.  To be contacted beforehand of any preemption of a regular air shift.

7.  To have safe, working equipment.

8.  To have a safe and secure working facility.

9.  That approved procedures will be followed by the station in making decisions affecting broadcasters and their assigned programs.

10.  To vote and to act as a fully enfranchised participant in and of KVMR.

Section Four:  KVMR’s Rules and Regulations
General Policies

Federally Mandated Policies

Drug-Free Workplace

(proposed)

As a recipient of Federal grants, the Drug-Free Workplace Act of 1988 requires KVMR FM to maintain a drug-free workplace.

1.
Purpose:  The purpose of this policy is to furnish disciplinary and rehabilitative guidelines for handling first-time violators of the illegal drug/controlled substance and alcohol prohibitions set forth in Section 2 of this policy.

2.
Coverage:  This policy covers only regular employees and volunteers who provide services in the KVMR office and studio who are first-time violators of any one of the following prohibitions:

a.
Use, possession, offer for sale, or being under the influence of illegal drugs/controlled substances and/or alcohol during working or volunteer hours, including meal and break periods.

b.
Use, possession, offer for sale, or being under the influence of illegal drugs/controlled substances and/or alcohol on KVMR property at any time.

The term “controlled substance” means a controlled substance in schedules I through V of Section 202 of the Controlled Substances Act, 21 U.S.C. 812.  These would include but not be limited to marijuana, cocaine, opiates, hallucinogens, non-prescribed narcotics, stimulants and depressants.

For purposes of this policy, engaging in any of the activities above shall be considered as a violation of  KVMR policy.

3.
Alternatives to Discharge:  The guidelines in the policy are alternatives to immediate discharge.  The refusal of an employee or volunteer covered by this policy to comply with the specified guidelines shall result in the immediate discharge of that employee or volunteer.

a.
Rehabilitation:  An employee or volunteer covered by this policy shall enroll in and complete an approved rehabilitation treatment program as determined by an outside treatment professional approved by KVMR.  The employee or volunteer shall bear the costs of the rehabilitation program and shall be entitled to utilize whatever available vacation, sick and/or medical leave benefits necessary for program participation.  An employee’s or volunteer’s refusal to enroll in and complete such rehabilitation program shall be grounds for discharge.

b.
After-Care:  An employee or volunteer covered by this policy shall enroll in and complete an approved after-care program as determined by an outside treatment professional approved by KVMR.  The recommended after-care program must also be approved by KVMR.  The employee or volunteer shall bear the cost of the after-care program and shall be entitled to seek whatever available vacation, sick and/or medical leave benefits are necessary for program participation.  An employee’s or volunteer’s failure to complete the after-care program shall be grounds for discharge.

c.
Exemption from Rehabilitation and After-Care:  At the company’s discretion, based upon the recommendation of an outside treatment professional, an employee or volunteer covered by this policy may be exempt from the rehabilitation and after-care provisions of this policy.  Such employee or volunteer, however, may be required to enroll in a substance abuse education or similar program approved by KVMR.

4.
Outside Treatment Professionals:  The outside treatment professional referred to in Sections 3.a., 3.b., and 3.c. above shall be selected from an established list of treatment professionals maintained by KVMR.

Non-Harassment

(proposed)

KVMR FM is committed to providing a work environment free of unlawful harassment.  KVMR FM policy prohibits sexual harassment, and harassment based on pregnancy, childbirth or related medical conditions, race, religious creed, color, national origin or ancestry, physical or mental disability, medical condition, marital status, age, sexual orientation or any other basis protected by federal, state or local law or ordinance or regulation. All such harassment is unlawful.  KVMR’s anti-harassment policy applies to all persons involved in the operation of the station and prohibits unlawful harassment by any employee or volunteer of KVMR, including administration, broadcasters and other volunteers.

Prohibited unlawful harassment includes, but is not limited to, the following behavior:

1.
Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments;

.
Visual conduct such as derogatory and/or sexually-oriented posters, photography, cartoons, drawings or gestures;

2.
Physical conduct such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race or any other protected basis;

3.
Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors; and

4.
Retaliation for having reported or threatened to report harassment.

If you believe that you have been unlawfully harassed, provide a written complaint to the General Manager or President of the Board of Directors as soon as possible after the incident.  Your complaint should include details of the incident or incidents, names of the individuals involved and names of any witnesses.  KVMR will immediately undertake an effective, thorough and objective investigation of the harassment allegations.

If KVMR determines that unlawful harassment has occurred, effective remedial action will be taken in accordance with the circumstances involved.  Any employee determined by KVMR to be responsible for unlawful harassment will be subject to appropriate disciplinary action, up to and including termination.  A KVMR representative will advise all parties concerned of the results of the investigation.  KVMR will not retaliate against you for filing a complaint and will not tolerate or permit retaliation by staff or volunteers.

KVMR encourages all staff and volunteers to report any incidents of harassment forbidden by this policy immediately so that complaints can be quickly and fairly resolved.  You also should be aware that the Federal Equal Employment Opportunity Commission and the California Department of Fair Employment and Housing investigate and prosecute complaints of prohibited harassment in employment.  If you think you have been harassed or that you have been retaliated against for resisting or complaining, you may file a complaint with the appropriate agency.  The nearest office is listed in the telephone book.

KVMR Station Policies

Courtesy and Respect

At all times, KVMR broadcasters are expected to treat fellow broadcasters/colleagues and other radio stations with respect and to care for KVMR's equipment, broadcast studio, music library and other facilities.  Broadcasters are expected to clean up after themselves and leave the booth as clean or cleaner than they found it.

Theft
While everyone agrees that it is outrageous, theft is a very real problem at KVMR.  Untold scores of recordings have been taken from the station.  Unless authorized by the Music Director and/or Program Director, do not take station recordings off KVMR facilities for any period of time.  Unauthorized possession of KVMR recordings while off the KVMR facilities is considered theft and will be subject to immediate and permanent dismissal and legal prosecution.

Food and Drink

Because accidents could prove extremely costly, food and drink are forbidden from the broadcast and production studios.  For talk shows, where musical breaks are sporadic, broadcasters may keep a closed beverage container (e.g., a cycling or gym bottle) on the floor of the studio.

General  Meetings

General Meetings are held several times each year, usually once each quarter and as necessary.  Active KVMR broadcasters are encouraged to attend all General Meetings and are required to attend at least three (3) General Meetings each year. You are the heart, soul, and spirit of this station. It is important that you know what's going on and take part in these meetings. 

Community Service Hours

Active broadcasters are required to perform Community Service Hours (CSH) for KVMR.

· Broadcasters with six or more hours of air time each month will perform three CSH for KVMR each month.

· Broadcasters with less than six hours of air time each month will perform 1 ½ CSH each month.

The Community Service Hours Log Book is kept in KVMR’s Multi-purpose Room.  It is the responsibility of each broadcaster to log and keep up to date his/her CSH in the Log Book. CSH may be accrued and credited towards future broadcast hours.  No more than one year’s worth of CSH may be accrued.

Exemptions:

CSH will be waived for broadcasters who are active members of one or more KVMR committees (e.g., the NCCBG Board of Directors, Program Committee).  Broadcasters who are also KVMR staff may not count as CSH any time for which they have been paid.

