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As part of CWU's ongoing effort to streamline our communications with the news media, would you
please share this message with your directors and department chairs about the university's established
protocol for interactions with media organizations, both on campus and outside the university. There
have been a couple instances recently where university employees have spoken to the media without
prior coordination with Public Affairs and elevated the risk of sharing incomplete or inaccurate
information.

Last fall, Public Affairs implemented a system in which all media inquiries go through our
‘communications lead, Dave Leder. When a department or work unit receives a request directly from aTeporeror adver, they shold form Dave, wha requester. terion avons. noosoniainepw s, nd rire talking vir, When Dov reas mean hom opto atv 1
asks them for pre-interview questions and then reaches out to the appropriate contact(s) on campus
before introducing them to the reporter.

By working through a single point of contact, Public Affairs can ensure that everyone speaking on behalf
of the university is disseminating information that is both accurate and consistent. Please take this
‘opportunity to work with your directors and department chairs as we seek to improve our mediaFeats otosls thi sping ad nh fre
Please lt me know fyou hve any auestions.
Thank you,
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Strategic Comms / Media Relations Point of Contact
Andrew Morse <Andrew Morse@cviu.edu>
Wed 10/12/2022 124 PM
Todhndrew Morse <AndrewMorse@cudu>
BecLola Gallagher«LolaGallagher@cwu.edu>;Hayley Harrel <Hayley Harrell @cwy.edu> Emilie Hobert
<EnmilieHobert@cwu.edu>Della Gonzales <Della Gonzales@cviu ed>-Robin Burck
<RobinBurck@awy.edu> Annie Young <Annie.Young@cwuedu>Tricia Rabel
<TriciaRabel@cwu ecu>Lindsey Myers<LindseyMyers2@cwu edus:Josh Wetzer
<josh.wetaler@cw edu>;Dennis Francois <Denis Francoiscw. edus;Gail Mackin
<GailMackin@cu.ecu>;Cherie Wilson <CherieWilson @wu.edu>;Jason Berthon Koch <Jason Berthon.
Koch@cw.edu> Robert Cepeda <RobertCepeda@cuedu>Manuel Rociguez
<ManelRodriguez@cwu ecu>Myndee Ronring <MyndeeRonning@cvuedus Lauren Hibbs
<LaurenHibbs@cwuedu> Justin Santol <JustinSantoli@wu.edu>ASCWU<ascwu@cwedu>Amber
Hoefer <AmberHoefer@cwuedu>
Dear partners,

Public Affairs has undergone key stafing changes in the strategic communications and media relations
areas the past few months. The purposeof this message is to assure you are informed about the current
point ofcontactfor strategic communications and media relations at the universty.

For writing and editingsupport—including CWnews and feature requests, Crimson & Black magazine,
campus event promotions, media requests and outreach, open records requests, and emergency
communications—please reach out to David Leder, Public Afar Writer and Editor, by email at
DavidLeder@cvi.edu or by phone at 1518. Mostofyou have worked with himoverthe past several
years, and he will either help complete your request or put you in touch with one of our other team
members.

As you know, all media relations requests to any campus departmentorunit must be referred to Public
Affairsssthe university's point ofcontactfor media inquiries; David will coordinate with campus
departments o units, as appropriate, to generate a response on behalfofthe university.

My first month at CWU has been wonderful, and 1 am so happy to be a part of this community. look
forward to working with all ofyou as we build an even brighter future together.

Thankyou,

Andrew
B Andrew Morse, Ph..

GIN Chief of Staff and Interim Vice President
7 AQ) or PuvicAfairs
5 AA Cental Washington UniversityEd H)  00E University wayONRRL/J/  Erersourg,wassazs
QW sage son
U7 s0sse-tazs

© cueduresivent



The Observer Policy Manual
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Code of Ethics,

The Observer is also governed by the Society of Professional Journalists Code of Ethics, with some
additions:

Seek Truth and Report It
Journalists should be honest, fair and courageous in gathering, reporting and interpreting information.
Journalists should:

Test the accuracy of information from a sources and exercise cae to avoid inadvertent error.
Deliberate distortion is never permissible.

© Diligently seek out subjects of news stores togive them the opportunity to respond to
allegations of wrongdoing.

© Identify sources whenever feasible. The publics entitled to as much information as possible on
sources’ reliability.

© Always question sources’ motives before promising anonymity. Clarify conditions attached to any
promise made in exchangefor information. Keep promises.

© Make certain that headlines, news teases and promotional material, photos, video, audio,
graphics, sound bites and quotations do not misrepresent. They should not oversimplify or
highlight incidents out of context,

© Never distort the contentof news photos or video. Image enhancement for technical laity is
always permissible. Label montages and photo illustrations.

© Avoid misleading re-enactments or staged news events. If re-enactment is necessary to tell a
story, label it.

© Avoid undercover or other surreptitious methods of gathering information except when
traditional open methods will not eld information vital to the public. Use of such methods.
should be explained as partof the story

© Never plagiarize.
© Tell the story of the diversity and magnitude of the human experience boldly, even when tis

unpopular to do so.
Examine their own cultural values and avoid imposing those values on others.

© Avoid stereotyping by race, gender, age, religion, ethnicity, geography, sexual orientation,
disability, physical appearance or social status.

© Support the open exchange of views, even views they find repugnant.
© Give voice to the voiceless; official and unofficial sources of information can be equally valid.
© Distinguish between advocacy and news reporting. Analysis and commentary should be labeled

and not misrepresent fact or context. Distinguishnewsfrom advertising and shun hybrids that
blurthe lines between the two.

© Recognizea special obligation to ensure that the publi's business is conducted in theopen and
that government records are open to inspection.



Code of ethics, contd.

Minimize Harm
Ethical journalists treat sources, subjects and colleagues as human beings deserving of respect.
Journalists should:

‘© Show compassion for those who may be affected adversely by news coverage. Use special
sensitivity when dealingwithchildrenand inexperienced sourcesorsubjects

© Be sensitive when seeking or using interviews or photographs of those affectedbytragedy or
ariel.

© Recognize that gathering and reporting information may cause harm or discomfort. Pursuit of
the news nota license for arrogance.

© Recognize that private people haveagreater right to control information about themselves than
do public officals and others who seek power, influence or attention. Only an overriding public
need can justify intrusion into anyone's privacy.

© Show good taste. Avoid pandering to lurd curiosity.
© Be cautious about identifying juvenile suspects of victimsofsex crimes.
© Bejudicious about namingcriminal suspects before the formal filing ofcharges
© Balanceacriminal suspect's fir tial rights with the publi’s right to be informed.

Act Independently
Journalists shouldbefree of obligation to any interest other than the publics right to know.
Journalists should:

Avoid conflictsofinterest, real or perceived.
© Remain free of associations and activities that may compromise integrity or damage

credibility.
© Refuse gifts, favors, fees, free travel and special treatment, and shun secondary employment,

politcal involvement, public office and service in community organizationsifthey compromise:
journalistic integrity.
Disclose unavoidable conflicts.

© Bevigilant and courageous about holding those with power accountable.
© Denyfavored treatmenttoadvertisers and special interests and resist theipressureto influence

news coverage.
Be wary of sources offering information for favors or money; avoid bidding for news

Be Accountable:
Journalists are accountable to their readers, listeners, viewers and each other.
Journalists should:

Code of ethics, contd.
‘o Clarify and explain news coverage and invite dialogue with the publicover journalistic conduct.
» Encourage the public to voice grievances against the news media.
© Admitmistakesandcorrectthem promptly.



«Expose unethical practicesof journalists and the news medi.
‘® Abide by the same high standards to which they hold others.

Letters & Editorials Policy

Eachissue of The Observer is o carry a notice stating tha the views expressed are those of the writers
and are not necessarily those of the newspaper staf at large, the student body, the facultyo the
administration, and ae certainly no to be considered a offical views of the university. Editorials and
columns, accordingly, will be identifiedwiththe writer's name.

Asa matter of policy, letters to the editor willbe encouraged and printed a space allows. Such eters
must bear the name ofthe writer and any other information needed to verfy the source, although such
information need notbe published. Letters may be edited for length, style, speling, grammar, taste and
potentially itgious elements. Leters that attack people will ot be published.

Selection of editorial staff

Neartheendof each quarter, tafers are asked to submit an application if they are interested in a
positon on the editorial staff nthe following quarter. Candidates for EIC wil be interviewed by the
Student Media Board and selected by the SW. Then the EIC, in consultation with the adviser, selects the
section editors. The EC, in consultation with the section editors and the adviser, selects the section
assistants and the senior reporters. The EC hasth final ay.

Eligibility for editorial staff

Students wishing to be on the editorial/paid staff must have a GPAofat least 2.4 in the quarter they
apply 5 well 3. cumulative GPA of2.4.

Job Responsibilities

As the Observer is in the communication business, both staffers and editors need to be

reachable at all times. Ifyou are to be absent or out of contact, you are responsible to alert
‘everyone affected, beginning with your immediate editor and/or the editor-in-chief. If you have

supervisory or production responsibilities, you also need to appoint someane to act in your
stead. If you miss a productioncyclefor any reason other than a documented illness or death in
the family, you will not bepaid for that cycle.



Editor-in-chief
‘The Editor-in-Chiefofthe Observer directs the papers editorial content, oversees policy and has inal
responsibiltyforall news and editorial content, The Editor-in-Chiefis also the primary supervisor for the
section editors. He or she - either with or in consultation with, the adviser ~will Job
Responsibilities EIC, contd.

conduct an in-person performance review of each section editor at the five- and 10-week marks and will
submit copies to the adviser.
NOTE: A student may serve a maximum ofthee quarters as editor-in-chief. The position willbefilled by.
the Managing Editor or the News Editorif the Editor-in-Chiefis unabletoserve.

In addition, the editor-in-chief:
1 Leads staff meetings on Tuesdays and Thursdays and editors’ meetings on Thursdays.
2. Oversees production each Sunday through Wednesday.
3. Selectsal stories for and oversees design of Page One each week.
4. Writesall lead editorials; assigns secondary editorials as needed.
5. Edits and lays out opinion pages
6. Verifies al letters to the editor before publication.
7. selects editorial cartoon for publication each week.
8. Checks copy and layout ofal sections.
9. Ensures delivery ofpage PDFsto printerbydeadline.
10. Selects all section editors and assistant section editors, in consultation with adviser
11. Consults with section editors and assistant section editorstodeviseadivision ofduties that is both
eauitable and that reflects the strengthsofeach editor and their assistant.
12. Works to resolve disagreements and disputes among editors and staff members and to build staff
morale.
13. Evaluatesal section editors and assistants at the five- and 10-week marks, in consultation with the
adviser.
14. Trains editors and staff members as needed, in consultationwith the adviser
15. Critiques staff members’ work, helps staff members learn proper journalistic techniques to avoid
repetition of errors.
16. Cooperates with the adviser to develop publication guidelines and production schedules and
promotes their enforcement.
17. Alerts thefaculty advisertosensitivenewsstories.
18. Reports regularly to the faculty adviser concerning problems or suggestions.
19. Assigns duties to the Managing Editor and the section editors.
20. Checks articles for possible infringement of editorial policy, libel or invasionofprivacy.
21. Is the final authority on the use of photographers for specifi assignments when page or section
editors needs’ clash,
22. Has the final say on whether or not to accept a ate advertisement.
23. Officially represents the publication on and off campus, endeavoring at all times to promote good
will for the publication.



24. Answers inquires and complaintsfrom the public
25. Maintains regular, posted office hours - atleast one hour per day, Monday-Thursday

Managing Editor/Online Editor
1. Has the primary responsibilty forthe Observer Online, working closely with the section editorsto
ensure at least one fresh story each day, and overseeing the staffers assignedtothe Online section, who
are responsible fo any breaking news and who are responsible for updating the Observer's social
networking sites.
Job Responsibilities ME/Online Editor, contd.

2. Developsaweekly scheduleofwhat content willbe updated each dafo the Oniine Editon,
working closely with the section editors and thir reporters.
3. Isthe final editor/poster for content and accompanying headlines and visual media that is first
posted anlne, ate t's read by the reporters section editor and atleast one copy editor, and after any
visual media has been edited by one of thevisual editors.

4. Checks public e-mail and voicemail bes daily forwarding sory des to appropriate editors.
5. Checks University PR, University Bulletin, Campus Activities, Student Life and other sources
of general campus news diy forwarding sory ideas to appropriate editors

5. Assists section editors incopy reading, proofeading, headline writing and page makeup a5 needed.
7. Witessomeofthe more important stories and editorial.
5. sists the editor-in-chiefin seeing thatal published material abides by the Observer's guidelines.

9. Follows instructions handed down by the edtorin-chie and relays instructionsoother
editors and staff a the direction of the editor-in-chief.

10. Notifies business manager when supplies are needed.
11. Assumes full responsibiltyif the editor-in-chief is absent o i.

News Editor/Assistant News Editor
1. Coordinates, pans and supervises news coverage of campus and vicinity with inal

esponsiiltyfo tory selection, design and headlines for inside news pages.
2. Consuls with the Editor in Chief o determine which of the folowing duties wil be assumed

by theAssistant News Editor and which duties willbe assumed by the News Editor
3. Has final responsibilty for supervising News staff and assigning a News stories.

4. Keeps abreast of meetin times and places fo campus governing bodies such as the Board of
Trustees, resident's Advisory Counc, Faculty Senate, ASCWL-BOD, Services& Activites Fee committee,
United Faculty of Centra, ec, assigning reporters as needed forregularbeat and spot news coverage.
5. Attends ditrs Meetings.
5. Attends stafmeetingsand meets with section reporters during ast half of class.
7. Consults withthe photo editor on photo assignments, relaying all news stories needing photos and
providing information about the stories and the reporters assignedto those stories.



8 Conductsfirst “content eit” of evry News story on Sunday nights. Must cll the reporter to
discuss th sory if there's anything mare than minor edits. Fo major edits, reporter wil have until 6
p.m. Monday to re-submit the story. Once the content editor has cleared the story, they should turn it

over tothe Copy Desk
5. Designs and proofs the inside News pages, sharing those duties 3s asigned with the Assistant
News Editor.
10. Wites News headlines, sharing those duties a assigned with the Assistant News dior
11. Proofs al News pages

12. Checkscwuobservernews gmail.com dal for story ides submited byreporters and the
public forwarding those ideas tothe appropriatesection editors and assigning those
appropriateto the News section

Job Responsibilities, News Editor, contd.
13. Answers inquiries and complaints from the public conceming News coverage.

14. Compiles the weekly calendar of meetings campus event, ec, sharing those duties as
assigned withthe Assistant News Editor.

15. In consultation with the Assistant News Editor, grades each reporter's weekly work and
discusses it withth reporter

16. Works with the Assistant News Editortohelp train tht assistant tobeabe o assume the
News editors duties i the editor's absence

‘Scene Editor/Assistant Scene Editor
1. Coordinates, plans and supervises arts and entertainment coverage ofcampus and vicinity, with
inl responsibilty for sory selection, design and headlinesfor inside ews pages.
2. Consults with the Eto in Chiefto determine whichof the followingduties willbe assumed by the
Assistant News Editor and which duties willbe assumed by the News dior.
3. Ha final responsibilty forsupervising the Scen staff and asignin all Scene stories.
4. Keeps abreast of al rts and entertainment events, sues and trends, both on campus and in the
community. Maintains relationships with the music, ar an drama departments and th theater and art
sallry managers on campus ani the community, a well 5 any venues for ve masic bars,
restaurants, ec. Assigns reporters a needed fr regular beat and spot news coverage.
5. Attends Eitors Meetings.
6. Attends staff meetings and meets with section reporters durin las halofcas.
7. Consults with photo editor on photo assignments, relaying all Scene stories needing photos and
providing information about thstoriesand the reporters assigned to those stores.
5. Conducts first “content edit”ofevery Scene story on Sunday nights. Must cal th reporterto
cuss the story if there's anything more than minor edits. For maior dit, reporter will have nti 6
fm. Monday to resubmit the story. Oncethecontent editor has clearedthestory, thy should turn
over tothe Copy Desk.
9. Designs andproofs the Scene section front and inside pages, sharing those duties as assigned with
the Assistant Scene itor
10. Writes Scene headlines, sharing those dues as assigned with the Assistant Scene Editor
11. proofs al Scene pages.