Broadcasters who live over ½ hour from the KVMR studios may count a portion of their travel time towards their CSH.  No more than ½ of the total required CSH may be counted as travel time.  For example, if you are required to perform three hours of community service each month, you may count no more than 1½  hours per month in travel time.

Penalties for Unfulfilled Community Service Hours:

The Volunteer Coordinator will tally CSH at least every two months.  Failure to fulfill and/or log monthly CSH will result in the following actions:

After two months: verbal and written warning.

After four months: two-month suspension of broadcasting privileges.  Suspension will be documented in writing and placed in the broadcaster’s personnel file.  Suspension will remain in effect until CSH requirements are fulfilled.

Broadcasters who are not current on their CSH will be ineligible to vote in elections for the Program Committee or the NCCBG Board of Directors.

How to Satisfy Community Service Hours:

CSH can be satisfied by helping with a variety of KVMR activities.  Time spent preparing for or engineering an assigned air shift does not satisfy CSH, nor does attendance at General Meetings.  The following are examples of activities that CSH requirements.  If you have questions, please consult with the Volunteer Coordinator.

KVMR Office Work

· receptionist

· assistance with mailers (e.g., preparing and stuffing envelopes, collating, bulk mailing)

· photocopy projects

· ticket sales

· computer work (e.g., data entry, word-processing)

· processing program logs and preparing ascertainment reports

· writing public service announcement (“psa”) cards (e.g., Community Calendar)

· phoning projects

Membership Campaign Assistance

Even if current on CSH requirements, all active broadcasters are encouraged to participate in Membership Drives.  The following activities may be counted as CSH:

· pre-drive planning, conception and scheduling

· notifying broadcasters (confirming programs and preemptions)

· serve as day captain

· answer phones and/or recruit phone answerers

· help with mailers (e.g., pledge confirmations, premiums)

Listeners’ Guide Assistance

· writing Listeners’ Guide articles

· writing record reviews

· distributing Listeners’ Guides

Music Library Maintenance

· cleaning music library

· filing/alphabetizing recordings

· library inventory

· reviewing recordings

· labeling recordings

Programming
While preparation for and engineering a regularly assigned air shift may not be counted as CSH, some programming-related activities may.  The following are some examples:

· training new broadcasters

· engineering for non-certified broadcasters

Event Assistance

Typically, working at a KVMR event allows free admission and, therefore, may not also count towards CSH requirements.  If, however, your assistance with an event does not allow you to see the event, you may be able to count time toward your required hours.  The following are some event-related activities that may usually be counted as CSH.

· event co-production

· poster distribution

· ticket distribution/collection

· producing promotional spots

Other

If you have unique skills or talents that might assist KVMR, you may find opportunity to use them to satisfy CSH requirements.  The following are some examples:

· baking

· art work

· photography

· construction work

· painting

· equipment repair

· recycling

· highway clean up

Personal Information

Broadcasters are required to keep a current address and phone number on file in the office.  This information is included in your annual Broadcaster Agreement but you must notify the Program Director if they change during the year.

Broadcasting Policies
Federally Mandated Policies

Station Identification

A legal station identification consists of a station’s call sign followed directly by its city of license.  Our only legal ID is:  KVMR FM, Nevada City.  You can add things before or after the ID but you cannot divide it up.  For example,

These IDs  are legal:

89.5  KVMR FM, Nevada City, 99.3 FM in Sacramento

KVMR FM, Nevada City, Auburn, Sacramento

These IDs are not legal:

KVMR 89.5 FM, Nevada City
89.5 FM KVMR, Nevada City
A legal ID must be broadcast within five minutes before or after the top of each hour.  Ideally, you should identify the station at least three times an hour; only the ID at the top of the hour must be a legal ID.

Acknowledge Underwriters

In much the same way that individuals support KVMR through membership donations, the business community supports the station through financial donations as well.  Business underwriting differs somewhat from membership contributions, though, in that underwriting is assigned to specific hours of programming and/or to specific features (e.g., the Community Calendar, the Morning News).  As a community radio station KVMR operates in the public trust.  Accordingly, the FCC requires that we acknowledge business underwriters because the public has a right to know whose money has supported KVMR’s programming.

KVMR limits the number of underwriters for a given hour or feature to no more than three.  Each hourly underwriter is to be acknowledged twice within the hour to which their donations have been assigned, once in the first ten minutes of the hour and once in the last ten minutes of the hour.  In an effort to reduce the wordiness of underwriter acknowledgements, broadcasters are encouraged to separate the previous hour acknowledgements from the next hour acknowledgements with a short musical break.  Generally, underwriters for a specific feature are to be acknowledged once either directly before or directly after the feature.

Because community and public radio stations are non-commercial, there are countless federal regulations governing the wording of underwriting acknowledgements so as to keep them from crossing that line into commercialism.  Rather than summarizing all of the variables, suffice it to say that KVMR has gone to exceptional lengths to research the legalities of underwriting and is regarded nationally as an authority on the subject.  All of that experience is folded into the wording that you find on underwriter cards and they are to be read exactly as written.  Please do not change the wording nor embellish upon what you find there.  If you discover grammatical, typographical or spelling errors or if there are missing cards, please notify the Underwriting Administrator immediately.  Also, never poke fun at or belittle our underwriters.  Their funding is essential to KVMR and they deserve to be treated with respect.

There are a variety of ways to go about acknowledging or thanking our underwriters.  There are also a variety of ways not to thank them.  For the most part the distinction between the two centers around acknowledgement that their donations have only partly funded the hour or feature in question; the balance of funding has come from membership, grants, and other sources.  If you keep that point clear, you’re probably on the right track.  

The following are some examples of acceptable underwriter acknowledgements:

· “For their contribution to KVMR, we’d like to thank SPD Markets”

· “This hour is underwritten in part by SPD Markets…”

· “This hour has been made possible in part by SPD Markets…”

· “Thanks to SPD Markets for their part in underwriting this hour/program.”

· “Thanks to SPD Markets for their financial contributions to this hour of programming.”

The following are examples of unacceptable underwriter acknowledgements:

· “This hours is brought to you by…”

· “This hour is sponsored by…”

· “This hour has been made possible by…”

· “Thanks to xxx for this hour/this past hour of programming…”

Remember, when acknowledging our underwriters, it is always good to remember to thank our members as well.  FCC regulations allow for the general acknowledgement of members.

Maintaining Logs

It is the responsibility of each broadcaster to maintain the Program Log and the Operating Log during your air shift.  The Program Log is used to compile quarterly reports that demonstrate that our programming is fulfilling our mission as a community radio station.  The Operating Log is an official record that KVMR’s transmission levels are consistently within legal parameters.  Both are federal requirements and are subject to review in the event of an FCC station inspection. See the SOM for how to properly fill out the logs.

Forbidden Speech

Obscenity, Indecency, and Profanity

As outlined in the National Federation of Community Broadcasters' (NFCB) Public Radio Legal Handbook (1986), the FCC groups  forbidden speech into three categories:  obscenity, indecency, and profanity.  While the FCC clearly identifies the three categories, they are far more vague about what represents the categories or what the penalties will be for stations that air forbidden speech.

Obscenity
According to the FCC, the following three elements, while developed in reference to printed works, must be present in order for a work to be considered obscene:

· Whether the average person, applying contemporary community standards, would find that the work, taken as a whole, appeals to the prurient interest; and

· Whether the work depicts or describes, in a patently offensive way, sexual conduct specifically defined by the applicable state law; and

· Whether the work, taken as a whole, lacks serious literary artistic, political, or scientific value (Thomas and Clifford, 1986:IV-6).

How these criteria apply to practical day-to-day radio broadcast is subject to individual interpretation and KVMR has not codified what constitutes obscenity.  While creativity and provocative programming are encouraged, broadcasters must always remember that KVMR is in no position to take on the FCC.  When we are unclear whether recorded or spoken material might be considered obscene, we should err on the side of caution.  This is a community radio station. Always treat your listeners with respect and care.

Indecency

While more information is now available about what constitutes indecency and what the federal consequences may be for stations that air indecent material, this remains a vague and complex subject.  For many years, the prevailing standard for what constituted indecency stemmed from a 1977 landmark case involving the Pacifica-affiliated community radio station, WBAI, New York that aired George Carlin’s recorded piece, “Filthy Words,” at two o’clock in the afternoon.  The FCC ruling against WBAI was ultimately upheld by the U.S. Supreme Court and effectively established the list of the “seven dirty words” that stations long used to measure whether or not they were airing indecent material.

In their public memo distributed at the National Federation of Community Broadcasters (NFCB)’s 1998 Community Radio Conference, the legal firm of Haley Bader & Potts reported that, “in 1987, the FCC replaced its ‘seven dirty words’ indecency standard with a ‘generic’ definition of indecency.  Since then, the Commission has levied indecency fines amounting to millions of dollars” (Haley Bader & Potts, 1998:1).  They go on to present the current definition of indecency:

 The FCC considers a broadcast to be indecent if it contains “language or material that, in context, depicts or describes, in terms patently offensive as measured by contemporary standards for the broadcast medium, sexual or excretory activities or organs” (Haley Bader & Potts, 1998:1).

In their Public Radio Legal Handbook, the NFCB points out that indecency is distinct from obscenity in two important ways.

First, obscenity requires that the language in question appeals to the prurient interest; indecent language does not have to meet this test.  In addition, indecent language 'cannot be redeemed by a claim that it has literary, artistic, political, or scientific value'" (Thomas and Clifford, 1986:IV-7).

Specific examples of what has been ruled indecent and a more thorough discussion on the subject of indecency are included in the Media Memo from Haley Bader & Potts contained in the Appendix of this Handbook.

Rather than censoring specific materials, the issue of indecency centers around protecting young people from inadvertently hearing explicit language or material.  Radio is seen as an intrusive medium that requires much less deliberate selection than telephones, print media or even television.  Radio permeates all aspects of people’s lives and accompanies us at home, on the road, at work and as we walk down the street.  As such, unrestricted presentation of controversial material on the radio is far more likely to reach young people than through other media.  Accordingly, FCC enforcement of indecency restrictions is far more common during those times when young people are apt to hear it.  Haley Bader & Potts discuss concept of the “safe harbor”: 

The FCC enforces its indecency policy between the hours of 6:00 a.m. and 10:00 p.m.  The hours between 10:00 p.m. and 6:00 a.m. are regarded as a “safe harbor” period during which indecent material may be aired.  Material that is “obscene,” rather than merely “indecent,” may not be aired at any time… (Haley Bader & Potts, 1998:1).

The current policy of the FCC is to ban the broadcast of indecent material between the hours of 6:00 a.m. and 10 p.m.  The courts have affirmed the right of the FCC to regulate the broadcast of indecent material even though they have struck down laws regulating the transmission of indecent material on the internet and on cable tv (Haley Bader & Potts, 1998:4).

As is the case with many federally mandated regulations, the severity of penalties for violation are not so much for whether there was a random violation as much as for whether one or more violations were not addressed by the station at the time of their occurrence.  In this vein, Haley Bader & Potts report:

…The FCC doesn’t ask stations to report indecent broadcasts, but it does expect them to take immediate remedial action.  Fines may be substantially reduced if a station can show that it took unprompted disciplinary action against those who aired indecent material (Haley Bader & Potts, 1998:4).

Accordingly, KVMR acknowledges the federal restrictions on indecency and will respond with disciplinary procedures in all cases.  As a broadcaster you must always remain conscious of who is or may be listening and present appropriate material. 

Profanity

The NFCB’s Public Radio Legal Handbook provides a clear discussion on profanity:

Court cases have stated that in the case of language that might be characterized as profane - hell, damn, God damn, etc. - the key factor is the intention of the speaker.  If the speaker’s language was meant as “an imprecation of divine vengeance or implying divine condemnation, so used as to constitute a public nuisance,” the language is considered profane.  In other words, profane language occurs when someone who says God damn really means God damn.  So while members of the public may find the use of such language, offensive, a complainant would have to prove the above intent to get a profanity ruling.  It’s generally assumed by the Commission that letter from the public to broadcasters serve as the most effective check with retard to such language (Thomas and Clifford, 1986:IV-7).

If obscenity, indecency, or profanity is broadcast accidentally, a succinct, respectful apology should assuage any listener who may have been offended by it.

Other Regulated Content

Libel/Slander

Another category of forbidden speech is Libel/Slander.  In simplest terms, libel/slander is the knowing, negligent, and/or unguarded broadcast of false information that harms the reputation of, or causes shame or ridicule for, an individual, alive or dead, or organization in a way that causes actual injury in the form of financial loss, impairment of reputation, public scorn, or mental anguish and suffering.  Libel/Slander is a violation of State and Federal law.

We are liable not only for things we say, but also things that are said by guests on our airwaves.  Saying something that even approaches libel/slander can result in a long court battle.  Err on the side of caution.

Calls To Action

As a broadcaster, you may not encourage listeners to take an action such as go to a specific event, purchase a specific product or shop at a specific place.  Known as “calls to action,” such promotions are forbidden.

Examples include:

· “This is a great CD; you should go pick one up at Tower Records.”
· “Strawberry Music Festival is this weekend.  Come on down; I’ll see you there!”
· “Rocko’s Department Store is under a boycott; don’t shop there!”
Consideration

By law, you cannot promote or endorse on the air any product, event, or activity that you might receive consideration from.  In other words, if you receive money, products, or services from someone, you cannot plug them on the air.  In its extreme form, this is known as "payola" or "plugola." In any form, it's illegal.

Political Candidates

Broadcasters who want to have a political candidate appear on their program must coordinate with the Program Director.  The FCC requires that we offer equivalent air time to other candidates.  

Broadcasters who are running for any political office must resign their air shift.

Copyrighted Material

It is legal to broadcast any material that has been commercially recorded, as long as there is no prohibition against airplay on the material.  However, it is illegal to broadcast "bootleg" recordings or other non-commercial recordings without the written permission of the artist.