12. Checks cwuobserverscene@gmail.com account daily for story ideas, forwarding those to the
appropriate section editor and assigning those appropriate o the Scene section.
13. Answers inquiries and complaints from the public concerning Scene coverage.
14. Prepares arts and entertainment calendarforpublication.
15. In consultation with the Assistant News Editor, grades each reporter's weeklywork and

discusses it with the reporter.
16. Works with the assistant Scene editor to help train that assistant to be able to assume the Scene
editors duties in the editor's absence.

Sports Editor/Assistant Sports Editor
1. Coordinates, plans and supervises all coverage of Central sporting events and other sports

issues of interest, with fina responsibilty for story selection, design and headlines fo inside.
Job Responsibilities, Sports Editor, contd.

news pages.
2. Consults with the Editorin-Chiefto determine which of the following duties willbe assumed
by the Assistant Sports Editor and which duties will be assumedby the Sports Editor:

3. Has final responsibilty for supervising the Sportsstaff andassigning all Sports stories.
4. Keepsabreastofal sporting events, maintaining relationships with Central Athletics

Department, as well as club sports and “participant” sports (i. sports that individuals
participatein on their own, whether it’ hiking, water sking or mountain biking) Assigns
reporters as needed for regular beat and spot news coverage.

5. Attends Editors Meetings.
6. Attends staff meetings and meets with section reporters during last haf of cass
7. Consults with photo ecitor on photo assignments, relaying al ports stories needing photos

and providing information about the stories and the reporters assigned to those stories
5. Conducts firs “content edit” of every Sports sory on Sunday nights. Must call the reporter to
discuss the storyifthere's anything more than minor els. For major ets, reporter will have nil 6
p.m. Monday to re-submit the story. Once the content editor hs cleared the story, they should tun it
over to the Copy Desk.
9. Designs and proofs the Sports section front and inside pages, sharing those
duties as assigned with the Assistant Sports editor.
10. Writes Sports headiines, sharing those duties as assigned with the Assistant Sports
Editor
11. Proofs all Sports pages.

12. Checks cwuobserversports@gmail.com account daly for story ideas, forwarding those to the
appropriatesection editor and assigning those appropriate to the Sports section.

13. Answers inquiries and complaints from the public concerning Scene coverage.
14. Preparesarts andentertainmentcalendarfo publication

15. In consultation with the Assistant Sports itor, grades each reporter's weekly work and
discusses it with the reporter,

16. Works with the assistant Sport editor help train that assistant tobe able toassume the
Sports editor's duties in the editor's absence.



Photo Editor/Assistant Photo Editor
1. Coordinates, plans and supervises al photographic coverage for the Observer

2. Consults with the Editor-in-Chief to determine which of the following duties will be. assumed by the
Assistant Photo Editor and which duties will be assumed by the Sports Editor.

1. Attends staff andeditors meetings.
2. Gets photo assignments from editorsand discusses photo ideas.
3. Assigns photos after the Friday meeting.
4. Selects, crops and edits photos.
5. Provides editors with all photos for that week's publication by 5 p.m. Sunday.
6. Oversees cutlines and provides photo credits and cutlinestosection editors by 6 p.m. Tuesday.

9. Trans the assistant photo editor o be able to assume al duties should the Photo editor be absent.
1. Archivesal Observer photographs and negatives
2. Develops, updates and maintains stock photos.

Job Responsibilities, contd.

Copy Desk chief
1. Responsible for astaff of copy editors that copyeditsall news and editorial copy for AP and

Observer style, grammar, spelling and facts.
2. Schedules copy editor forSunday/Monday/ Tuesday evening production so that there are always

atleast two copy editors atal timesduringproduction and on Wednesday mornings
3. Suggests a headline for each story
4. Proofs headlines, stories, graphics, cutlines and advertisements during production on Tuesday

nights and Wednesday mornings.

Production Manager
1. Attends week ahead editors meeting if need be.
2. Assigns and supervises productionof alas.
3. Makes sure all ads running for the week are dummied by noon on Monday.
4. Trains other staff members on the useof computers.
5. Helps maintain computers, printers and other equipment; notifies business manager and/or

advisor of equipment problems.
6. Maintains staf bo.
7. After paper is put to bed, recycles al proof sheets and puts away all production supplies.
8. Maintains inventory of all production supplies and notifies business manager when fresh

supplies are needed in a timely fashion
9. Assistseditorswith layout.



10. Attendsal staff meetings.

Section edi

Section editors are directly accountable to the editor-in-chief for all material contained in their pages.
“They are responsible for all story ideas, assignments, page layouts and for ensuring deadlines are met by
staff writers

Frequent contacts must be made with the staff writers to ensure their story lines are appropriate, their
copy is acceptable and to anticipate any problems that might arise. If awriter appearstobe having.
trouble witha story or has not bothered to make contact, the section editor is then responsible for
reassigning the story or assisting the writerbefore the deadline is missed.

Atleast four persons must read every story turned in. Theyare the section editor, two copy editors and
either the managing editor or editor-in-chief. tories must be thoroughly read and edited for style,
spelling, punctuation, grammar, syntax, use of transitions, content and accuracy. An initial reading with
the writer andsection editor in person is advisable, time permitting.

After layouts are printed out, a thorough proofreading is vital to catch al selling and typographical
errors. This is the page editor's and copy desk chi’ responsibility; however, writers are encouraged to
participate n this process
Job Responsibilities, contd.
Job Responsibilities, contd.

Editors are expected to explain all significant editing changes to reporters BEFORE the story is published.
Extensive rewriting is discouraged, because it offers such a huge opportunity to make stories wrong. Ifa
story must be rewritten, editors are to do it in concert with the reporter whenever possible. NOTE: errors
in published copy will be reflected in editors fina grades.

Staff Reporters

1. Staff reporters must attend clas periods on Tuesdays and Thursdaysunlesscleared for a time.
conflict with the section editor and adviser.

2. Staff reporters must attend section staff meetings as scheduled by their section editor, unless
cleared in advance,

3. When receiving assignments, staff reporters must communicate with their editor to help shape.
the story idea and make sure they understand the focus and scope of the story.

4. Staffreporters research the story and conduct interviews for the story.
5. Staff reporters must have a minimumof three human sources per story.

6. Staff reporters must strenuously avoid interviewing friends or communication department
majors unless those people areintimately involved with the story.



7. Before submitting thestory electronically, staff writer must double check ll facts and
Quotations from the spelling of names to the accuracyof quotations — with thei notes,
supporting documents, reference material such as the campus phone books and web ste,
and with their sources if necessary.

8. Staff reporters should also printouta hard copy of th story and keep it in case the story is lost
inthe computer and for comparison tothe edited version.

9. Staff reporters must meet with their supervisory editor by person or by phone for the first edit
oftheir story on Sunday nights.

10. 0n subsequent copy edits, staff writer must institute al suggested changes unless a factual
inaccuracy has been inadvertently edited in. Then it should be discussed with the supervisory
and/or copy editor
11. Staffreporters with questions or objections about howtheir tory wos handled mustfirst
discuss the problem with their immediate editor before taking the complaint to higherranking
editors and/or the adviser.

Senior Reporters

1. Senior reporters must adhereto all 11 duties of aregular taf reporter, plus:
2. Senior reporters should tackle 2-3 ambitious, cover-worthy sories/projects during the
quarter. (Provide complete budget lines.)

3. Senior reporters should be ready and willing to tackle astminute assignments/breaking news
that needs to go quickly online and/or in the paper:
4. Senior reporters should be a resource for newer reporters who need advice and help on stories.
5. Work closely enough with the section editor to be able to help aut during production f and when

needed.

Staff Reporter Job Responsibilities, contd.

Regardingdeadlines:

1 Meeting deadlines means turing in copy.Thesection editor will confirm the story
has been received; if you don't get confirmation, contact your editor.

2. ifany problems arise in completing the assignment or meeting the deadline, the staff
writer is to notify the section editor as soon as possible to get help and/or an
alternative story idea.

Acompletedassignmentshould passthis test:

1. Researchis thorough. (Have al parties been contacted in a responsible manner? Is
the storyfair and balanced? 1s it devoidof the writers opinion?)



2 Quotes are accurate and in context. If there is doubt, the source should be
contacted again for verification.

3. Allfacts checked for accuracy.
4. The story is thorough and complete, with no missing information or unanswered

questions.
5. The story is written in the correct news writing style, with no misspelled words,

style errors or grammatical errors. The story has been spellchecked by the
computer.

6. When tumedin, the story is EXACTLYasyou want it published. (This does not mean
it will not be edited and perhaps changed by editors. It meansthestoryis as close to
perfect as you know how to make t)

Faculty Adviser Duties

“The Observer’ faculty advisor must:
1) Be on hand for consultation during the weekly editors’ meeting
2)Be on hand and/or reachable for consstation during the weekly production cycle Monday and
Tuesday nights and Wednesday mornings
3) Be available for consultation with the Editor-in-Chief and section editors throughout the week
4) Conducta post-publication critiqueof each week's paper no later than theTuesday after publication
5) Consult withthe EIC regarding staf development topicsto be addressedduring the Tuesday and
Thursday staff meetings/class sessions and help a requested
6) Conduct workshops and training for editors and writing staff as requested by the EICand/or as the
adviser sees the need
7) Consultwiththe EC and section editors regarding midterm evaluations and final grades
8) Be available to sit invith the EICif needed for midterm evaluations
9) Be available to sit inwith the EIC for any disciplinary matters
10) Keep in regular contact with the Observer Business Manager/ Communication Consultant regarding
advertising and business-related matters
12) Maintain the confidentialityof the news-gathering and publishing process

Proscribed Conduct (all staffers)

1. Before turing in their first story, reporters and editors must sign the Observer's
policy on plagiarism and fabrication, indicating they fully understand ts details and
will abide by them.

2. Atnotime are staff reporters, editors, advertising sales people or the adviser
permitted to

discuss editing decisions — including but not limited to assignment and coverage
plans —with sources or persons not directly associated with the Observer. They



Should also never share stories or editorials with those outside of the newsroom
before the newspaper is distributed to the public, typically on Wednesday nights.
3. Sometimes, sources say they won't give an interview to an Observer reporter unless the reporter

firs shows the complete story tothe source. While it’s always a good idea t go over each
individual act and quote in a sory with the sources who provided those acts, at no time should a
reporter ever agree too relinquishcontro over the sory to source. When faced with this issue,
a reporter should alas consult thei section editor, the EC, and/or the adviser, before
responding

4. Reporters and eitors or the Observer should always identify themselves as such when gathering
information, and not resort toickto get the story.

5. While reporters and editors may attend an event they are covering or free, they should never
accept extra passes or other giftso favors, nor should they evr use their status asa reporter to
attend for free an event they are not coverin.

6. Observer staff members should never take unfair advantage by using the news or editorial
columns 25 weapon to avenge a personal grievance of to promote apersonal interest o cause;
friends, foes, acquaintances and strangers are to be treated on an equal plane ofobjectivity:
Violation ofthis policy could result in dismissal.

7. Observer staffers should discourage sources’ requests for anonymity. Quoting a source by name
makes a story much more crecible. Readers place lite faith in such phrases as ° university official
Sid or" BOD member charged.” Readers fel this sadishonest tick to permit the reporter or
the publication to write anything it wants to. On occasion, vital information may be obtained only
aterthe source i promised that he will notbe quoted or identified. In these rare cases, the
reporter must attempt to get that information from a source wing to be identified. tis isnot
possible, then th reporter must respect the confidenceoftheanonymous source or not use that
information at al At any rate, threporter must not break confidences. When facedwiththis
issue, a reporter should alwaysconsulttheir section editor, the EC,and/ortheadviser

3. Use of office computers, copy machine, fa, Observer emai accounts, etc. We know many of you
barely gt to leave the newsroom,soit’s perfectly fine for you to do homework or to check,
say, personal social media and emai accounts on the computers nthe Observer newsroom. (Keep in
mind, however that there is no expectation of privacy on these computers o on your
Observer-elated emal accounts; the computers and the email accounts belong to the Observer) Please
also restrict your use of your CWU Observer account to Observer-elated business. When t comes to
making printouts o copies of Homeworko any othr personal document, however, please do so
elsewhere. The copier, printer and fax machines in the newsroom should nlybe used for
Observer-related business. f youneedprintouts for Com 468 or 478 classroomsessions/Saff meetings,
that can —andshould be done nthe main Communication Department offic. As the Proscribed
conduct, all staff, contd.

advisertomake the copies or ask thefront office secretaryo student asistant to do so.
9. While the ethical issuesdescribed abovearehighlightedhere, reporters must abide by allofthe

tenets ofthe Codeof Ethics, asoutlined on pages 1.4 above. Failure to do so could result inan F
for the class, dismissal from the staff, and/or dismissalfrom the Communication Department.



Disciplinary Action or Removal from Position:

Primary reasonsfordisciplinary actiono termination include, but are not limited to
1) Failure to perform duties as outlined above
2) Failure to meet deadlines and publish in a timely manner
3) Violationofthe Observer's Code of Ethics or its plagiarism and fabrication policy.
4) Commission of anyof the proscribed conduct activities as outlined above:
5) Violation of college policies, including those regarding employerlemployee
harassment or discrimination.
6) Actions that are disruptive to the work environmentorto the abilty to publish in a
timely manner

The exerciseofconstitutionally protected rights shall not constitute work-related
misconduct or neglect ofduty. Staff reporters or section editors shall not be
subject to arbitrary discipline or dismissal becauseofstudent, faculty,
administrative or community disapprovalofeditorial policy or content.

When problematic ssues arise:
1) The EIC wil frst meet with the adviser and will outline in writing the problem behaviors, neglected
duties, and needed improvements.
2) The EIC will meet with the employee to discuss the problems. The EIC and the aciser will give the
employeeaetter dearlystating the expectations and outlining the improvements that must be made
within reasonable time frame. To continue inthe positon, the employee must sign th letter asa
promise acknowledging what willbe worked on.
3) If progress is not madewithin the specified time frame, the employee goes on probation and hasa
conference with the advise. The adviser provides altter detailing expectations and wha is not being.
done to meet them, and specifying an amount of time to be given for improvement. thats not met,
the student is fired
4) The student can appeal their firing o the Student Media Board.

Ifthe EICs thestaff member with problematic issues, then:

1). The adviser will outline in writing the problem behaviors, neglected duties, and needed
improvements and present them tothe Student Media Board.
2) The adviser and a two-person subcommittee of the SMB will meet with the EIC to discuss the
problems. The EIC vill receive a letter clearly stating the expectations and outlining the improvements
that must be made within a reasonable time frame. To continue in the position, the employee must sign
the letter asapromise acknowledging what willbe worked on.
Ifany editors or staffers have issues with the Faculty Adviser, then:

1) They should discuss the first ith the EIC and the faculty adviser.



2) Ifthe issues arent resolved, they should take concerns to the chair of the Communication
Department, who is the supervisor of the faculty adviser, before going to any administrator
outside of the department
3) If, after meeting with the above, there are stil concerns, the next stop is the Deanofthe
CollegeofArts & Humanities, wih the step beyond that f issues are sil not resolved) the
Provost.
Disciplinary Action or Removal from Position, contd.
3) Ifprogress is not made within the specified time frame, the EIC willbe fired.
4). The student can appeal thei firing to the Student Media Board.

Compensation

Observer editors and assistant editors are compensated for their work on The Observer througha
combination of cours credit hours and pay. Hereare the particulars:
1) EDITOR IN CHIEF:
a The Editor-in-Chief must register for Com 478.03, Advanced Newspaper Editing,
for three hours of credit (up to a maximum of six). The hours of work per credit hour are.
calculated the same as they are for intemships: i.€., one credit hourequals 40 hours of
work. So the Com 478 hours total 120 per quarter, or 12 hours per week
b. The editor-in-chief is also paid for an additional 15 hoursofwork per week.
Cc. Together, this puts the total work hours expected at 27 hours per week. History.
has shown that this is an accurate estimate of the number of hours needed in order to
fulfil the expected duties of the editor-in-chief. (Details of which are spelled out in The
Observer policy manual.) This total compensation is set so that an editor who
d. meets the qualifications can complete their cuties. It is expected that each editor
will complete their duties each week as spelled out in the policy manual.

2) SECTION EDITORS (Scene, News, Sports, Photo, Online, layout)
a Editors mustregister for Com 478 03, Advanced Newspaper Editing, for three
hours of credit. The hoursof work per credit hour are calculated the same as they are
for intemships: i... one credit hour equals 40 hours of work. So the Com 478 hours
total 120 per quarter, or 12 hours per week.
b. Editors are also paid for an additional 10 hours of work per week, at $10 an hour.

Together, this puts the total work hours expected at 22 hours per week. History
has shown that this is an accurate estimate of the numberof hours needed in order to
fulfil the expected duties of a section editor's position. (Details of which are spelled out
in The Observer policy manual) While some students may take longerif say, they are
not proficient in InDesign, others may take fewer hours if they are very experienced.
“This total compensation is set so that an editor who meets the qualifications can



‘complete their duties. It is expected that each editor will complete their duties each
week as spelled out in the policy manual

3) ASSISTANT SECTION EDITORS (Scene, News, Sports, Photo, Online)
a Assistant editors must register for Com 478.03, Advanced Newspaper Editing,
for three hours of credit. The hoursof work per credit hourare calculated the same as
they are for internships: i.e., one credit hour equals 40 hours of work. So the Com 478
hours total 120 per quarter, or 12 hours per week.
b. Editors are also paic for an additional 5 hoursofwork per week, at $10 an hour.
Together, this puts the total work hours expected at 1/ hours per week for an assistant editor History
has shown that this is an accurate estimate of the number of hours needed inorder to fulfil the
‘expected dutiesof an assistant editor's postion. (Details of which are spelled outinThe Observer policy
manual) While
Compensation, contd.
some students may take longer if, say, they are not proficient in InDesign, others may take fewer hours f
they are very experienced. This total compensation is se so that an editor who meets the qualifications
can complete theirduties. It i expected that each editor wil complete thei duties each week as spelled
outin the policy manual

4) SENIOR REPORTERS/PHOTOGRAPHER (News, Scene, Sports, Photo)
a Senior reporters must register for Com 468.02or468.03, Observer Practicum,
for two or three hours of credit. The hoursofwork per credit hour are calculated the
same as they are for intemships: i.e., one credit hour equals 40 hoursof work. So the
Com 468 hours total 80-120 hours per quarter, or 8 hours per week
b. Senior reporters are also paid for an additional 5 hours of work per week
©. Together, this puts the total work hours expected at 13-18 hours per week for a
senior reporter. History has shown that this is an accurate estimate of the number of
hours needed in order to fulfil the expected dutiesof a senior reporter. This
compensation is set so that an editor who meets the qualifications can complete their
duties. ltis expected that each editor will completetheirduties each week as spelled out
in the policy manual

5) MISSING DUTIES
a. Editors and senior reporters who voluntarily miss their duties must make
arrangements forothereditors/reporters to fill in for them and will forfeit theirpay
for the week the duties are missed.



The Observer's Social Media Guidelines

Aa student on the staff ofThe Observer you are a brand representative of our publication. As such you
should feel confident and free to engage with readers, our community and the broader journalism
community online through The Observer's web sites and social media networks. This interaction is
strongly encouraged.

The Observer benefits from the online presenceofits students and staff to generate greater interest in
and readership of the magazine, to foster relationships with readers and the community at large, and to
publicize and generate buzz about stores andevents.

With the opportunitiesofonline engagement come responsiiles. ven when you are talking as an
individual, people may perceive you to be talking on behalfof The Observer, When you blog, post or
tweet about stories, people or events related to The Observer, o on The Observer online or on ts social
media sites, you represent the newspaper and so do your words and images.

“The followingareguidelines adapted from national media outlets andjournalism associations. They are
intended to help Observer staffers and leaders follow best practices in using social media to cary out
The Observer's missions. Remember thatonlydesignatedObservereditors and PR repsshouldspeak
‘onbehalfofthenewspaperonline.

Be responsible and exercise good judgment and common sense in your posts.

Post content that serves the benefits and objectivesof the The Observer first and
foremost.

Keep your “audience” (readers, viewers, friends& followers) in mind at al times.

Refrain from comments or images that can be interpreted as slurs, demeaning,
insulting or inflammatory.

Avoid protracted back-and-forth arguments on social media sites. Respond
professionally to critiques. Refrain from deleting negative or Gitical posts unless they
are inflammatory, demeaning, insulting or can be interpreted as slurs.

Keep your integrity: avoid anything that would embarrass you, the publication,
your staff or the Communication Department.

Avoid real or apparent conflictsofinterest, particularly on stories you are
covering.



Be prudent when liking, sharing, friending or following people or causes that may
create the perception of advocacy.

Sources for stories found online should be vetted to confirm identi.

+ Respect copyright, privacy and fair use. Always give credit where credit is due if
You borrow or quote content from others.

Keep personal information limited to words, ideas and images that will not reflect
negatively on you or the publication.

Do not share confidential or proprietary information about staff members or
internal business affairs or editorial decisions at the magazine or the Communication
Department.

Rescind all passwords and admin-evel access to Observer online sites when
you leave your position. Agree to no longer post as a representativeof The Observer
when you leave the staf.

Remember: There is no privacy on theweb!When in doubt, ask your Faculty Adviser, who retains the
tight to request that posts be withdrawn or comments be reworded f they do not benefit the
newspaper Ifyou are deemed to be disregarding the basic guidelines listed here, you may be subject to
disciplinary action, removal rom your post or the class, or removal from the department, depending on
the severity of the situation.

THE OBSERVER PRODUCTION CYCLE

Monday-Sunday:For stories going online, stories must be emailed to youreditor at the
agreed-upon time, and you must be available for consultation at an agreed-upon time.

suNDAY
5 p.m. Final versions of stories must be e-mailed to your editor at the agreed upon

time, but no later than Sunday afternoon @ 5 p.m.
Meet with your editor at the designated place and time, or by phone, to discuss the

story. Have available your notes and any other documents you used as a resource.
3:5 pm. Photo Assignments must be dropped and downloaded with the Photo

editor between 3-5 pm.



monDAY
5 p.m.: Reporters need to make the correctionsdiscussed Sunday night and e-mail

the corrected version to their section editor
5-10 p.m. Editors and/or assistants layoutpages and trim stories to ft

TUESDAY
4pm. All staffers come to class with budgetlines andprooftheyve reachedoutto

sources andstartedthe interview process.
4p.m. All staffers come to class prepared todiscuss and critique that week's paper.

Bring your vote for Best Story, Best Lede, Best Photo, and Best Headline written on a piece of
paper. Turn this in before dispersing foryoursection meetings.

4p.m.: Photographers and reporters shouldconferduring class time about photo
assignments

S-finish: All editing stafffinishes laying out pages, writing headlines, proofing stories.
Don't leave before final proof sheetsare printed out.

WEDNESDAY
8-10:30 Copy editors and any other editors who don't have class give final

proofreading
10:30: Pages are POF to the printer

THURSDAY
4 p.m. Reporters meet w/ your section editors aboutcurrentassignments. Bring a

lede and an outline. Give an estimated length and any further ideas for charts or graphic
elements.

| SIGN name

PRINT name

Have read and understood the Observer's policy manual and agree to abide by its duties and
conditions.



i

1

:



OBSERVER POLICY MANUAL REVISIONS JANUARY 2013

Goal: Certain clauses in this policy manual are no longer relevant in the newsroom. We
propose updating these so that they are accurate andfairtothe current state of
management and staff.

We also feel that Gertain clauses in this policy manual take power away from the EIC to
manage hisfher staff effectively. Our proposed changes would allow the EIC to adjust the
production cycle, staff positions, and staff hourly pay on a quarterly basis.

SPECIFIC REVISIONS:

«Pg: Revise EIC term limits
Under NOTE section at the top:
Revise to: A student may serve a maximumofthree quarters as editor-in-chief unless
‘approved upon by the Student Media Board.

Pg: Revise emails & contact information
Editor Duties #12
Revise to: Checks assigned email daily (Remove cuiobserverens@qmail.com)
Add clause that EIC needs to check the cuuobserver@qmailcom under EIC duties

«Pg 9: Remove production manager section & revise to managing editor
Nolonger applicable to current newsroom standards and positions

«Pg 18: Remove production cycle dates & deadlines
Production cycle subject to change on a quarterly basis.

GENERAL REVISIONS:

© REVISE ALL TIMES & DAYS. Times are subject to quarterly production schedules,
editor availabiity, reporter availabilty, and subject to contentofth story.

REVISIONS FOR STAFF PAID HOURS:

+ PROPOSE HOURS SHOULD BE BASED FROM ACADEMIC CREDIT HOURS, NOT
INTERNSHIP HOURS
Include clause proposing credit hours (above 3) will be factored into pay but will not
mandate less paid hours in every situation.

Propose “bracket system” of pay for upper and lower positions within staff
© Gives incentive for upward movement and improvement in editorial staff and

reporters



© Management would be paid more

= Managing editor 12-14 hours/week
= Editors 10
= Assistant editors & senior reporters 3-5

© Give EIC, managing editor and adviser abilityto adjust hours on a quarterly basis
without approval from SMB (with exceptions). EIC is managerofthe newsroom and
giving that position the freedom to completely manage staf is reflectiveof a real-world
newsroom.

© Remove the “Historically, this has proven...” clause. This wording is arbitrary
© Staff size changes from quarterto quarter and there may be instances where a

smaller staff shold be allowed more hours than a larger staff. For example, if
there is no copy desk chiefina given quarter, those duties would fal onto the
management and therefore those staff members should be paid accordingly for
the extra work.



Pulse Magazine Policy Manual
Nov 2012

Tableof ContentsMISIONSTATEVENTSUris contentsJi ——SOCETY OF PROFSONL OUMALST Cone OF ETSJos rosmionstsavertSor mtsRoce edn & Assos Edtori2GaonDerrdroSovering CamanoSo vdlmmnonCondorSariSanrareDEADLINE & PUBLATIONSHOUEL4ComprnsATONSCer cnet
[irr ————



Mission Statement
Pulse Magazine isan online lifestyle magazine that provides a chance for students
to freely express their ideas and practice the craft of publishing a magazine from the ground
up. We are a publicationof determined and creative individuals who strive 10 provide readers
with a fresh and edgy voice on topics of interest to them. Pulse is an online magazine and is
completely student-run. The responsibility for the publication's content and professionalism falls
with the student editor and managing team. The editor has the authority to accept or reject any
material for the publication without prior approvalof any adviser or professor. The timeline of
each productionofPulse Magazine is created and enforced withstaffby the editor. The adviser
is 0 help establish procedures and provide practical advice.
Pulse is a convergent publication worth 2 credits in the Communication Department through
class COM 446. is saffed by students and two issues are published per quarter during the
regular academic year. One memberof the faculty, asigned by the Communication Department,

servesas adviser {0 the publication.
The guidelines for the publication are as outlined in “American Society of Magazine Editors”
and “Society of Professional Journalists Code of Ethics,” as well as the instruction received in
COM 446 (Convergent Publishing) and COM 478 (Advanced Newspaper Editing) which has
prerequisitesofCOM 308 (Writing and Reporting for Print Journalism) and COM 347 (Copy
Editing),
Editors are also highly encouraged to take COM 486 (Advanced Journalism
Seminar Magazine Writing offered in fall only). COM 348 (Publication Design) and COM 315
InDesign and Photoshop. Editors should also take COM 460 (Communication Law) and COM
333 (Communication Ethics) to provide guidance on ethical and legal issucs.
Student editors,staff and designers are expected to consult with the adviser when questions of
ethics. taste. legality. etc. arise. It is not the intentof the adviser to censor Pulse content, but to
fulfill the University's role as publisher in a professional way and help the students get as much
as possible outof their learning environment.
Lifestyle Content
Pulse Magazine content is centered on the lifestyle of its target audience: college students
between the ages of 18-25. Generally the magazine features sections including but not limited
to: the local community, health and fitness. fashionorstyle. food and drink, relationships and
varied-topic features.

American Society of Magazine Editors
Founded in 1963, the American Society of Magazine Editors is the principal organization for
‘magazine journaliss in the United States. The members of ASME include the editorial leaders of
‘most major consumer and business magazines published in print and online.



ASME has published the Guidelines for Editors and Publishers as a service to ts members since
1982, articulating ontheirbehalf principles and practices widely used both in print and online.
‘The guidelines reflect the unwavering view of the 700 members ofASME that editorial
independence and clear distinctions between editorial content and marketing messages are in the
best interestsof publishers and advertisers as well as readers and users.
‘The ASME Guidelines for Editors and Publishers codify longstanding practices governing the
relationship between editorial and advertising content. The guidelines ensure that practices
‘commonly used by editors and publishers to prevent or resolve editorial-advertising conflicts are
clearly understood and consistently applied throughout the consumer-magazine industry.
Basic principles include:

+ Every reader is entitled to air and accurate newsand information
+ The value of magazinestoadvertisers depends onreader trust
+ The difference between editorial contentand marketing messages must be transparent
+ Editorial integrity must not be compromised by advertiser influence

Best Practices for Magazine Publishing
1. Advertising and the Cover

A. The cover is the editor and publisher's brand statement. Advertising on the cover
increases the likelihoodofeditorial-advertising conflicts. The cover and spine should
not be used 0 advertise products other than the magazine itself
B. False covers and cover flaps may be used for advertising subject to these
conditions:

1.The magazine logo is not used to suggest editorial endorsement (the logo may
be used on false covers and cover flaps to identify the publication)

11 Editorial contentand graphic design are not integrated with advertising
I False covers and cover flaps do not use cover lines and graphic-design

elements similar 0 thase used hy the magazine itself
False covers and the front sideofcover flaps used for advertising should always
be labeled as advertising. See When to Label Advertising. Section 4, for more
information

C. To prevent the appearanceofeditorial endorsement, cover tickers should not be
used to advertise products.

1. Magazine and Advertiser Logos
‘A. Magazine logos may be used on pages promoting the magazine, its products and
its marketing partnerships, includingonthe cover ofa sponsored section, but cannot
be usedon the cover or other pagesofan advertising section
(“advertorial”). See Sponsorships, Section 6, and Advertising Sections
(“Advertorials™), Section 8.
B. Magazine logos should not be used on advertising in the magazine to suggest
editorial endorsement unless the advertised product or service has received an
editorial award.
C.. Advertiser logos should not appear on editorial pages except in an editorial
context; that is, editorial coverage ofacompany and ts products and trademarks.