Regarding printed material that is to be read on the air, you must either obtain the written permission of the author or publisher, or you must adhere to the "fair use rule."  The "fair use rule" demands that the material you read or quote on the air should not take away any of the financial value of the printed work.  If you read the entire work, that can be construed as violating the "fair use rule."  How much of the work you can read without violating the "fair use rule" is a matter of interpretation.  When in doubt, get written permission.

Rebroadcasts
The NFCB’s Public Radio Legal Handbook states:

As a general rule, a station may rebroadcast the programs of another broadcast station only if the originating station has given its written authority for such rebroadcast.  A copy of the originating station’s written consent must be kept by the licensee of the station that rebroadcasts the program and made available to the FCC upon request (Thomas and Clifford, 1986:  IV-17).

Telephone Conversations

Before you live-broadcast a telephone conversation or record a telephone conversation for later broadcast, any and all parties taking part in the conversation must be notified of KVMR’s intent to broadcast it.  This is known as “prior notification” and must take place before any part of the conversation is broadcast or recorded.

Prior notification does not necessarily need to be made on-air.  However, when spontaneously taking calls, such as during a phone-in program, you must notify each caller of your intent to broadcast the conversation before it begins.  This can be accomplished by working with a second person who screens calls and notifies callers before they are patched on air.  If you are working alone and are patching incoming calls directly on air, you must first notify each caller that the conversation is on the radio.  As you patch each caller on air, you should begin your conversation by saying, “Hello, caller.  You’re on the air.”

Discriminatory Broadcasting

It is forbidden to broadcast any material that demeans, encourages hatred, or may lead to violence toward any individual or group based on age, race, religion, sex, sexual preference, or national origin.

Religious Broadcasting

A broadcaster may not promote one religious belief over another, proselytize, or exhort others to embrace any particular religious point of view.

KVMR Station Policies

Certification

The FCC used to require individuals operating an educational radio station like KVMR to hold a current Class 3 Radio Operator’s Permit.  This meant that KVMR broadcasters who wanted to engineer their own programs had to have their own permit; KVMR’s training and certification program used to culminate with a  permit application to the FCC.  In December 1996, the FCC eliminated the requirement for individual broadcasters to hold an Operator’s Permit.  Rather, the FCC would license individual stations who, in turn, must insure that their broadcasters are competent to be operating the station.  In other words, KVMR became responsible for licensing our own broadcasters.

KVMR still honors the Class 3 Operator’s Permit as proof of basic engineering proficiency.  However, in order to insure that our broadcasters are minimally capable of operating the station, KVMR has developed a four-step certification program.  To be a certified KVMR broadcaster, you must (1) complete KVMR’s Broadcaster Training Class, (2) successfully pass the one-hour On-air Certification Test, (3) successfully pass the open-book Written Certification Test and (4) complete and sign the KVMR Broadcaster Agreement.

KVMR Broadcaster Training Class

The Broadcaster Training Class is an introductory training program that is open to the public and typically offered by KVMR each spring.  The course includes five to six weeks of classroom training that presents information about KVMR, our station policies and FCC regulations, panel discussions about creating and developing radio programming, and “how-to” sessions on microphone techniques, presenting yourself and many other facets of broadcasting.  The course also includes hands-on engineering instruction with a certified broadcaster at the KVMR studios.  Much of this training takes place in live, on-air training sessions.  A Certificate of Completion is issued when you complete the Broadcaster Training Class.

Certification Testing

After completing the Broadcaster Training Class, your engineering instructor will continue to work with you in the studios until she or he feels you are ready to fly on your own.  At that point, your instructor will recommend you for certification.  Certification testing consists of a live, on-air test and an open-book, written test.  The On-air Certification Test involves you engineering an hour of broadcasting within which you demonstrate your abilities to perform a variety of operations (e.g., station identification, underwriter acknowledgements, PSAs) and show your proficiency with broadcast equipment (e.g., EAS equipment, sound board, telephone patch).  The On-air test will be administered by a certified broadcaster other than your instructor.  A checklist is used to administer the test and you are allowed to use the checklist during your certification test.

The Written Certification Test is designed to demonstrate that you understand the basic workings of KVMR and that you can troubleshoot your way through minor crises when they arise.  The answers and solutions to the questions on the written test are found in the Broadcaster Handbook, Training Manual, SOM and other materials furnished to you in the Broadcaster Training Class; it is an open book test and your are encouraged to consult these materials to complete the test.

Broadcaster Agreement

When you successfully complete the Certification Tests, you are just about ready to go.  The last step in the process is completing and signing your annual KVMR Broadcaster Agreement. The Agreement is signed by all substitute and active broadcasters and states that you understand your rights and responsibilities as a KVMR volunteer broadcaster and agree to adhere to them. The Agreement also specifies program assignment information for regularly scheduled broadcasters. 

When these four documents (i.e., the Training Class Certificate of Completion, On-air Certification Test, Written Certification Test, and Broadcaster Agreement) are in your file at KVMR, you are a Certified Broadcaster.

Disclaimers
It is station policy that KVMR will take no editorial stands.  Therefore, whenever an opinion is expressed on the air, it must be made clear that the opinion is not that of KVMR.  In such cases, announce the following disclaimer:

The views and opinions expressed in this program are those of the speaker and do not necessarily represent those of KVMR, it's management, staff, or underwriters.
On-Air Appeals and Airing Dirty Laundry

Under no circumstances may a broadcaster appeal to listeners regarding decisions made by station management, staff, or committees without the permission of the GM or PD.  Complaining or "airing dirty laundry" over the airwaves is considered substandard programming and only serves to alienate our listening audience.  If you have grievances, discuss them with the GM. 

Public Service Announcements (PSAs) 

Two PSAs must be read exactly as written every hour, except in hours that include the Community Calendar, Healing Arts Calendar, or Upcoming Shows Schedule or an interview with a community member. 

Upcoming KVMR Events

Broadcasters have a responsibility to promote upcoming shows and events at KVMR at some point during their air shift.  This includes playing scheduled promotional spots and playing the music of upcoming performers.

Substitutions

When broadcasters are unable to fill their air shift, it is their sole responsibility to find a suitable substitute, to inform the substitute of the format of your air shift, and to notify the Program Director in writing of the name of your substitute the date of the substitution.  In emergency situations, you must notify the Program Director who may be able to help you arrange for a substitute.

When you substitute for another broadcaster, you are required to stick to the format and feeling of that program.  Let the listeners know that you are substituting, for whom, and the name of the program.

Leaves of absence

Leaves of absence are required when a broadcaster anticipates being unable to fill his/her air shift for longer than six programs or six calendar weeks, whichever is less. Broadcasters who wish to take a leave of absence must notify the Program Director at least two weeks in advance of the proposed leave and nominate a substitute.  The Program Director reserves the right to approve the substitution.  Extensions may be granted by the Program Director under exceptional circumstances.

Maintenance
Always leave the air studio and music library in as good a condition or better than you found it.  Throw all litter in waste baskets and remove all of your belongings from the air studio as you leave.  Re-file all recordings in their appropriate location before departing.  

Equipment Problems

Treat KVMR broadcast equipment with care and immediately report any equipment failures or malfunctions to the Chief Engineer.  You are to note any malfunctions on the bottom of the Operating Log and should also leave a note for the Engineer in his or her mailbox.  Consult the SOM for procedures in emergency situations.