I. Magazine and Advertiser Graphic Design



a. Advertisements should not imitate the graphic designof the magazine in which
they appear; advertisements shoud not use type fons, graphic eiements or coior
treatments that would lead the reader to mistake advertising for editorial.
b. Advertisements that could be mistaken for editorial content. evenifthey do not
‘mimic the graphic designofthe magazine in which they appear, should be labeled as
advertising. Sec When to Label Advertising, Section4.

2. When to Label Advertising

a Editors and publishers should be aware that under some circumstances, labeling
advertising is required by federal law. USPS Domestic Mail Manual 707.3.6.4
(Marking of Paid Reading Matter) sates: “Under 18 USC 1734, ifa valuable
consideration is paid. accepted. or promised for the publicationofany editorial or
other reading matter in a Periodicals publication, that matter must be plainly
marked ‘advertisement.

‘The ASME Guidelines also require the following
b. Advertisements that could be mistaken for editorial content should be labeled,
evenifthe advertisement does not resemble the magazine in which it appears. See
Advertising Sections (“Advertorials”), Section 8.

To prevent the appearanceofeditorial participation, “Advertorial” should not
be used as a label

ii Labels should appear horizontally at the topof the page in readable type at
least comparable in size and weight with body type.

ii. Labels should not be hidden or disguised.

3. Advertising Adjacencies

a. Editors and publishers should avoid positioning advertisements near editorial
pages that discuss or show the sameorsimilar products sold by the advertiser (a rule
of thumb used by many magazines is, the reader must tur the page atleast twice
between related ad and edit).

Fitors and publishers should also avoid the following:
b.. Positioning advertisements for motion pictures, television programs, recordings
‘and similar works neareditorial content concerning participants in those works.

4. Sponsorships

a. Sponsorships of special issues, editorial inserts, onserts and outserts and special
sections and contests are acceptable under the guidelines.

i. Coversofsponsored sections should be labeled as advertising when they
include sponsor logos; advertising contentof sponsored sections and related
promotions elsewhere in the magazine should be labeled as advertising. See
‘When to Label Advertising. Section4.



b. Sponsorships may be acknowledged in editorial content, but products or services
associated with sponsors or their business partners should not be promoted or
endorsed in editorial content.
c. Sponsors should not exercise editorial direction; editorial content should not be
shown to sponsors i advance of publicaion.
d. To prevent editorial-advertising conflicts, sponsorships of regularly published
editorial sections, departments and features should not be accepted.

5. Advertising Sections (“Advertorial”)

a. Advertsing sections (*advertorials”) are not editorial content, and every page of
such scctions should be labeled. See Section 4, When to Label Advertising.

The logoofthe magazine should not appear on the cover or any other page of
an advertising section.

6. Editorial Participation in Advertising

a. Editorialstaffand frequent contributors should not appear in,orparticipate in the
creation or production of. advertising that appears intheir own magazine.

iPublications engaged in or associated with the manufacturing or marketing of
branded products and services should ensure that advertisements or
‘promotions for their own products and services cannot be mistaken for
editorial content.

7. Product Placement and Integration

a. Publishers should not accept payment from advertisers to place or promote
products in editorial content.

{Editors should not create content, place content near advertisements, promote.
products or cover a public figure associated with an advertised product in
exchange for advertising

See also When to Label Advertising, Section 4.

8. Invasive or Interruptive Advertising

a. The members ofASME oppose advertising that disrupts editorial; the acceptance
ofadvertising that compromises the reader experience, including advertising that uses
editorial-page white space, should be subject to editorial approval.

i.Unusual advertising configurations and positions violate guidelinesif the
distinction between editorial and advertising is not transparent.

I. Advertiser Review
a. Magazine covers, tablesof contents, articles, photographs, page layouts and other
editorial matter should not be submitted for advertiser review.

.To prevent the appearanceofadvertiser review, advertisements should not
directly refer to editorial content, including specific articles or page numbers



BEST PRACTICES FOR DIGITAL MEDIA

D4. Paid Links
a. Paid or sponsored links maybe embedded in editorial contentas long as they are
identified as such witha distinct label or design.
b. Collectionsofpaid links should be visually distinct from ditorial sidebars. If the
unit contains links from multiple sources. the name of the sponsor or the destination
URL should be readily apparent for each link.

DS. Blogs and Social Media
‘The ASME guidelines also require or recommend the following for blogs and social media:

a. The same rules that gover other content on the ste apply to content created by
bloggers. Marketing messages in blogs should not be integrated with editorial
content.
b.. Bloggers should disclose in their blogs any commercial relationship they have:
with an advertiser or marketer mentioned in any content they create.
c.. Editorial social media are intended for editorial promotion and community
activities only. Editorial staffand frequent contributors should not cover subjects or
endorse products in social media in exchange for advertising.

DY. Tublet Media
Mobile versionsofmagazine content designed for tablets (including the iPad and Android
tablets) should adhere to the same general guidelines that govern print magazines and
magazine websites. The chief goal is transparency: Users should be able to distinguish easily
between content produced by editors and content delivered on behalfofadvertisers.

The ASME guidelines also require of recommend the following for tablet media:
a. Because many apps do not display adjacent pages. tis especially important that
advertisements should not use typefaces, design elements and color schemes similar
to those usedoneditorial pages. Users may otherwise mistake advertising for
editorial.
b. Advertisements should not use on-page navigational controls tha resemble those
used for editorial content. For example. ifamagazine uses a uniquely designed
interface to controla slide show, an advertisement that includes a slides show should
use a different control interface.
c. Advertisements that take over the user interface should include a prominent
“Skip” or “Close” control.
d. To ensure that interactive advertisements met the technical standardsofthe
magazine, editorial staff must receive advertising materials in advance to allow for
quality assurance review.

Violations and Sanctions

The guidelines are intended to enhance the valueof magazines for readers and advertisers.
Violationsofthe guidelines not only compromise the editorial integrity and commercial value of
the magazines in which the violations appear but threaten thoseofother publications as well.
ASME monitors publications edited by members as well as nonmembers for violations: readers
and publishers also frequently notify ASMEof appareat violations.



The Guidelines Committee of the ASME Board of Directors meets regularly (0 review possible
violations; major issues ar referred to the fll board. Members of ASME are invited to attend
committee and board meetings to discuss violations. Editors and publishers of magazines found
0 be in violation ofthe guidelines are notified in writing. ASME does not publicly comment on
the business and editorial practices of members unless the issue is a matterofpublic debate or of
‘widespread concem to editors and publishers. Repeated and willful violationsofthe guidelines.
will, however, lead to public sanction and disqualification from the National Magazine Awards.
Society of Professional Journalists - Code of Ethics
Seek Truth and Report It
Journalists should be honest, fir and courageous in gathering, reporting and interpreting
information.

Joumalists should:
«Test the accuracyofinformation from all sources and exercise care to avoid inadvertent
error. Deliberate distortion is never permissible
= Diligently seek out subjects of news stories to give them the opportunity to respond to
allegations of wrongdoing.
+ Identify sources whenever feasible. The public is entitled to as much information as
possible on sources’ reliability.
+ Always question sources’ motives before promising anonymity. Clarify conditions
attached to any promise made in exchange for information. Keep promises
+ Make certain that headlines, news teases and promotional material, photos, video, audio,
graphics, sound bites and quotations do not misrepresent. They should not oversimplify or
highlight incidents outof context.
+ Never distort the contentofnews photosor video. Image enhancement for technical
clarity is always permissible. Label montages and photo illustrations
+ Avoid misleading re-enactments or staged news events, If re-enactment is necessary to.
tella story, label it
+ Avoid undercoveror other surreptitious methodsofgathering information except when
traditional open methods will not yield information vital to the public. Use of such methods
should be explained as part of the story
+ Never plagiarize.
«Tell the story of the diversity and magnitude of the human experienc boldly, even when
itis unpopular to do so.
«Examine their own cultural values and avoid imposing those values on others.
+ Avoid stereotyping by race. gender, age.religion. ethnicity, geography, sexual
orientation, disability, physical appearance or social status.
«Support the open exchangeofviews, even views they find repugnant.
+ Give voice to the voiceless; official and unofficial sources ofinformation can be equally
valid.
«Distinguish between advocacy and news reporting. Analysis and commentary should be
labeled and not misrepresent facto context.
+ Distinguish news from advertising and shun hybrids that blur the lines between the two.
«Recognize a special obligation to ensure that the public's business is conducted in the
open and that government records are open to inspection.



Minimize Harm i
Ethical journaiists reat sources, subjects and colleagues as human beings deserving of
respect.

Journalists should:
+ Show compassion for those who may be affected adversely by news coverage. Use:
special sensitivity when dealing with children and inexperienced sources or subjects.
+ Be sensitive when seeking or using interviews or photographsof those affected by
tragedy or grief.
+ Recognize that gathering and reporting information may cause harm or discomfort.
Pursuitofthe news is nota license for arrogance.
+ Recognize that private people have a greater right to control information
about themselves than do public officials and others who seek power, influence or attention
Only an overriding public need can justify intrusion into anyone's privacy.
«Show good taste. Avoid pandering to lurid curiosity.
«Be cautious about identifying juvenile suspects or victims of sex crimes.
+ Be judicious about naming criminal suspects before the formal filingof charges.
+ Balance a criminal suspect's fair trial rights with the public's right to be informed.
Act Independently
Journalists should be free of obligation to any interest other than the public's right to know.

Joumalists should:
+ Avoid conflictsof interest, eal or perceived.
«Remain freeofassociations and activities that may compromise integrity or damage
credibility.
+ Refuse gifts, favors, fees, free travel and special treatment, and shun secondary
employment, political involvement, public office and service in community organizations if
they compromise journalistic integrity.
«Disclose unavoidable conflicts.
«Be vigilant and courageous about holding those with power accountable.
= Deny favored treatment to advertisers and special interests and resist their pressurs to
influence news coverage.
«Be waryofsources offering information for favors or money; avoid bidding for news.
Be Accountable
Journalists are accountableto thir readers. listeners. viewers and each other.

Journalists should:
«Clarify and explain news coverage and invite dialogue with the public over journalistic
conduct.
«Encourage the public t0 voice grievances against the news media
«Admit mistakes and correct them promprly.
+ Expose unethical practices ofjoumalists and the news media.
«Abide by the same high standards to which they hold others

Job Positions
Adviser



“The responsibilityof the adviser is to develop the class syllabus, developa list of assignments
and tests, and approve the calendarofdue dates in conjunction with the editor-in-chic, monitor
the progressofeach issue's development, creation and promotion and give feedback to editor-in-
chiefand staff; and give final gradesforal students based on the suggested grades from the
editor-in-chief.

«Meet with the editor-in-chief at least once weekly and be on hand for consultation; attend
class sessions at his/her discretion and in consultation with the EIC.
+ Be on hand and/or reachable for consultation especially during the week the issue goes
live (twicea quarter).
«Be available for consultation with the Editor-in-Chief and managing team throughout the
week.
«Conducta post-publication critique for each issue, no later than 1 week after.
+ Conduct workshops and training for editors and writingstaffas requested by the EIC.
+ Consult with the EIC regarding midterm evaluations and final grades.
«Be available to sit in with the EIC if needed for midterm evaluations.
+ Be available to sit in with the EIC for any disciplinary matters
+ Continue working with Pulse staff and Observer business team regarding Pulse
budget and timesheets.

Editor-In-Chief
“The responsibility of the Editor-In-Chiefis to strategize, develop and organize the production of
each issue. The editor will oversee, work with, and coordinate the assignments of the magazine
staff in consultation with the adviser. (See Compensation) Ideally, this should be ayear-long (3
quarters) position.

+ Lead/Teach class during the scheduled time, twice per week for SO minutes. This
includes preparing how to best use class time in consultation with the adviser.
«Oversee productionof two issues per quarter, on deadline.
«Approve and commission stories for each magazine issue.
+ Oversee designofmagazine, making sure the look and feel is consistent
«Mentor writers (with help from adviser)as they report and write articles.
+ Editall articles and layouts.
+ Check copy for grammar and spelling errors.
«Write an Editor's Letterforeach magazine issue.
«+ Work with designer to install multimedia links to each issue.
«Ensure PDF is posted to the web before assigned deadline.
«Select managing team which can include associate editor, assistant editor, creative
director, designer(s) and advertising and promotion coordinator(s), with input from the
adviser.
+ Consult with managing team to divide duties to reflect the strengths of each member and
make sure each member is timely in completing their duis.
+ Evaluate every managing team member after each issue is published (twice per quarter).
«Train editors, staff writers and staff designers as needed.
+ Critique staff writers’ and staff designers’ work and help them lea proper writing or
designing techniques
«Cooperate with adviser to develop publication guidelines and production schedules and
promotetheir enforcement.



+ Report regularly to the faculty adviser conceming problems or suggestions,
+ Have the finai say on whether or not (0 accep! any late work.
«Represent the publication on andoffcampus, endeavoring at all times to promote good
will for the publication.
+ Seek out opportunities for increasing Pulse's budget (on-campus funding, advertising...)
and Pulse’ profile on andoffcampus (participation and submission to college associations
and awards).
+ Answer any questions, concemsor complaints from the public
+ Be available for contact outsideofclass for the staff members.
+ Check article content for violation of plagiarism rules set forth by Central Washington
University.
+ The Editor-in-Chiefhas the final decision on all content and design questions.

Students wishing to be Editor-in-Chiefmust have a GPAofat least 2.4 in the quarter they apply.
as well as a cumulative GPAof 2.9

Associate Editor & Assistant Editor.

“The expected responsibilities of the Associate Editor and Assistant Editor are to work in
conjunction with the Editor-in-Chiefto assist in the productionofeach issuofPulse and to
help edit content. Editors must have been a Pulse staffwriter for at least one quarter prior to
obtaining the position. Amongtheirduties. individually assigned each quarter by the Editor-in-
Chief, are to

+ Help select and commission story ideas.
«Helpstaff writers improve their articles and provide the best visuals (this may include
photography).
«Help staffers meet deadlineson assignments.
«Proofall articles at least one time for content. grammar and spelling and errors, as well as
for violation of plagiarism.
«Assist with layout and design portionsofthe entire magazine, and help review/critique
design before publication.
«Assist in the promotion of the magacine (on andoff campus. on and off line) by
contributing ideas, brainstorming strategies and carrying out efforts.
+ Attend all classsessionsor provide an excused absence to the EIC.

Graphic Designer/Creative Dircetor
The Creative Director is in chargeof the visual creation and layout productionofthe magazine.
The director's main task is to create the overall magazine design concept and oversee the layout.
The director will collaborate primarily with the editor-in-chief, and wil collaborate with staffers,
including oversecing design staff. The director will manage photo shoots in coordination with
staff. Ideally, this shouldbe a year-long position. Skills and tasks include:

«Strong computer (Mac) skills and in-depth knowledge of InDesign and Photoshop.
+ Help Sif Designers with InDesign upon request.
«Pitch concepts for layouts and mock-up design ideas to Editor-in-Chief, work with
‘management team to perfect layouts.



+ Understand photography concepts; ake photographs upon request; Photoshop photo
submissions to make useable for final design.
+ Make sure the graphics, text and feelof the magazine are consistent throughout.
+ Be able to work creatively and in a timely and organized fashion under deadline
pressure.
+ Put the proofof the magazine issue together and give to the Editor-in-Chief by deadline.
7 el sessions GF colin i Com 45x provide an excised sense tothe
EIC

Advertising Coordinator
The Advertising Coordinator(s) responsibilities include sales and creationofadvertising for the
magazine. The coordinator will work with the Editor-In-Chiefand the adviser in developing an
accounting system, network and sell advertising to community businesses with a high degree
of customer service, and work with magazine designers in providing graphic design for ads when
necessary.

+ Sell advertisements for Pulse online magazine.
«Develop a advertising plan including

© What are our goals? How will we reach those goals? How are we going to
measure those results?

+ Schedule appointments with local businessesto sell ad space.
«Build and maintain relationships with clients.
«Bill advertisers, collect payment and keep trackofsales through accounting system.
+ Keep track of all minutes and meetings for quarter.
+ Submita post-production report.
«Attend all class sessions(if enrolled in Com 446) or provide an excused absence to the
EIC

Social Media/Promotion Coordinator

+ Launch and manage social media presence on sites light Facebook and Twitter.
+ Build online communities and increase readership.
+ Ensure proper messaging is being executed online that will help reach company objectives
(working with advertising coordinator(s)).
+ Support and protect brand by making sure that positive messaging is maintained in
community and establish consistencyofmessages.
«Manage online discussions by listening to what the users are saying, reading discussion
forums, and responding in a timelymanner to the users needs.
«Regularly monitor and track discussion topics for management team.
+ Check and manage Facebook and Twitter accounts
«Prepare reports on online statistics
«Increase Pulse presence on CWU campus through advertising, promotional
activities, SURC tabling, etc.
+ Atiend all class sessions (ifenrolled in Com 446) or provide an excused absence (0 the
EIC.

Staff Writers



+ In coordination with Editor-In-Chief. research and generate ideas for stories.
«Write and edi briefs and features.
«Actively contribute during class discussions, brainstorming and suggesting ideas.
«Check details and make sure every article is 100% accurate and sourced where needed.
« Proofread the workofother writers upon requ, giving comments, feedback and
suggestions
«Provide visuals or work withanassigned photographer to provide visuals for every story,
on deadline.
+ Work with design staffand Creative Director 0 proof the designed versionofstories.
«Meet strict deadlines.
«Follow SPJ Code of Ethics.
«Attend all class sessions or provide an excused absence to the EIC.

Staff Designers & Photographers
+ In coordination with Creative Director, design magazine concepts.
+ Execute magazine production using InDesign and Photoshop.
«Assist with photography and executing photo shoots.
+ Coordinate with stafTwriters on article design layouts and visuals.
+ Attend all class sessions or provide an excused absence o the EIC.

Deadlines & Publication Schedule
Meeting deadlines means tuming in assigned work by the assigned time and day. This includes
work that is e-mailed in. Any problems regarding the completion of the assignment or meeting
the deadline, staff members wil be notified and appropriate deduction from the grade of that
assignment will follow.
Pulse Magazine is expected to produce two (2) issues per quarter. Generally, the first issue
should come out about midway through the quarter and the second issue the week before finals.
Compensation
Editor-in-Chief
“The Editor-in-Chief is compensated by hourly pay in addition to credit hous. Each credit hour
isequivalent to 40 hoursof work. The Editor-in-Chiefgets three (3) school credits pus 10 hours
per week at $10/hour. The expected workload is 22 hours a week (12 compensated by credit, 10
by pay)
Other Positions
Associate Editor, Assistant Editor, Creative Director, Advertising Coordinator(s) re positions to
be chosen by the Editor-in-Chief and are unpaid. except the two (2) credits in which they are
registered in COM 446. Upon consultation between Adviser and Editor-in-Chief, an additional
ered (or, budget allowing, up to 5 hoursofpaid work per week) can be offered to individuals.
Disciplinary Action or Removal from Position
Primary reasonsfor disciplinary action or termination include, but are not limited to

«Failure 10 perform duties as outlined above.
«Failure to meet deadlines and publish in timely manner.
«Violation of the CodeofEthics,
«Violationof college policies, including those regarding employeremployee harassment
or discrimination

|



+ Actions that are disruptive to the work environment or to the ability to publish in a timely
manner

The exercise of constitutionallyprotected rights shall not constitute work-related misconduct or
neglectofduty. Staff reporters or section editors shall not be subject to arbitrary discipline
or dismissal becauseof student, faculty, administrative or community disapprovalofeditorial
policy or content

‘When problematic issues arise:
1. The EIC will first meet with theadviserand will outline in writing the problem
‘behaviors, neglected duties, and needed improvements.
2. The EIC will meet with the employee to discuss the problems. The EIC and the adviser
will give the employee a letter clearly stating the expectations and outlining the
improvements that must be made within a reasonable time frame. To continue in the position,
the employee must sign theletteras a promise acknowledging what will be worked on.
3. Ifprogress is not made within the specified time frame, the employee will go on
probation and have a conference with the adviser. The adviser will provide a letter detailing
expectations and what is not being done to meet them, and specifying an amountoftime to
be given for improvement. If that is not met, the student will be fired.

4. The student can appeal the firing to the Student Media Board.

Ifthe FICis thestaff member not abiding with items 1-4 above, then:
1. The adviser will outline in writing the problem behaviors, neglected duties. and needed
improvements and present themtothe Student Media Board.
2. The adviser and a two-person subcommittee of the SMB will meet with the EIC to

discuss the problems. The EIC will receivealetter clearly stating the expectations and

outlining the improvements that must be made within a reasonable time frame. To continue

in the position. the employee must sign the letter as a promise acknowledging what will be
worked on
3. If progress is not made within the specified time frame, the EIC will be fired.
4. The student can appeal the firing to the Student Media Board.

‘Amendments to this Policy Manual
Amendments to this Policy Manual are to be made by the Adviser in consultation with the
Editor-in-Chiefand all amendments must be ratified by a simple majority vote of the active

‘membershipofthe Student Media Board. An updated copyofthe Policy Manual should be
distributed to the active membership within a week ofthe enactment ofany amendment.



+ Each week yourstorywill be posted on the CNW Facebook and YouTube pages.
+ Yourstory will NOT be posted fit doesn't meet standards which include correct audio levels,

no wiggly video, noblack flashes, etc. Thestory must also havea Facebook introduction or it
won't be published. The story must be complete to be published.

As a student on the stafofCentralNewsWotch you are abrand representative of our pubicaton. As such you shoud feel
confident and freetoengage with readers,ourcommunity and the broader journalism community oniine through CNW's
web sites, and social media networks. We strongly encourage ths type of Interaction.

CNW benefits fromtheoie presence of tsstudents and saf to generate greater interest inand lowers of our
newscast tofoster relationships with readers and the communityat large, and to publicize and generate buzz about
stores and events.
With the opportunities of online engagement come responsiiie. Even when you talk as an individual, people may
perceive you tobe taking on behalf of CNW.When you blo postor tweet about tories, people or events related 0
CNW, or on CNWsites ann, you represent the newscast andourFacebook pagewith your words and images.
Th folowing are guidelines adapted from nationalmediaoutlets and fournalm assolatons. The inten sohelpCNW
follow best practicesinusing socal media tocarry out CNW's missions. Remember that nly designated CNW.
management and PR reps should speak on behalf of CNW.
+ Be responsible and exercisegood judgment and commonsense in your posts.
«Post content thatserves the benefits and objectivesof the newscastfirstand foremost.
«Keep your “audience” (readers, viewers, fiends &followers) inmind ata times.
= Refroin from comments or Images tha can be Interpretedassus, demeaning nsutng or infammatory.
«Avoid protracted backandorth argumentsonsocialmediasites. Respond professionallyto critiques. Refrain from

Gelting negative or critical posts unless they are infammatory, demeaning, suing or ca be nerpreted a urs.
= KeepyourIntegrity:avoid anything that would embarrass you, the publication, your tatorthe Communication

Department.
= Avoid realo apparent conflicts of interest, particularly on stories you are covering.
+ Be prudent when King, sharing friendingorfollowing people or causes that may create the perception of advocacy.
= Sources for stories found oiine shouldbevetted to confi identity.
= Respect copyright,pivcyand fius.Always give credit where creditis due ifyou borrowor quote content rom

others.
+ Keeppersoal information limitedto words, ideas an imagesthat wil nt reflect negatively on youor the

publication.«Donatshare confidential or proprietary Information about staf membersor Internal business afar or editorial
decisons at CNWor the Communication Department.

+ Rescind all passwords andadmindevel accesstoCNW online siteswhenyou leave your position. Agree oo longer
post as representativeofCentralNewsWatchwhenyouleave the staff.

‘Remember:There i no privacy on theweb Whe in doubt, ask your Faculty Adviser, who retainsthe right to request
that posts be withdrawn or comments be rewordedf theydo not benefit CNW. you ae deemed to be dsregardig the
basic guidelines listed here,you maybe subject to disciplinary action, removal fromyourpostorthe las, or removal
from the department, depending on the severityofthe situation.

3
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Central NewsWatch Winter 2022 Reporter's Handbook
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CENTRALNEWSWATCH

1. Story Ideas (pg. 1-2)
2. Story Structure(pg.4-8)
3. Reporting (pg. 9-15)
4. Videolaudio editing (pg. 15-26)
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P.1 - Story Ideas
Finding news isn't much different for atelevision reporter as it is for a print reporter, but

there are some important things to consider.
Unlike with print, we are a visual medium. We don't create images; we capture images

andletthemspeakforthemselves.So,inthehuntfora tory, youshouldbelookingfor
‘something that will provide ample video/audio opportunities. There are ways to tum a non-visual
story into avisual story (which we will get into later), but the more visual a story idea is, the
casier it will be to cover.
‘To make the distinction between a "visual" and "non-visual" story idea:
Visual: "A man builds desks for local elementary school students studying at home" — You can
get lots of awesome video of this man in his workshop.
Non-visual: "Kittitas County pushes tax deadline back a month" — At its core, this idea does not
lenditself to visuals. Youcannot take video of taxes. However, there are ways to make i visual.
You just have to look at the tangible impactof the news. Find a subject (a local taxpayer) and
capturehow they are being impacted.

Our expectation at CNWisthat your story ideascatertoourmedium. We won't consider
them during our pitch meetingsif they don't.
Story ideas should also have the following elements:
(Tier 1 ~Eachstoryshouldhaveat leastoneof these elements)

1. Timeliness — Story subjects should alwaysberelatively recent to when you're covering
them. Hard news ~ lie a COVID outbreak ~ needs a story published as soon as possible
because the implications change hour by hour,daybyday. We do not publish old news.

2. Proximity ~ We cover news that is relevant to our audience: CWU students, Ellensburg
residents, and Kittitas County residents. When coming up with an idea, keep in mind how
the news impacts our audience (Terr call this the "WIIFM"). Forthoseworkingfromout
of town, please take this concept into serious consideration.

3. Impact-Stories need implications -- good, bad, smalscale, large scale. We do not
produce "how-to" or "self-help" videos. We are joumalists. So, what we cover must have
an elementofcause-and-effect.

(Tier 2— Important, but not essential)

4. Conflict — Not all stories needconflict, but all conflicts need to be stories well, except
private ones, of course.
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5. Human Interest~ Stories about aperson's struggleortriumph tendtobe popular. With
‘most package stories, look to contextualize the topic by putting focus on an impacted
individual.

6. Prominence —Stories that revolve around people with influence are GREATforbusiness.
For instance, last quarter, former Secretary of Defense Jim Mattis accepted an honorary
scholarship from Central and was in town fora brif period. We could not cover it
becausetheschool'sPR team hates us,butany time acelebrity is involved with
something local, its news.

7. Uniqueness — There is a dual meaning to this: 1. We should not be covering things that
are overly predictable (ike the weather) 2. Wacky and/or bizare things (lke ajet skiing
squirrel) make great stories.

Where to find news?
Listed below aresomeplaces to find news here locally:

© Kittitas County Community Connect Facebook:
hitps/www.facebook.com/groups/KititasCommunityConnect

© Ellensburg Community Connect Facebook:
hitps/www. facebook.com/groups/1733116300335816

© Ellensburg School District: https:/Awvww.sd401.org/ —- Follow press releases and bi-
weekly meetings

© CWU Event Calendar — Central Washington University Calendar| Central Washington
University (owu.edu)

© Kititas County Website: httpsy/www.co kittitas. wa.us/~ Followpressreleases and
BoardofCounty Commissioners meetings.

© Ellensburg Website: https:/fwww.ciellensburg wa.us/ Follow press releases and City
Council meetings.

© Ellensburg Downtown Association: https/ellensburgdowntown.org/

© CWU Board of Trustees: htps:/wwiw.cwu.edutrustees/ - Follow meetings
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© ASCWU: hutps/www.cwu cduiascw/ — Follow meetings

P.2-Story Structure:
Terri provides examples of all the different types of stories in her blog. Isuggest reading

through tha to get up to speed.
Since we aren't doing telecasts until later in the quarter, we will mainly produce package

stories to start. There are a coupleof ways to go about it:

© Package wio standup Runs: 1:05-1:30
“Thisi a basic voiceover package where thereporter doesn't appear on camera. Here's an

example.
© Package w/ standup —Runs 1:10-1:40
A "standup?iswhen thereporterspeaks on camera briefly — addressing the viewer.

Generally, this is done to provide information when the reporter doesn't have adequate footage to
pair with what they are talking about. It can also be used as an opportunity to get creative and
illustrate the point of their story. Watch what this student reporter does at 00:58 of his package.

Unless you'e producing an AIL, you shouldn't do more than one standup in a package. A
standup can run during the middleofyour story (a standup bridge) or at the end (a standup
close), but never aloneat thebeginning. Ifyou do a standupat the beginning, you alsohaveto
incorporate a standup close.
© “Asif Live” (AIL) package w/ opening & closing standup ~Runs 1:30-1:50
An AILhasthe purpose of making it appear like the reporteris "ive" covering an event n-

person. This is done by incorporatingan opening and closing standup. Here's an example.
Avoid doing an AILifyoure reporting from home because it diminishes the purpose.

However, sometimes i's necessaryifyou don't have enough footage.

© Package Feature Story - Runs 1:30-1:50
Features take a less "newsy” approach to storytelling. With these, you can be crafter with

your writing 50 that you can highlight character. Here's an example.
‘You can doa standup if your story calls for it, but the best features generally don't have

them.
(Note: For this quarter, story lengths are concrete. We most likely won't publish astory if
it's over time —especiallyif itsurpasses 2:00.)
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Here are acoupleofkeyterms and rulesofTV storytelling:

© “Sound on tape" (SOT) = These are soundbites from interviews. In a script, indicate
50Ts in ALL CAPS TEXT.

© Nat pop = Natural soundfrom camera footage tht is emphasized. Welove nat pops. Use
them whenever you can. This story makes great use of nat pops. Indicate these in ALL
CAPS as well

© SOTs shouldbe short and used to illustrate emotion, nottoconvey information. Keep
them in the ballpark of 5-12 seconds. Never go over 20 seconds.

© Typically, don't use more than two SOTs from thesame source in a tory. Ifyou're doing
a feature, then it's okay.

© Don't cover more than two main topics in your package. You don't havemuchtime, 50
onlytalk about the most important information. The more you introduce, the more
convoluted the main topic gets.

© You have to simplify things. Don't be scared of cutting complex or wordy information
(show, don' tell. As long as you still capture the main ideaofwhat your sources convey
and don't misrepresent orotherwisedefame them, you're solid. You can flesh out
information inyourweb copy.