Mechanical Configuration

As a consideration to those who use the studios and to assure that equipment is functioning as it is intended, do not unplug, re-patch or attempt to repair any equipment without prior authorization from the Chief Engineer or General Manager. If you have special needs that are not accommodated by the normal studio set-up, please make a request for these modification(s) at least two days in advance.

Security
As a KVMR broadcaster, you are responsible for the security of the studios, music library, and lobby areas.  When you are on air, especially at times when the business office is closed, you are in charge. Remember that and act responsibly. Be aware, there are a lot of cranks out there. Make all law enforcement officials show identification before you open the door. Do not allow strangers to be unattended in the music library or in the studios. 

Air Shift Transitions
It is the responsibility of every broadcaster to foster a smooth transition between air shifts. Begin and end your assigned shift on time.  If you are running late for your upcoming shift, please notify the preceding broadcaster.  If your program needs more than five minutes set-up time, notify the broadcaster before you.  You are expected to cooperate with the upcoming broadcaster and should allow him/her to quietly gather recordings, PSAs, underwriter cards, and other things necessary for their show.  You should have your materials cleared from the studio and have outgoing music playing at least 5 minutes before the end of your air shift.  It is the right of the following broadcaster to fade down a selection if it goes into their assigned air shift.

Training
Broadcasters must attend training classes when required.

Resignation
Broadcasters desiring to resign their air shift should notify the Program Director at least two weeks in advance.  The Program Director reserves the right to find a temporary substitute immediately upon notification.

Section Five:  Disciplinary Action

Administration of Disciplinary Procedures

Non-Programming-Related Violations

Disciplinary action for non-programming-related violations of Federal regulations or KVMR station policy will be administered by the GM. In the case of a violation, a letter will be written noting the violation and will be entered into the broadcaster's file and kept for one (1) year. On all violations a conference will be scheduled with the GM and the broadcaster to be held within approximately two (2) weeks, or as soon as possible. After the conference has taken place, the GM and/or PD shall determine what disciplinary action is warranted.

Programming-Related Violations

Disciplinary action for programming-related violations of Federal regulations or KVMR station policy will be administered by the GM and/or the PD. In the case of a violation, a letter will be written noting the violation and will be entered into the broadcaster's file and kept for one (1) year. On all violations a conference will be scheduled with the GM and/or PD and the broadcaster to be held within (approximately) two (2) weeks, or as soon as possible. After the conference has taken place, the PD shall determine what disciplinary action is warranted.

Disciplinary Procedures

Unless specified otherwise in Section Four, the following disciplinary procedures apply to violation of the rules and regulations contained in this Handbook.

1.
1st offense:  Immediate verbal and subsequent written warning. The warning will be entered into the broadcaster's file. The warning will stay in effect for one (1) year.  If a broadcaster's first offense is followed by a period of one year without further offense, the broadcaster may petition the GM for removal of written disciplinary action from his/her file.           

2.
2nd offense within one year:  Three (3) month suspension from the station and loss of all air shift assignments.  Suspension will be documented and kept permanently in the broadcaster’s personnel file.  During suspension period, broadcaster may not operate KVMR FM (including substitutions).  After suspension period, broadcaster may apply for open air shifts as they become available.

3.
Any additional offenses after receiving a suspension will result in dismissal.  Dismissal is permanent and includes revocation of KVMR certification.

Appeals Procedures

Appeals to Actions Taken by PD or PC

A.
Programming decisions and disciplinary actions taken by the PD or PC may be appealed.  The person appealing must submit, in writing, the basis for the appeal to the PD.

The PD or PC must:

1.
Within one week of said appeal, deliver or have delivered to the appellant:

a.
A written narrative of the decision of the PC/PD which shall include:

1.
The narrative of the events surrounding the appeal

2.
Reason or rationale for sustaining or denying the appeal.

b.
The PD is responsible for maintaining copies of the aforesaid documentation.

B.
If satisfaction is not obtained, the matter may be appealed to the General Manager.

The party appealing must:

1.
Deliver or have delivered a written narrative of the basis for this second appeal to the GM.

2.
Allow the GM one week to obtain and review the documentation of the earlier appeal before discussing the issues. The GM may then schedule a meeting with the appellant or the GM can choose to render a decision in writing. If the GM chooses to meet with the appellant and hear the matter verbally, both the GM and appellant may, with prior notice to and consent of the other, introduce a 3rd party who can offer pertinent information concerning the issues of the appeal. The General Manager will deliver, or have delivered, a written decision to the appellant within one week of the decision.

C.
If satisfaction is not obtained, the matter may be appealed to the NCCBG Board of Directors.

Appeals to Actions Taken by the GM

Programming and non-programming related actions taken by the GM may be appealed.

The party appealing must:

1. 
Deliver or have delivered a written narrative of the basis for the appeal to any two officers currently on the NCCBG Board. The officer(s) who receive the appeal will bring the matter before the Board at the next, regularly scheduled meeting. The Board will decide whether or not to hear the appeal. If they choose not to hear the matter, the secretary of the Board will express the Board's decision in the minutes of the meeting. If the Board decides to hear the matter: 

a.
The parliamentarian will gather documentation from the prior appeals and schedule the matter on the agenda of the next regularly scheduled meeting of the Board of  Directors.

b.
The parliamentarian will work with the appellant as to the procedure of the appeal.

c.
The parliamentarian will consult with the Board president and together they will speak on behalf of the Board concerning time to be allowed, rules and procedure of the hearing and, at the Board's discretion, witnesses may or may not be permitted in the process.

d.
Within one week of the Board's decision, the Secretary of the Board will deliver or have delivered the Board's decision to the appellant.

2.
Appear before the Board and make his/her appeal according to the guidelines set as described above.

Section Six:  Program Scheduling At KVMR

Block Programming

In the great big world of broadcasting, programming decisions at radio and television stations are typically made by an individual, a Program Director, who draws information from a variety of sources.  At KVMR, the Program Director (PD) chairs a Program Committee (PC) comprised of broadcasters and non-broadcaster community members who, as a group, make programming decisions.  At times, PC decisions are made on a case-by-case, program-specific basis; examples include the evaluation of a given program or feature and filling an open air shift with a new program.  The PC also makes more global programming decisions.  In the world of broadcasting, this is often called “block programming” since it considers several programs or time slots (i.e., blocks) and the way they relate to others.  When conducting block programming, the PC might evaluate or restructure programming within a given day; this is sometimes called “vertical programming” since, if you mapped such a block on paper, it would be arranged up and down (i.e., vertically) on a programming grid.  Another kind of block programming is “horizontal programming;” this considers one or more blocks of time each day (e.g., 10 a.m. - noon or 8-10 p.m.) across several days or a whole week.  If you were to map such a block on a programming grid, it would appear as a horizontal band extending across several days.

Annual Schedule Review

On an annual basis, KVMR’s PC conducts a global review of our programming schedule.  This is done to insure that our programming is fulfilling our mission and is effectively reaching our audience.  Further, it provides the opportunity to consider new programs and to evaluate the overall effectiveness of KVMR’s programming schedule.  As currently structured, a lengthy review process culminates with the release and implementation of a revised annual programming schedule each fall.  For actual criteria and procedures, refer to the Program Committee Guidelines in this Handbook.

The work of conducting the annual review process begins many months in advance of the release of the fall schedule.  The review process begins early in the calendar year with consideration of a variety of criteria including KVMR’s Mission Statement, opinions from the Community Advisory Board, listeners’ surveys the opinions and perspectives of the members of the PC and other factors.  Information from these sources is folded into a set of annual programming goals that are proposed by the PC and approved by the GM.  The approved annual goals will guide the actual programming decisions that will ultimately be included in the fall schedule.  Utilizing the approved annual goals, the PC begins to consider possible programming adjustments.  This process includes consideration of a variety of other factors such as the quality of individual programs, how programs relate to one another vertically and horizontally, the personal schedules of KVMR’s volunteer broadcasters, and the quality of the resulting overall schedule.

By summer, the PC will release a Preliminary Schedule of Programming.  The PC will take public comment on their proposal and will hold a public forum for that purpose.  Public comment will be considered in the preparation of a proposed Final Fall Schedule that will be presented to the GM for approval.  Once approved, the Fall Schedule will be implemented on or about October 1st.

The Broadcaster Agreement

The annual KVMR Broadcaster Agreement serves two purposes.  First, it formalizes the relationship between you and KVMR and establishes that both parties understand and agree to adhere to the procedures that govern KVMR and our operations.  Second, it establishes an agreement that, as part of the annual Review Cycle, KVMR has assigned one or more air shifts to you with a specified format and that, at the time of the agreement, it is the intention of both parties that you shall be assigned those shifts over the next programming year (i.e., from October 1st through September 30th).

Annual Schedule Review Cycle
The following is a schedule of how the Annual Review Cycle may take place.

January:
PD/PC begin to solicit and consider listener responses, letters, new programming ideas, CAB recommendations and other input concerning KVMR programming.

February:
Listener Survey published in February/March edition of KVMR Listeners’ Guide.

April:
PD/PC considers listener survey and other responses, in development of proposed programming goals.  PD/PC begin to develop annual programming goals.

May:
(May 1) PD/PC present proposed programming goals to GM.


PD/PC begin to review programming schedule.

June/July:
PD/PC releases Preliminary Schedule of Programming; PC hosts public forum to discuss preliminary schedule.

August:
PD/PC proposed final Fall Schedule and present to GM for approval.  GM approves Fall Schedule.  Fall Schedule announced.

August/

September:
PD/PC completes work to implement Fall Schedule (e.g., auditions, evaluations, notifications, annual Broadcaster Agreements distributed).  On-air promotion of Fall Schedule begins.

October:
New Fall Schedule Begins.  Broadcaster Agreements due.

Responsibilities of the Program Director and Program Committee
Many of these tasks may be delegated to other members of the staff, committees, or volunteers. However, the ultimate responsibility will still rest with the PD or PC, as appropriate.

Responsibilities of the Program Director

· Provide inspiration for broadcasters to produce creative programs.

· Provide support for broadcaster projects.

· PD will chair PC meetings and have full voting privileges.

· Develop agendas for PC meetings.

· Post all open shows.

· Ensure that air shifts are filled and substitutions are entered into the program schedule. 

· Report to the General Manager (GM); (and KVMR Board when required) about programming issues.

· Implement disciplinary actions of broadcasters when required.

· Contact person for the PC and programming issues.

· Facilitate communications between the PC and broadcasters; and the public and the PC.

· Mediate intra-broadcaster conflicts.

· Oversee and review the production of on-air promotional material (carts, etc.).

· Schedule on-air promotional material.

· Develop off-air promotional material for (special or regular) programming.

· Implement training for new and existing broadcasters.

· Team leader for on-air fundraisers.

· Communicate appropriate FCC and KVMR rules to broadcasters.

· Administer the Community Calendar, PSA cards, Program log, and Underwriting Copy.

· Short and long term planning regarding programming issues.

· Develop requests for new shows.

Responsibilities of the Program Committee:

· Manage, arrange, and develop KVMR's schedule of programming. 

· Assign open programs.

· Evaluate current programs.

· Evaluate proposals for new shows.

· Develop requests for new programs.

· Short and long term planning regarding programming issues.

· Assist PD with on-air fundraisers.

· Disseminate broadcaster awards.

· Remove unsuitable programs.

· Develop and review an application for open shows.

· Develop and review criteria for on-air auditions.

KVMR Program Committee Procedures and Guidelines 

Purpose:  The purpose of KVMR's Program Committee (PC) is to work with the Program Director (PD) regarding all aspects of programming.  This includes monitoring, inspiring, advising and disciplining on-air personnel.  The PC will also reach out beyond KVMR to enlist members of the community as a resource in the development of innovative programming. 

I.
Committee Composition:

A.
The PC will consist of at least nine (9) members:

1.
Three (3) members are to be elected by current KVMR broadcasters.       

2.
Four (4) members are to be appointed by the PC by election or consensus.

3.
The seats on the PC are assigned as follows:


Seat

Occupant


Term Expires

Appointment
Seat 1:

Program Director

Permanent

Ex-Officio

Seat 2:

NCCBG Board

Permanent

Ex-Officio

Seat 3:

Community


March


Appointed

Seat 4:

Community


June


Appointed

Seat 5:

Community


September

Appointed

Seat 6:

Broadcaster


April


Elected

Seat 7:

Broadcaster


August


Elected

Seat 8:

Broadcaster


December

Elected

Seat 9:

Community or Broadcaster
December

Appointed

Seat 10:
Music Director

Permanent

Ex-Officio

Seat 11:
News Director


Permanent

Ex-Officio

B.
Each new member will receive an orientation and a copy of the KVMR Broadcaster Handbook containing these guidelines.

II.
Terms of Office:

A.
The PD and the NCCBG seat are permanent voting members of the PC.

B.
The Music Director (MD) and News Director (ND) are permanent, ex-officio members of the PC. The MD and ND will act as advisory, non-voting members; attendance of the MD and/or ND at PC meetings will not be required or counted when determining a quorum.  With the consent of the General Manager, the MD and/or the ND may choose to serve as regular voting members of the PC. Normal participation in committee work will then be required of that member, and his or her attendance at PC meetings will count towards a quorum. 

C.
All other members serve for a term of one (1) year for no more than two (2) consecutive terms.

D.
Terms begin as stated in committee membership criteria listed above.

E.
Uncompleted terms will be filled by appointment of the PC.

F.
Failure to attend three (3) meetings of the PC in any six-month period will constitute grounds for dismissal from the PC. A two-thirds vote of the PC is necessary for dismissal.

G.
Failure to perform assigned tasks of the PC may result in dismissal.

III.
Quorum

A majority of current members must be present to constitute an official PC meeting.  A member may vote on a decision by advance written notice delivered to the PC but the notice will not count towards a quorum.

IV.
Voting

The PC will strive to reach consensus. Assignment of posted programs will be done by majority vote.