@ Include a SOTor Nat Pop within the first 15 seconds ofa package story.

© Start your story with your most interesting video and build the story from there.

© Or start with what's new. Avoid telling a story in chronological order.

© WRITETOTHE VIDEO -Ifyou say dog, we should seeadog, not a field filled with
wildflowers

© Short sentences (15-20 words or less), using conversational language with short-syllabled
words.

© Writein active sentence structure, not passive.
© This has nothing to do with past tense/present tense/future tense:

@ Generally, you don't have to introduce a source before running their SOTbecause theyll
have a lower third graphic. However, ifa source is a key player in your story. or you need
to establish a source’s levelofexpertise, introduce themin namation before running the
SOT.
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We will write our stories in the Rundown Creator producing software.
I SST

3rondowncreon |

BT |
SERINE EE !

ap Ee
A
Each week, we will create a different rundown. Find them in the upper-left dropdown menu.
A full story isdivided intothreesegments ina rundown:

1) ANCHOR INTRO ~ When we do a full newscast, this is what you will write for the
anchors to say so they can transition intoyourpackage. Since we aren't doing many full
newscasts, an anchorintrowillbe used as the social media caption for your story.
Regardless, the writing style doesn’t change. They should be 2-3 short sentences, running
for about 10 seconds of airtime.

2) PKG - This is where you write your ull package script.
3) TAG - If weare doing a full newscast this is where you would write eitheran asif-ive

standup or an anchor tag which adds additional information to close out the story. You do
not have to write a tag unless we are doing a newscast, Again, they should be 2-3 ines,
running for about 10 seconds of airtime.

‘When your story is ready for review, copy and paste all three segments intoyour designated
google doc: (FULLNAME — CNW SCRIPT/WEB COPY)

Here's what this story looks like: httpsy/www.youtube.com/watch?v=CEIGSKBICFo

P.3 - Reporting
Reportingcan be themostdaunting aspect ofths whole process. In addition to ining up

interviews, youalso have to find video to complement those interviews. But don’t sweat. If you
know what to look forand you're willing to step outside your comfort zone, reporting is fun.
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Some general rules for reporting...

© 23 sources per story.

© Find a diverse selection of sources. Ifyoure covering a topic that revolves around
multiple groups of people, represent each group inthestory. Say, for instance, you're:
coving a homeless shelter. Talk to the homeless shelters leadership along with the people
they onsssisting,

© Don't bea mouthpieceforan organization/govemment. Talk to them. But talk more to
the people they're impacting. For every professional, talk to two average Joes (as long as
they play a ole in the story, of course). Also,becritical—fact check.

© Do not interview your friends or fellow DJ majors. We will make an exception if you're
interviewing someone vital to an important story. But in mostcases, just don't. Do your
job and meet new people.

© Make suretheperson you're interviewinghasthe right credentials to speak about a topic.
Example:If you're doing a story on NCAA athletes, don't talk to a club sport athlete and
pass himoffasan NCAA athlete.

© Go into an interview with a plan. Have a checklistoftopics you want to cover. Have a list
ofspecific questions you needtobe answered. Don't move from question to question — be.
thinking,be critical, ask follow-ups. Ask open-ended questions that allow the interviewee.
t0 reflect: "How does this situation make you feel?" Ask closed-ended questions to
clarify details: "How much money was laundered exactly?"

© As soonasyou're assigned astory, reach out to your sources and lineupinterviews. You
never know how long i's going to take them to get back to you. That's why its effective
just to call them if you can find a phone number.

Tools of the trade
‘You need the following items to be successful as a reporter.



.
1. A cameraor video recording device that is capable of shooting 1080p 30fps HD footage.RE

capability.

2. A lavalier (akaa "lav") thatis compatiblewithboth yourAder tnteef ompiionbinte
length (about 3-7 feet long).

‘Wear it like this on camera 0 5 "

Svan

3. A tripod or some kindofcamera stabilizer.

! j YtITristhr Winbmit ririmengmmases
should look professional. You can wearablazer overadress shirt (tie optional), aa resisasi a
branding), etc.

Video and audio are the most important elements of our stories. Theyare what separate
‘us from our competitors in the print industry. So, we need to make sure wearedoing our best to
fully realize those elements inourstories.

et —————ip————
TREO!i
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You have two different types of stories here: hard news and afeature. Both stories, however,

take a similar approach to visuals.
~ Dynamic angles (ow and igh).
- Depth of field (look at how the buildings are framed).
~ Moving subjects.
- Close-ups (Look at that awesome guitar shot)
- Footage of signage
- Camera movement

- Using the rule of thirds

All of these shots emphasize what the reporter is saying. As a viewer, they maintain your
attention. We want to maintain our viewers’ attention.

Audioi just as important, if not more so. At anational collegiate press convention this
past fl, tenured broadcast reporter said, "Your viewers should be able o piece (ogethera story
from the audio alone."

Notice in those two stories how the Audio pops? You can stillhearit even when the
reporterisproviding voice over. This effect gives the viewera sense that they're with the reporter
at the scene. It's a tle detail that goes a long way (hence the importance of having a shotgun
mi)

‘When you're out in the field covering your stories, make sure you're gettingasmuch
footage (b-roll) as you can. Shoot everything that may pertain to your story —people, signage,
landscapes, architecture, cars, machinery, etc.

Not all interviews have tobe filmed in particular way. Sometimes t adds charm to.
story when the reporter interviews a subject while they're doing a task —sitting in a chair,
shooting a basketball, balancing on a slackline, etc. However, in all interviews where a subject is
just standing in frontofthecamera,the subject should be.
framed according to theruleofthirds. It should look like: .
hi.
— Point £1 It doesn't

‘matter what side of
- the frame they're on

ps a8 Tongasthey Tie
i J up with those invisible intersecting lines.
00 | msg R JO point #2.) 1¢ a profile shot from the navel-up. Leave

- — alittlebitofheadspace.

Point #3.) Positionyourself next to your camera and have them talk directly at you. They
shouldn' be looking at the camera.
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Shoot ata low ISO settingtoavoid grainy footage. Shootat a 1920 x 1080p (pixels)
diameter, 30 frames per second, 1/60% shutter speed. Also, always Make sure your camera is
focused.

(You won't have to worry about some of these thingsifyou're shooting onyourphone).

Make sure you have the authorization to film people and locations. Anything on public
grounds is generallyfairgame (review Washington recording laysorask Teriifyou have any
concerns), but i's ethical practic to first receive consent before filming. If you'e interviewing
someone, the firstthingyoushould do isgetthemoncameraproviding you consent to record
them — this is to avoid legal troubles. Do not publish a recording of a private conversation or
interaction without consent.

‘Youcan filmpeopleonthestreetevenifthey don't wanttobefilmed.But if they have a
00d reason for not wanting tobeon camera, don't film them.

Protestors chanting: "F*** the pope"? (Film it)

X Someone receiving food donations who doesn't want to be ridiculed for it? (Don't film it)

A parent acting belligerent at a ltl league game (Film it)

XA person in witness protection who doesn't want to be found (Don't film it)

Working during COVID
‘With COVID, some people will be more comfortable doing a Zoom interview. Our

priority is to conduct in person interviews, however, when unpractical doing them over Zoom
‘might be the only solution. Interviews can also be done over the phone, but only when an
interviewee doesn't want to usc Zoom. We always wantvideoof them talking —50ask
specifically for a Zoom interview.

Enable recording in your profile settings. Youcan savea recordingtoyour (local)
computeror to the Zoom cloud. Saving to the cloud does not always work.
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The interviewee should be in the middleofthe frame. looking straight at the camera. If
they're using Zoomon their phone, make sure they have the phone tumed horizontallysothat
the dimensions are 1920 x 1080.

Getting other media for events:
If you're unable to attain video yourself, ask your sources to shoot video for you.

“Tell them exactly what you want ~ write out a lst of shots and describe how they should look.
And again, make sure they shoot with their phones tumed horizontally so that the dimensions
are 1920 x 1080.

‘Youcan also find media (video, images, audio) from extemal sources online and use t as
long as you receive consent from the source itself. Say, for instance, someone posts a video on
Facebook that you want to use. Youcanas long as they permit you to do so.

Public records ~ such as avideo recordingof acity council meting - don't require
consent because they are in the public domain.

Anything in the public domain is air game. That goes for media on the intemet as well.

Boman foebien © a

If youre showing media that isn't yours, attribute in small text.
Ex. "Video courtesyofGinger Toomey," "Video source: Wingard Appliance,” "Source: City of
Ellensburg,"
Depending on the context, screenshotsofdocuments (and their text) or social media posts dont
have to be attributed. Public domain images being used for graphics aso don't eed attribution.

“The less video you have at your disposal, thestrongeryour useofgraphics will need to
be. There is always something youcan do to fill airtime... Your last resorts to ask a colleague
to go shoot video for you.

Every oneofus is busy balancing school, work, home life, and the uncertainties ofa
global pandemic. Please do not make it someone else's burden toperform your responsibilities
unless it's absolutely necessary for our content’ quality. This is why we stress the importance of
coming to pitch meetings with a well thought out story idea.
p..4— Putting it all together: Video andaudioediting
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“The last stepin your weekly responsibilitiesasareporter i to takeyourscript, and all the
‘media you've accumulated, and cut it into a story.
You'l need the following items...

& Adobe Premiere Pro 2020 (Free courtesy of the Communications Department)

B® Adobe Audition 2020 (Free courtesy of the Communications Department)

A portable hard drive (Not free, but optional).
Overthe courseofthe quarter,youwill accumulate alot ofvideo and audio files
These files will slow your computer down to a snails pace if you save them to its

intemal hard drive. A portable hard drive, whereyoucan keepyourCNW files, will spare you
many headaches.

‘Bandicam Screen Recording Software (free)

E CNW graphics folder on Canvas (Free)

Narration
‘As has already been stated in this handbook, broadcast is a show-don'ttell medium.

Meaning: Video is the most important clement.
Narration is not essential for telling a broadcast news story. Theoretically, you could

‘make a full-length package using only video, natural sound, and SOTs. Watch this King5story.
about a sidewalk musician. The reporter says one line of narration — which he probably could've
cut out—in a 2:30 minute package.
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‘The point here is that we want to strive to make stories that don't rely heavily on narration
~because frankly, the ones that do are boring.

However, that beingsaid, narrationisan important element of news stories when it's
needed. Hard-topic stories generally need mor narration than feature stories because the
information isn't coming from one person's perspective. We use narration to condense
information, introduce peopl, introduce SOTSs, highlight key facts, and bridge topics.

NBC Nightly's Kate Snow is one of the best reporters working today. Something that
always sticks out in her stories is the narration. This is her story from the Harvey Weinstein
trials. Pay attention to the tone she uses, the pace ofher speech, the emphasis she puts on certain
‘words, and the concisenessofher sentences.
A news voice...

- Is conversational yet professional
- Has intonation — speech rises and falls to emphasize certain words or phrases (with

purpose)
- Has a tone that matches the subject mater its discussing (How you talk indicates to the

viewer how they should feel about what you'r talking about)
~Isclear and easy to understand -- voidofextra breaths or noticeable breaks in speech
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The Basics of Premiere Pro
‘There'sa lot to unpack with Adobe Premiere Pro. That's why you'll be doingatutorial to

get familiar with the basic controls. In this scction of the handbook, we will focus on the aspects
of Premiere Pro that you should be awareofas a reporter that won't be covered in the tutorial.

“To starta new project: open Premiere and hit the "New Project” button 0 a panel will pop up,
‘make sure you have the following information inserted:

~ Name your project with the story slug
- Have the file saveto a safe location (lke a portable hard drive)
- Renderer: Mercury Playback Engine GPU Acceleration (OpenCL)
- Preview Cache: None
- Video: Display Format: Timecode
- Audio: Display Format: Audio Samples u |
- Capture Format: DV

Hit "ok."
After opening a new projec, the first thing

you should do is import (ctr + i) allofthe media
You plan on using (video, narration audio, CNW
graphics from Canvas, etc.)

Drag and a video file it doesn't have to be
any particular one) from your media cache ~ in the:
Tower left-hand comer ~ onto the timeline. Then
0 adjust your sequence settings to make sure they're correct.
: Sequence > Sequence Settings...>

- Editing mode: Custom
~ Timebase: 30.00 Frame/Second
- Frame size: 1920
- Horizontal: 1080
- Vertical: 16:9
- Pixel Aspect Ratio: Square Pixels (1.0)
- Fields: No Fields (Progressive Scan)
- Display Format: 30 fps Timecode
Hit "ok," and you're good to go.

Let's fast forward: Y ou have cut together your story, and it s ready to be exported.
Before you do this, first render the entire project. Go to the sequence tab > "Render In to Out.”
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‘Then, after that is done processing, go to the "File" tab > "Export”> "Media..."> This
will pull up the "Export Settings" tab. Have the following settings entered:

- Fomat H264
= Preset: Facebook 1080p Full HD
‘You can change the file output name by clicking on
it in the tab. Just make sure whatever you name it,
youtack on mp4 attheend.
‘When the settings are correct, and you're ready to
‘publish, hit "Export."

CNW Basic Graphics
‘There are acouple of basic graphics that we use in all our stories. This is what they looklikeand.
how they should be used:
Note: Safe margins — The position measurements below are what they would be on
‘Windows 10.Ifyou're using 10S (Mic) or any other software, you need to determine your
graphic placementbasedon the Premiere Pro “safe margins.”

bh !

m7 1]

wi PUSS 1, activate this feature, click on the wrench icon
on the bottom right of the playback window. Then click in the scroll down menu “safe
margins”

Place your graphics according to how they are picture in subsequent sections below.
CNW BUG - The bugisessentially a watermarkforourstoris. It should remain on screen for
the entirety of thestory unless i's blocking something important.
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Position: 1615.0 /927.0, Scale: 57.0.

x []

a I aE)

LOWER THIRD NAME TAG- This is used to identify apersontalking on screen. It should
only appear on screen for the first 3.5 seconds of a person's SOT. Do not add any effects to this
oe

LS = §

Instruction orth owertin:
On aE2 click oni

Then thi screen will par on the eft-hand id. Click on
"browse":

“Then search for sports lower third, then drag it on your

meine
Then adjust he sae and size:
Sale 700
Position: 615.0/ 950
[TR ———
portent yout ho, uch a an erviomers fue. If64nd0 push i lower, don't worry
Shout he ls mario,
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After youdo that. 20 on the left-hand panel and click on edit. Type in your source name and their
title (This should indicate their relevance to your story)n the text box. Their name should be
Verdana Regular Tr, and their title should be Verdana Regular TT:

Then change
the coloring

Fa as by clicking
gE Cm the

Ew | J o secondary
I] = color tab and

Es adjusting t to
5) adark red.

La “The highlight
i and title

color should
— be black:

ON-THE-PHONE INTERVIEW GRAPHIC — If you ever have to do an interview over the
phone, and there's no video to accompany the said interview, the screen should look like this:
‘The graphic stays on screen the entirety of the SOT.

- Get an imageofthe interviewee (preferably a
profile shot) and scale t to about medium size. a

- Use thesame name tag graphic as described H
before but scale it to accompany the picture in ¥
the middleofthe frame.

~ Add the phone image (found on Canvas) to the c We
end of the name tag. Make it taller than the i
widthofthe name tag like so 0

- Use the pain red background (foundon Canvas).
SOCIAL MEDIA GRAPHIC ~ Every story posted online should be capped with our social
‘media graphic (found on Canvas). Attach it tothe last clipof the full story and add both2 "Dip to
black” transition (Effects > Video Transitions> Dip to Black> Drag and drop between two
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clips) and an audio crossfade transition (Effects> Audio transitions > Crossfade > Constant
power > Drag and drop on the Social Media Graphic's Audio).