V.
Minutes

A.
Minutes will be taken at all PC meetings by a committee member or a volunteer.  

B.
Minutes will be typed and posted within seven days after each meeting.

VI.
Meetings

A.
Bi-weekly meetings will be chaired by the PD or designate.

B.
The PD or designate will provide a printed agenda posted in the record library for each meeting 24 hours prior to that meeting.

C.
PC meetings are open to the public.

VII.
Communications With Other KVMR Committees:

When necessary the PC will provide representatives to other KVMR committees.

VIII.
FCC Rules:

The PD and the GM will keep informed of changes in FCC policy, integrate these changes with station policy and inform PC of the current status of both.  

IX.
Managing, Arranging and Preempting Programming:

A.
The PC will arrange, manage and schedule programming as necessary.

B.
Special programming (e.g., membership drives, auctions, live event broadcasts, etc.) that preempts existing programs will be organized by the PD or designate.      

C.
Major changes in programming will be developed by PD and the PC, and may be subject to review by the General Manager.

X.
Program Assignment

A.
When a program opening becomes available, the PD and/or PC will evaluate the existing format and proceed with one of the following:

1.
Transfer an existing program to fill the open slot. The new opening     must then be posted.

2.
Fill the opening with a program proposal that has been pre-approved by the PC and is waiting for an appropriate time slot.

3.
Post Notice of Program Availability as soon as possible on the bulletin board in the music library.

 
B.
Open programs will remain posted for at least two (2) weeks.

C.
After applications are received, the PC may then vote to assign the program or to schedule auditions. Initial applications may be screened to limit the number of auditions to not more than six (6) per posted program. The auditions will be determined using the following criteria:

1.
Quality of the written application will be considered in the first phase of the program assignment process. The application must be filled out completely, neatly and thoroughly. Incomplete applications may be disallowed.

2.
Compatibility of proposed format and play list with the posted format, time slot and daily programming line up.

3.
Experience (both radio experience and experience relevant to the format of the posted program).

D.
The PD and/or designate will arrange auditions for these programs. The audition process begins immediately after the posting period closes. Substitutes to fill open programs may be selected from applicants for that program but will not necessarily be considered auditions. All auditions must be by tape and applicants must place the audition tape in the PC mailbox within 24 hours of the audition. 

E.
Auditions may be:

1.
Taped live in the actual time spot.

2.
Taped live in an alternate spot.

3.
Taped off site.

F.
After all auditions, the PC will do one of the following:

1.
Select a broadcaster to fill the opening.  The selection process will include a period of general discussion, and then a vote. The applicant with the majority vote is assigned to the vacant  program. 

2.
Re-post the program.

G.
Evaluation of auditions. On-air auditions and subsequent tapes are an essential part of program assignments. Radio and other appropriate life experience will also play a part in program assignments.  

H.
Program or broadcaster will be assigned with the following criteria in mind:  

1.
Adherence to "Notice of Program Availability" Posting:  This refers to crafting a written application that closely resembles the posting notice, and then producing an audition that adheres to the posted format.

2.
Compatibility to Programming Goals.

3.
Experience:  This refers to both radio experience (e.g. as broadcaster, engineer, substitute, previous applicant) and non-radio experience (e.g. as traveler/herbalist/activist), where that is appropriate. Experience includes the applicant's actual experience that is relevant to the program being assigned, and the applicant's ability to demonstrate the experience on-air in a radio format.

4.
Ability:  This refers to competence in the basic skills necessary for broadcasting in general (e.g. cueing, monitoring levels, microphone technique, reading), and the show being applied for in particular (e.g. interviewing, phone patch, production, live performance).  The applicant's ability will be evaluated with regard to both the written application and the actual audition; each must be submitted according to the procedure spelled out in these guidelines. 

Additionally, the applicant should either (1) have completed the KVMR Broadcaster Training Class and/or have been certified as a broadcaster by a KVMR trainer; or (2) be in possession of a valid FCC license and be familiar with the KVMR Broadcaster Handbook and equipment. Unlicensed and uncertified applicants may be assigned programs if they can guarantee that each show will be engineered by a KVMR-certified broadcaster.

5.
Aesthetic Quality:  In general, this refers to the overall broadcast sound as it would affect a sensitive listener who has no knowledge of the technical aspects of  radio. Understanding that this criterion is inherently subjective, "aesthetic quality" also reflects a number of particular qualities:

a.
A high quality show should deliver a feeling of unity and completeness from beginning to end.

b.
Conceptualization and planning: Spontaneity can work well at times, but  concept, research and organization are typically crucial to a well presented program. At the same time a good live broadcaster avoids being so over-prepared that they are essentially reading a script from beginning to end. 

c. 
Presentation: A good broadcaster should effectively (a) present and communicate background information on the artist, speaker or topic; (b) keep the show moving,  get from point A to point Z without discussing each stop along the way (e.g. "Now I'll read a PSA"); (c) be a "producer" in the sense of knowing what they're doing, what  they're going to say, and where they're going; (d) fulfill the on-air KVMR requirements (e.g. Official Station ID, Community calendar); (e) communicate to the "outside" listener by avoiding inside jargon.

d.
Vocal skills: good diction, natural vocal styles,  reading ability, accurate pronunciation and sense of pacing. Effective broadcasters avoid verbal crutches (like "um" and "ah"), clichés and repetition of words and phrases. Mistakes may happen, but the broadcaster shouldn't draw attention to them.

e.
Source material: In general, recordings must be "air-quality".  Excessive surface noise (old vinyl records) and tape hiss (multi-generation cassettes) are examples of poor source material,  unless appropriate in a limited way and in the context of the show.  Volume levels from source to source should stay constant (CD, mic, turntable).

f.
Time management: arrive on time; timely announcements (underwriters, Community Calendar, etc); leave next broadcaster time (5 minutes) for an effective transition.

g.
Personality: Ideally, a broadcaster will sound friendly, open and engaging, so that listeners are interested in the person at the other end of the radio.  At its best, that occurs when the broadcaster is obviously thoroughly involved in what they're doing on the radio (e.g. being excited, concerned, whatever, not just saying "I'm  excited,");

h.
Music program (or portion of show):  the individual show should live up to the general format in the time slot. Segues should flow well---both between tracks and between  the music and the microphone.

i.
Talk program (or portion of show):  Again, the individual show or portion of show should be appropriate to the format and time, and segues should flow  well---from topic to topic, guest to guest, and between discussion and, e.g. musical or other breaks.  If an interview is included, it should focus on the interviewee rather than the interviewer. The listener should have a sense that the broadcaster is in control of the show. Disclaimers will be given when appropriate. 

I.
At each meeting the PD and/or designate will report on the status of open programs. Applicants will be personally contacted by the PD or designate and be given written notice of their application status.

XI.
Program Assignment Appeals:

A.
Assignment action taken by the PC may be appealed in writing to the PC. If satisfaction is not obtained, the matter may be appealed to the General Manager. 

 B.
If an applicant believes that critical procedures were violated in a given assignment decision, or that an assignment or programming decision is in gross violation of the Mission Statement of KVMR, the matter may be appealed to the General Manager. If satisfaction is not obtained there, it may be appealed to the NCCBG Board of Directors. 

XII.
Broadcaster Agreement:

A signed agreement per each assigned program will be submitted to the PD by the assigned broadcaster, and included in the broadcaster's file. 

XIII.
Monitoring Procedures:

A.
The PC will regularly evaluate programs for:

1.
Aesthetic quality.

2.
Content and consistency with agreed upon format.

3.
Technical competence.

4.
Following agreement guidelines.

B.
Programs will be evaluated:

1.
Within six (6) months from inception.

2.
By request of the broadcaster of that program.

3.
As needed.

C.
The PC will prepare evaluations of a given program. Written evaluations will be delivered to the broadcaster(s) and discussed with them by the PD or his/her designate.

XIV.
Qualitative Assessment:

A.
If a program is determined by the PC as substandard in quality, a written and verbal evaluation by the PC and suggestions for improvement will be given to the broadcaster.

B.
If a second evaluation by the PC determines there is no improvement within two shows, the broadcaster may be dismissed from that program.

XV.
Programming Goals:  

Annual and long-range programming goals will be examined and established by the PD/PC, each April, or as needed. These goals will be submitted to the GM for review. 

 XVI.
Programming & Schedule Criteria:

Many factors and criteria must be considered and integrated in programming and scheduling decisions. By specifying some of the most important of those, and by clear description of a station's overall vision and direction, such decisions can more readily be made in a cohesive, fair and creative way. Some criteria are:

A.
Programming decisions should be guided by the Mission Statement of KVMR, and should serve KVMR's larger purpose as a community radio station entrusted with the use of airwaves that ultimately belong to the public.

B
The quality of individual programs within the schedule is of primary concern. Is a given program compelling, well-produced and well-executed radio? Does a given program retain its focus and consistency of format, and does the broadcaster approach the program with care and enthusiasm?  

C.
Previously determined long and short term programming goals should be periodically assessed, and current programming decisions can be weighed against them.     

D.
With rare exception, programs should demonstrate reasonable listener and community support. KVMR members and the community should be surveyed periodically about KVMR and its programming, and other pertinent information may also be considered to help determine listener and community support and relevance.

E.
A program or time slot should generally maintain a focused identity and direction

F.
A program should have minimal broadcaster substitutions. 

G.
A community radio station relies on the time and energy donated by its volunteer broadcasters. Their individual schedules must sometimes be a factor in program scheduling decisions.

H..
While programs and broadcasters must be evaluated on a case by case basis, programming should also be viewed with regard to the entire integrated schedule and the station's long-term direction. Forward-looking, "big picture" programming strategies and schedules should be developed that will:

1.
Create a coherent overall schedule that as much as possible, attracts and maintains listener audiences throughout the week.

2.
Maintain and strengthen support among current members.

3.
Attract new and/or under-served audiences, broadening KVMR's membership and base of support in the community. The PD and the PC can actively develop new programs to the KVMR schedule, and recruit suitable broadcasters, engineers, and producers for them.

XVII.
Overall Schedule Review:

Overall programming and scheduling will be reviewed at least once a year by the PC/PD.  This process will begin no later than the first scheduled meeting in May, or as needed.  At such time the PC and the PD will examine in a broad and integrated way the daily, weekly and long-term schedules of KVMR programming, and make any necessary changes.

A.
During the annual review period, the following considerations will be assessed:

1.
To what degree the community, listeners, and the Mission Statement of KVMR are served by current programming.

2.
To what degree the overall schedule of KVMR programs is working in a cohesive, complementary fashion. 

3.
Whether programming goals are being met.

4.
Whether time slots are well planned; and which, if any new program proposals should be implemented into the next schedule. 

B.
Having over several weeks made the above assessments, the PC will complete a preliminary schedule of programming.

C.
A special meeting of the PC will be held no less than two weeks after completion of the preliminary schedule. Ample notice of the preliminary schedule and of the special meeting will be given by the PD/PC.  At the special meeting, all further questions, comments, and recommendations by interested broadcasters and the public about the tentative schedule will be specifically requested and discussed. 

D.
No later than fourteen days after the special meeting, the PD/PC will finalize and approve a schedule of programming. The schedule will be submitted to the GM for review. 

E.
The above process should be completed by the end of the first meeting in August, or as needed. The new broadcast schedule will be implemented in October, or as needed. 

F.
With the approval of a majority of the PC, additional committee meetings may be held if necessary to complete schedule planning, auditions, evaluations, or other committee work.

XVIII.
Broadcaster Motivation:

The supervision and motivation of all broadcasters is a primary responsibility of the PD. As in other matters, the PC will assist the PD when necessary. To inspire broadcaster motivation, the PD and the PC will do the following:

A.
Provide a general overview of current broadcasting directions and concerns including:

1.
Updates and reminders of the Rights of KVMR Broadcasters.

2.
Ideas for new shows.

3.
Encourage participation of forthcoming production or other classes which will help broadcasters improve their skills.

B.
Provide a PC member to the Broadcaster Training Class to discuss KVMR programming policies.

C.
Write letters of acknowledgement and appreciation to broadcasters for work especially well done.  

XIX.
Community Outreach:  

A.
The PD and the PC, in conjunction with broadcasters, the NCCBG Board of Directors and other KVMR sub-committees will explore and encourage area arts organizations and other groups and individuals to utilize KVMR as a forum by:

1.
Updating and using a list of specific groups as a resource.

2.
Suggesting special programs, spots and interviews.

3.
Actively facilitating the development and production of relevant programming that can serve  KVMR's listening community. 
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KVMR Broadcaster Agreement


  Nevada City Community Broadcast Group
d. b. a. KVMR FM
401 Spring Street, Nevada City, CA  95959

(530)  265-9073  /  www.kvmr.org

This Agreement is between KVMR FM and broadcaster, 






      (print name)

Mailing Address:  





   Day Phone:  





  





   Home Phone:  



This Agreement shall be in effect from 



  to September 30,  


As a volunteer broadcaster at KVMR, I agree to host the assigned program called 









; to air 





(program name)





           (day[s] of week)

from 


  a.m.   /   p.m.
to 


  a.m.   /   p.m.

The basic format for this program is 









Other agreements or stipulations affecting this program:  







I have read, understand, and agree to comply with the terms specified in this Agreement and those contained in the edition of the KVMR Broadcaster Handbook referenced at the foot of this Agreement.  I understand that violation of this Agreement or its provisions, as determined by station management or the NCCBG Board of Directors, may result in the loss of my broadcast privileges.  If such an action occurs,  I have the right to appeal, as outlined in the Broadcaster Handbook.

I understand that this Agreement covers only the time period stated above and that no extension of time beyond this period is implied.  I understand that I will be given notice as to whether or not the terms of this Agreement will be renewed at least 30 days prior to its expiration.

I understand that KVMR FM agrees to insure the Rights of KVMR Broadcasters as described in the Broadcaster Handbook.  It is my intention, and I understand that it is the intention of the KVMR Program Committee, that I be assigned to the above referenced program for the period of this Agreement.  I do, however, understand that the Program Committee reserves the right to rearrange programming as necessary; and I understand that the Program Director and/or Program Committee may find it necessary to preempt regularly scheduled programs in order to broadcast special productions in a timely manner.

Signature of Broadcaster  





   Date:  




KVMR Program Director  




   Date:  
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