Tere o
Nr
| Jere

Sound Mixing
‘We want our sound to be clear and consistent. Not too loud, not t0o quiet, Chances are

the sounds you record on your devices won't sound great when initially put ino Premiere. So,
‘you may have to tinker with them a bit.

Make sure every audioclipon your timelinehasthe
right channel settings. Check by right-clicking on cach audio
clip > "Channels..." Settings should be checked off like this

Volume levelsofaudio should max out between
6 (never above — you don't want the meters
tuning red) and -12 decibels (dB), although

= ‘sometimes you may have to go by ear.
a To adjust audio levels, go to the Effects tab in the top left-hand comer> "Audio

Clip Mixer."
‘When you have natural sound occuring simultancously with narration, make sure

the narration has a higher dB level so that the nat sound isn't distracting.
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Each audio track has a mixer, as youcan see in this photo.
Adjusting the mixer will oly affect the clip you've highlighted on a
specific track, rather than the entire track.

Nat pops should be prominent and abrupt.
If youre using nat sound from multiple clips that are cut together, add a
“constant power” crossfade audio transition between the clips (right-
click where the clips intersect on the timeline > "apply default

transition"). Doing this will create a smoother transition of sound. Do this also when you cut
from narration to a SOT — the SOT will start almost simultaneously s your narration ends

Miscellaneous Editing Rules/Tips
We don't want to put creative limitations on you with editing because we want to foster

new ideas. However, there are some aspectsto editing that we want o keep consistent across our
entire staff:

Basic b-roll shots shouldn't be on screen longer than 3-5 seconds. When you have
prolonged narration, mix in acoupleofdifferent shots (if you have some)ofwhat you're
talking about.

Again, make sure you arewritingto the video. If we sce something on the screen, you
should be talking about it or something related to it.

© Usingfullscreen (horizontal) video/images is important. But if you're going to use media
I 7] that was shot vertically with a phone, you need
| . to apply a blumry border effect and then list the
I medias source in the lower left-hand comer of

the frame.

To create a blurry border, first set the vertical
| PR media to scale (right-click on the clip > "scale to
[A frame size"). Thencopythe clip and

paste a duplicate on the V2 media
track—make sure both clips are lined up exactly. Then increase the scale of
the V1 clip so that the entire frame is filled. Apply a "Gaussian Blur” effect
to the V1 clip (Adjust blurriness in 15% in the Effects panel).

Do this for interviews shot vertically as well.
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© Avoid "talking head video" —this is wherea person is on-screen talking in an interview
like manner, but the reporter is narrating over the top of them. Typically, we are forced
into doing this when we are trying to introduce a person in a story but don't have any.
other b-roll. A way to get around this is to make & subject-object-subject cut:

(Introduce the person using the interview footage) "Traffic committee head Jimmy Ford
says..." (Cut to b-roll shot) "... parking tickets fund mor than just county salaries" (Cut
to: interview footage again but run the SOT).

Here'sa visual example (00:28-0042).

Doing this ensures that we aren' lingering on talking-head video. Also, notice that the
name tag goes on the SOT part only.

© Ideally, we want to keep SOTs as short as possible. But we can't control how a person
talks. In many circumstances, a person will say something in 20 seconds that they
probably could say in 8 seconds ifthey didn'tuse filler words and expressions. We need
tomake sure we don't includefillerin our stories. There are a coupleofwaysto slim
down SOTs without unethically doctoring ther

1. Cut to broll and insert audio

~ “This is a much sneakier and less jarring wayto cut down a SOT. What you do is run the
first couple seconds ofa SOT on screen, then make what's called an "L cut."

Unlink the interview's video and audio clips and cut
out a portion of the video clip. Fill in the missing spot

I merJ ith boll footage. With b-roll on screen,youcan
insert the other halfof the SOT you wanted to jump.
to.

Make sure, however, that the SOT your inserting sounds like a natural continuationofthe
one it's proceeding and is ethically representing what the intervieweewastrying to say.

2. Split two elated SOTs with a "dip to white" transition.

~ “Temi doesnt like us doing this, so try not to makeahabit of it. If twopartsofa long SOT
‘work well together in context, combine them using the “dip to white" transition effect.
Make the transition short (ike .5 scconds) that way it appears like a flash this indicates
a passage of time. It should look like this (1:45-1:54).
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3. Insert areaction shottohide acut

- With us conducting many interviews over Zoom,
another tricky way to disguise a split SOT is to film
‘yourself during the interview andusethat shot to
‘make an Lcut.Thiscanbe ashotofyou looking at
‘your computer reacting to what the interviewee is
saying. When the doctored partofthe SOT starts, cut
back to videoofthe interviewee.

# Don't cutorstartaperson's SOT while theyaretalking. Make sure SOTs are full
sentences.

© When you use stil images, incorporateframemovement to make them appear lie video.

‘Watchthi storybyABCNews, Notice how the stills are slowly zooming in?
Panning up and down? Believe it or not, this small effect makes abig difference in the
story's visual quality. Without those subtle movements, the first part ofthe story would
just bea slide show. They maketheimages kinetic— simulating video.

Creating this effect issupereasy in Premiere.Thisvideo explains itpretty well.
Set "keyframes" at the beginning and end ofa sill image clip. Your beginning keyframe
is where you want the frame to start, and the closing keyframe is where you want the

frametomoveto. Youcanusekeyframestomakeanimageexpand,shrink,panleft,pan
right, etc.

Tosetkeyframes,first putyourcursoratthebeggingof a lip (or whereyou wanttostart
the animation during the clip). Use the scaleor postion controls in the Effects panel to
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set where you want the animation to start. Then click the stopwatch icon Gf i's blue, a
keyframe is set).

‘Then put the cursor at the end of the clip and
adjust the scale or postion controls to where
‘you want the animation to finish. A closing
keyframe will be st automatically.

When animating still images, you want to make
the position/scale change small because ifyou

— seta large change with short 3-5 second clip,
the animationwillbe too fast, With stills, we

: only want subtle movement.

With sill images that are shot vertically,
apply the blurry border effect (just like with the video) and have the main image either
expand or shrink in the middle of the frame.

Motion Graphics
Ifyou understand how to use keyframes, you can make all sorts of animationsto fill

airtime. As was mentioned before, the less footage you have, the more you will have to get
creative with graphics.

Watch these two stories that rely heavily on motion graphics:
U.S. Breaks Record For Daily Covid Deaths, Hospitalizations|NBC Nightly News - YouTube
FDA Review Finds Pfizer's Covid Vaccine Is Effective | NBC Nightly News-YouTube

Notice how the graphics emphasize the reporters narration — they highlight statistics,
quotes, key points. These graphics come from a news organization with one of the highest
production values in the world. Still, orasclean and professionalas they look, you can make
almost the exact same thingin Adobe Premiere using transparent images and keyframe
animations.

Do we expect you to make professional-grade motion graphics for your stories? No.
However, we want to make thepoint that you can do things to make upfornot having footage. A
lot of it is a productofyour own creativity and willingness to solve problems. There's a tutorial
‘on YouTube for pretty much anything you might want to make.

Strive to make what you saw in those two stories. Good motion graphics incorporate all
of the following features

- Quick movement (not too quick)
- Movement that emphasizes the subject or the reporters naation
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~ Movement that complements b-roll that. by itself. would appear mundane.

*TEASER VIDEO TITLE GRAPHIC + CNW THEME— Every week, you will be expected to
send 10-15 seconds of video fora teaserof your story along with a itl.The ttle should give a
general idea of what your tory will be about. Every teaser will have a sliding title (cutline)
graphic at the beginning and the CNW theme (found on Canvas) playing in the
background. Max will be making the teasers to post the Tuesday aftervideosaresubmitted for
the week.
“This information is to help Max remember how those teasersaremade. Feel free to read it but
you don't have to.

Get the "Lower Third newswatch" graphic (found on Canvas) > Apply to the track
above the first main clip of your tease > Scale it to 150.0 > Stating position keyframe: 475.0/
700> Skip forward 1.25 second into the main clip > Add an end postion keyframe: 965 /700>
Applya film dissolve transition effect to the 1.25-second cffect > Apply text (position: 850.0
1605.0, Scale 75.0, Font: Verdana) with afilm dissolve transition (have the effect tart while the

wg Tower third graphic is halfway done).

Make your ending keyframe (965.0 /
700.0), then apply a film dissolve:
transition effect (Duration: 1.25 sec)



>

Ei ‘ “The full graphic should look like this on the
timeline. (Correction: Do not add a “Film
Dissolve” effect to the sliding red graphic, only
to the text),



CWUR 7-80-020 Security and Safety on Campus Procedures

‘This procedure is provided pursuant to CWU Policy 2-40-240

(1) Purpose

Central Washington University strives to provide a safe and secure campus environment to
students, faculty, staff, and visitors. CWU wants our community to be informed of safety and
security related issues and resources that are available. Certain individuals and/or departments
have duties related to security and safety on campus.

(2) Authority and Responsibilities

'CWU complies with the Crime Awareness and Campus Security Act, commonly referred to as
the Jeanne Clery Act (Clery Act) which is contained in Section 485of the Higher Education Act.
This Act requires certain institutions of higher education, including Central Washington
University, to have procedures and take specific measures relative to campus security, safety and
crime reporting,

‘The president has explicit authority in all issues and incidents related to campus safety and
security. As such, the president may, as deemed necessary, take immediate actionor appoint a
designee to ensure the safety and securityof the campus and community, and to implement the
CWU Emergency Operations Plan (CWU EOP). These actions include, but are not limited to:

+ ordering any disciplinary action,

« restricting access to university facilities or personnel,

+ ordering the issuanceof a notice against trespass,

losing university facilites, and/or

taking other action as permitted by law.

(a) Admissions - Admissions will provide all prospective students information on the CWU
Annual Security and Fire Safety Report.

(b) University Police and Parking Services (UPPS) - UPPS is authorized by RCW with complete
police authority, including arrest powers. The police chief/director of UPPS is responsible for
keeping the president apprisedofemergent situations or matters. UPPS is responsible for

«all police service and criminal investigations and reports on the Ellensburg campus
+ tracking and compiling crime statistics and disclosure as required by law
«preparing a daily crime log and daily fire log and making logs available to the public
«taking anonymous reports from those not wishing to provide their identity



+ coordinating with Kittitas Valley Fire and Rescue to ensure that fires, arsons and fire
related activity and statistics are documented and reported

«providing, receiving and working cooperatively through mutual aid and assistance with
other neighboring law enforcement agencies including; the Kittitas County Sheriff's
Office, Ellensburg Police Department, Washington State Patrol, Kittitas Police
Department and the Cle Elum, Roslyn and South Cle Elum Police Department

«meeting formally and informally on a regular basis with other law enforcement and
criminal justice agencies in order to share information and resources

+ sharing radio networks and record management networks with the Ellensburg Police
Department, Kittitas CountySheriffand other entities

+ sharing and working cooperatively with student conduct officers and staff within the
Student Success Division by sharing information about students involved in violations of
Taw and/or student conduct policies

+ providing security and crime awareness programs and information to students, faculty
andstaffofCWU, and

«ensuring that Clery reportable offenses and referrals given to student conduct are
appropriately tracked and documented for Clery statistical purposes.

(©) Health and Counseling ~ When notified by a student/patient that they have been a victimof a
crime, health and counseling personnel will inform the studentof the procedures to report crimes
ona voluntary, confidential basis for inclusion in the annual disclosure of crime statistics.

(d) Housing - Housing will have a procedure which allows residential students an opportunity to
identify an emergency contact. Residential students will also be made awareof CWU missing
student procedures and offer residential students the ability to identify a person to contact if they
are deemed as missing

(¢) Human Resources - Human resources will provide prospective employees information on
where to obtain the annual security and fire safety report. HR will also identify campus security
authorities (CSA) and updating selected job descriptions to reflect that they are a CSA

(9) Public Affairs - Public affairs will review and assist the Clery Compliance Officer in drafling
and disseminating the Annual Security and Fire Safety Report Public affairs will work closely
with university police when the emergency notification system CWU Alert! and Desktop Alert!
require activation. Public affairs stafis trained on how to activate this system.

(9) Student Success — Student Success will track and document Clery reportable offenses and
will provide that statistical information to the Clery Compliance Officer for accurate reporting.

(h) Wellness Center- When made awareof a crime, the Wellness Center will inform the student
of the procedures to report crimes on a voluntary, confidential basis for inclusion in the annual
disclosure ofcrime statistics.



(3) Reporting Crimes, Emergencies, Fires or Other Concerns

(a) How to Report a Crime or other Emergencies - students, faculty,staffand visitors are
encouraged to promptly report all crimes, fires and public safety related incidents to the
University Police Department by calling 911. Kittcom, the consolidated 911 center for numerous
public safety agencies in Kittitas County, is capable of dispatching CWU Police, Fire and
Medical services to Central Washington University. To report non-emergency or public safety
issues call Kittcom at 509-925-8534.

Blue fight phones are placed across campus and can be lized by pushing the “call button”.
These phones are answered by Kittcom who can dispatch emergency responders.

University Police will look into all calls dispatched or received by them, and respond as
appropriate. If the crime or incident occurred off campus, Kiticom and/or the university police
will identify and coordinate with the agency that has jurisdiction over the incident

(b) How to Report Other Concerns - concerns or requests for repairs for lighting or structure and
building maintenance should be reported to the facility maintenance division by calling 509-963-
3000. Concerns such as student behavior not risingto the needofpolice involvement, can be
reported to the deanofstudent success by calling 509-963-1515 or through the intranet by
clicking on “ReportBehaviorsofConcer’ and completing the form. Keep in mind this system
is not monitored 24/7; in an emergency call 911. Concerns regarding an employee should be
reportedto human resources by calling 509-963-1202.

(©) Notifying the CWU Community — The chief of police or designee wil be responsible for
issuing any emergency notification or timely warning. The public affairs department will assist
with content and dissemination of the message to all or segments of the campus community
depending on the situation

“The chiefofpolice may opt not to send a notificationif the notification would compromise
efforts to assis the victim, contain or respond to the incident or otherwise mitigate the incident
‘The president will be advised in these instances

A member of the public affairs department will be assigned as the “public information officer”
(PIO) during an emergency. The PIO will be responsible for communicating with the president
and providing follow up or updates to the campus and greater community as the incident
progresses or is mitigated

(d) Timely warnings - CWU Police Department may issue a Timely Warning ifan event or
situation arises, either on oroffcampus that, in the judgmentof the chief of police, constitutes an
‘ongoingorcontinuing threat to the campus. This warning may be done through email or intranet
postings, and may be included on the University Police and/or CWU website.



(¢) Emergency Notifications - CWU has an emergency notification system that is maintained by
information technology services and operated by the university police and public affairs. This
system has 3 basic components: CWU Alert sends email messages, text message and telephone:
calls to membersof the campus community; Desktop Alert! sends a computer message to all
CWU owned deskiop computers that are “on” and connected to the network; and Alert Update,
‘an email update notification systemfor those who subscribe by enteringtheir email address.

In the event ofa significant emergency or dangerous situation involving an immediate threat to
the health or safety of students or employees, CWU Alert! will be activated through established
procedures. CWU Alert! will be tested atleast once annually

(4) Clery Act

Clery Act requirements are complex and require coordination across campus and at al levels. In
order to gather and disseminate the required information and comply with this act, individuals
and departments across campus work together. The president identifies the individual responsible
for overall Clery Act compliance. This person will utilize other individualsor a committee in
order to coordinate CWU's compliance.

(a) Clery Compliance Officer - The police chiefidirector of UPPSisthe Clery Compliance
Officer and is responsible for:

«Ensuring that the University maintains compliance with all requirementsofthe Clery
Act

+ Collecting and recording crime statistics including those reported to CSA's.
«Preparing and submitting required documentation to the Departmentof Education.
«Preparing and disseminating the Annual Security and Fire Safety Report
+ Making the daily crime log and fire log available to the public.

(b) Annual Security and Fire Safety Report - The annual Security and fire safety report contains
all required information specified in the “Handbook for Campus Safety and Security Reporting”
“This report is disseminated to al students, staff and faculty by October 1 ofeach year. The report
is also available at the university police department.

A notice of the annual security and fire safety report's availability. includinga descriptionofthe
report's contents, and the opportunity to requesta copy of the report will be provided to all
prospective students and employees upon request.

(©) Crime and Fire Log - University police maintains a daily log, written in a format that can be
easily understood, to record crimes and fires as required under the Clery ActIf there is clear and
convincing evidence that the release of that specific information may jeopardize an ongoing
criminal investigation or the safety of an individual, cause a suspect to flee or evade detection, or
result in the destructionofevidence, the university police department may withhold log



information This information shall be disclosed once the adverse effect is no longer likely to
occur.

“The crime log must include the following information:

«The incident number, nature, date and time the crime was reported, date and time the
crime occurred, and general locationofeach crime; and

«The disposition of the complaint, if known.

‘The fire log must include the following information

«The date the fire was reported, the nature ofthe fire, the date and time the fire occurred,
and the general locationofthe fire; and

«The fire log will only contain information on fires occurring in on-campus residential
facilities

Crimes will be recorded in the daily crime log within two business daysof the reportof the
crime. Dispositions will be updated as needed for the periodof90 days after the crime is
reported to the university police.

“The daily crime log is available on the university police website, http://www. cwu edu/police/. A
hard copyof the daily crime log is available for view at the police department during normal
business hours

(5) Missing Residential Students

Ifamember of the university community has reason to believe that a student who resides in on-
‘campus housing is missing, he or she should immediately call 911. The university police will
‘generate a missing person report and initiate an investigation.

Ifthe investigation determines that the student is missing and has been missing for 24 hours, the
university police will notify local law enforcement as required. University housing, upon
notification by university police, will notify the emergency contact,ifone has been provided.)

If the missing student is under the age of 18 and is not an emancipated individual, CWU will
notify the student's parent or legal guardian immediately after the university police has
determined that the student has been missing for more than 24 hours.

In addition to registering an emergency contact, students residing in on-campus housing have the
option to identify an individual to be confidentially contacted by university personnel in the
event they determined to be missing for more than 24 hours. If a student has identified such an
individual, CWU will notify that individual no later than 24 hours after the student is determined
tobe missing. Students who wish to identify a confidential contact can do so through the
university housing.

(6) Sex Offender Registry



The Revised Code of Washington identifies the Kittitas County Sheriff's Office (KCSO) as the
agency responsible to oversee, register and administer the sex offender program. By law, KCSO
is required to notify CWU Police when a registered offender identifies as being enrolled at
CWU. CWU Police have no obligation or authority to register or classify sex offenders. When
notified by KCSO, university police will assess the information and determine who will receive
the necessary information as allowed by law.

Sex offenders are categorized with the following levels

Level |

“The vast majority of registered sex offenders are classified as Level 1 offenders. They are
considered at low risk to re-offend. These individuals may be first time offenders and they
usually know their victims.

Level It

Level 2 offenders have a moderate risk of re-offending. They generally have more than one
victim and the abuse may be long term. These offenders usually groom their victims and may use
threats to commit their crimes. These crimes may be predatory with the offender using a position
of trust to commit their crimes. Typically these individuals do not appreciate the damage they
have done to their victims

Level 111

Level 3 offenders are considered to have a high risk to re-offend. They usually have one or more
victims and may have committed prior crimes of violence. They may not know their victim(s).

Notifications ~ CWU Police wil assess the level and determine distributionofrelevant and
necessary information as allowed by law.

The Washington State Legislature, in passing RCW 4.24.550, described its intent as follows

“The legislaturefinds that sex offenders pose a high riskof engaging in sex offenses even afier
being releasedfrom incarceration or commitment and that protection ofthe publicfrom sex
offenders is a paramount governmental interest. The legislaturefurtherfinds that the penal and
mental health components of ourjustice system are largely hiddenfrom public view and that
lackofinformationfrom either may result infailure of both systems to meet the paramount
concern of public safety. Overly restrictive confidentiality and liability laws governing the
release of information aboutsexual predators have reduced willingness to release information
that could be appropriately released under public disclosure laws, andhave increased risks to
public safety. Personsfoundto have committeda sex offense have a reduced expectation of
privacy because ofthe public's interest in public safety and in the effective operation of
government. Release of information about sexual predators to public agencies and, under limited
circumstances, the general public, willfurther the governmental interests of public safety and
public scrutiny of the criminal andmental health systems



s0 long as the information released is rationally related to thefurtheranceofthese goals,
Therefore, this state's policy as expressed in RCW 4.24.550 is o require the exchange ofrelevant
information about sexual predators amongpublic agencies and officials and1o authorize the
releaseof necessary and relevant information about sexual predators to members ofthe general
public.”

General notification guidelinesfor the three levels may include:

Level 1 - Low Risk -

+ Dean of Student Success
+ Director of Housing —ifstudent resides on campus.
«Director of Human Resources - ifperson is an employee.
«University Police officers and all other CWU PD staff.

Level II - Intermediate Risk

+ AlILEVEL I notifications.
+ President.
+ Provost
«Chief of Staff.
«Notice to affected university unit (such as department, instructors, library) with notice

that this is for staffinformation only.

Level Ill - High Risk

«+ AllLEVEL1 and LEVEL Il notifications
«+ Community flyer distributed to departments via inter-office mail
«+ Community flyer distributed to residential halls for posting
«Posted on University Police website
«Posters may be posted in public areasof campus

Further information and identity of certain sex offenders can be obtained by contacting the
Kittitas County Sheriffs Office or visiting their website.

[Responsibility: BIA (until 7/7/16) Operations Division; Authority: Cabinet/UPAC:
ReviewedEndorsed by: VPBFA Business and Finance 01/28/15; Cabinet: 04/25/2013;
UPAC Review Effective Date: 05/01/2013; Approved by: James L. Gaudino, President]



CWUP 2-20-070 Student Records - The Family Educational
Rights and Privacy Act (FERPA)

CWUP 220-070 Student Records Policy (The Family Educational Rights and Privacy Act)

“The Family Educational Rights and Privacy Act (FERPA) of 1974 is a federal law governing
access to student education records. FERPA stipulates conditions for release of information from
education records and affords students the opportunity to review and seek revisionofthose
records. Central Washington University (CWU) accords all the rights provided by the law, and
reserves for itself the right to use and release student education records under the conditions
specified by the law.

(1) Education records, as defined by FERPA include admission, academic, financial aid, and
placement records, and other information directly related to students, with the exception of
records created by the university police for the purpose of law enforcement, student health
records that are created and used solely in connection with the provisionofhealth care,
employment records that relate exclusively to individuals in their capacities as employees, and
alumniorother post-aiendance records. FERPA regulations apply only to records held for
institutional use concerning students who enroll at the university; they do not govern records of
applicants who are denied admission or who choose not to attend the university. Nor do they
‘govern records kept by a university official that are the sole possession of the maker and are not
normally revealed to anyone else except a temporary substitute (e.g., temporary reminder notes).

FERPA stipulates that institutions may not disclose personally identifiable information contained
in education records without a student's written consent, except under conditions specified by
FERPA. Information is considered personally identifiable if it contains a student's name or the
‘name of family members, a students local or family address, an identification number, or
descriptions or data sufficient to identify an individual.

FERPA permits access to student education records for school officials with legitimate
educational interests. A school official is a person employed by the university in an
administrative, supervisory, academic, research, or other staffposition (including those in law
enforcement and health care), a person serving on the BoardofTrustees; or an individual or
organization with whom the university has contracted to serve as its agent or to provide services
in support ofits operations (examples include attomeys, auditors, collection agents, and the
National Student Clearinghouse). Student employees, students serving on official committees,
and students serving in other positions in which they assist a university employee in performing,
er or his official tasks are also considered school officials. A school official has a legitimate
educational interest in a student education record if the official needs to review the record in
order to fulfill her or his professional responsibilities or official tasks

With certain exceptions allowed by the law and listed below, no persons outside the university
shall have access to, nor will the institution disclose any information from, a student's education
record without the written consentofthe student. FERPA permits information to be released



from education records without written consent of the student to the following officials and
agencies:

(A) Officialsofother institutions to which students are applying to enroll

(B) Persons or organizations providing financial aid

(C) Individuals and organizations charged with oversight of the university, oroffederal or state
programs in which the university participates

(D) Accrediting agencies

(E) Parentsof any student under the ageof21, regardlessofthe student's dependency status, in
cases where the student has violated laws or university rules governing alcohol or controlled
substances

(F) Persons as directed by a judicial order or lawfully issued subpoena, provided the university
makes a reasonable attempt to notify the student in advance of compliance (unless directed by
judicial authorities not to disclose the existenceofan order or subpoena)

(G) Any person where there is an articulable and significant threat to the health or safety ofa
student or other individuals

(H) An ex parte court order obtained by the United States Attorney General (or designee not
lower than an Assistant Attorney General) concerning investigations or prosecutionsof any
offense listed in United States Code (USC) 18-2332 or an actofdomestic or intemational
terrorism as defined in the USC 18-2331

With the exception of alcohol and drug violations, CWU does not release information from
student education records to other individuals, such as parents, without the written consent of
students

FERPA permits the university to release information concerning crimesofviolence and non-
forcible sex offenses (statutory rape or incest) committed by its students. Victims of an alleged
crime of violence or non-forcible sex offense may be informed of the final results of university
disciplinary hearings concerning the allegation. When a student is an alleged perpetratorof
crimesofviolenceor a non-forcible sex offense and the university concludes with respect to that
allegation that the student has violated university rules, the university may release to the public
the nameof the student, the offense committed, and the sanction the university imposes against
the student

FERPA further allows student education records to be released to individuals or organizations
performing research onbehalfof, or in cooperation with, the university. When education records
are released for rescarch purposes, FERPA requires the university and its research partners to
implement procedures to safeguard their confidentiality. In addition, records released for



research must be returned or destroyed when the research is completed, and research findings
may not be presented in a manner that makes it possible to identify confidential data from an
individual'seducation record. Central Washington University releases information from student
education records to outside researchers only under the conditions specified by FERPA and only
10 those that agree in writing to safeguard the confidential information contained therein.

Atits discretion, Central Washington University may publish or release directory information in
accordance with the provisionsofFERPA. Directory information includes student name,
university and permanent home address and telephone number, university email address, a
photograph, datesofattendance, class, major fields of study, previous institutions attended,
awards and honors (including honor roll), degrees conferred (including dates), participation in
officially recognized sports and activities, and heights and weightsofmembers of athletic
teams. Students may withhold directory information by logging into the MyCWU portal. Once
logged in, students can navigate to Campus Solutions > Self Service > Student Center>Personal
Information>Privacy Settings, and 1) select “Edit FERPA Restrictions” button 2) select the
“Restrict all information” or “Release all restrictions” box, and 3) Select “Save” 4) Click the OK
button. Students may contact Registrar Services for assistance. Requests for non-disclosure of
directory information will be honored until the student removes the FERPA/Directory
Restriction from MyCWU.

By selecting the FERPA restriction to Directory Information on MyCWU student account, the
student has indicated that no information can be released regarding their student record. The
FERPA restriction takes precedence over any “Release of Information” forms that the student
may have submitted. Therefore, ifapplicable, the university will no longer be able to discuss the
student records, including account information, with any individual that the student may have
previously indicated the university could release information to.

‘With the FERPA restriction in force, the student must come in person with picture identification
before any CWU office can release any information. If the student calls a CWU office the
individual will not be provided any information over the phone. CWU employees will only be
able to respond, “We do not have any information available”. In addition,ifthe student makes
the CWU honor roll, their name cannot be published on the web or in their hometown
newspaper.

FERPA provides students with the right to inspect and review information contained in their
education records, to challenge the content and accuracy of those records, to have a hearingifthe
outcomeof the challenge is unsatisfactory, and to submit explanatory statements for inclusion in
their files ifthey disagree with the decisions of the hearing panel. The Student Success Office
has been designated by Central Washington University to establish procedures by which students
may review theireducation records.

Students wishing to review their education records should submit a written request, clearly
specifying the recordsofinterest, to the offical responsible for maintaining those records. The
Student Success Office will assist in identifying the appropriate official. The responsible official
will then make arrangements for the student to inspect the records within forty-five days of the
request, and will notify the studentofthe time and placeof inspection. Students may have copies



madeoftheir records with certain exceptions (¢.g., students may not have a copy of academic
records for which a financial “hold” exists, or a transcript of an original or source document
produced by another institution or by a person not employed by CWU). Copies will be made at
the student's expense at prevailing rates, which are listed in the Office of the Registrar. Students
located at one of the Centers may mail the request to the Student Success Office located in
Ellensburg

Only records covered by FERPA, as delineated in the above paragraph defining “education
records,” will be made available for inspection. (However, students may have their health
records reviewed by their own physicians or may request a copy of their medical record )
Furthermore, the university is required to withhold from students the following sortsof records:
financial information submitted by their parents, confidential letters of recommendation to which
students have waived their rights of inspection, and education records containing information
about more than one student. In the latter case, the institution will permit access only 10 the parts
of education records that pertain to the inquiring student. The university in not required to permit
students to inspect and review confidential letters and recommendations placed in their files prior
to January 1, 1975, provided those letters were collected under established policies of
confidentiality and were used only for the purpose for which they were collected.

Students who believe theireducation records contain information that is inaccurate, misleading,
or held in violation of privacy rights or other rights, may ask the university to amend a record. In
such cases, the student should write the university official responsible for the record, (for
exampleifthe dispute is over a grade, the student would contact the professor) identify the parts
of the record the student believes should be changed, and indicate the reasons it should be
changed. Ifuniversity officials agree with the student's request, the appropriate records will be
amended. Ifthe university decides not to amend the record as requested by the student, the
student will be notified and advised of her or his right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided to the
student when notified of the right to a hearing. FERPA confers the right to challenge grades only
in cases where the grade has been mis-recorded. However, CWU has other procedures for
appealing grades.

Student requests fora formal hearing must be made in writing to the Student Success Office,
who, within a reasonable period of time after receiving such a request, wil inform the student of
the date, place, and the timeofthe hearing. Students may present evidence relevant to the issues
raised and may be assisted or represented at the hearings by one or more persons of their choice,
including attorneys, at their own expense. The hearing panels that adjudicate such challenges are
appointed by the Student Success Office. The decisions of the hearing panel will be based solely
on the evidence presented at the hearing and are final. They will consistof written statements
summarizing the evidence and the reasons for the decision, and will be delivered to all parties
concerned. Ifthe decision is in favor of the student, the education records will be corrected or
amended in accordance with the decisionofthe hearing panel. If the decision remains not to
amend the student's education record, the student has a right to insert a satement in her or his
record commenting on the information therein. This statement will be maintained as a permanent
partof the record and must be included when the record is disclosed to an authorized party.



Students who believe their FERPA rights have been violated may also file complaints with The
Family Policy Compliance Office, U.S. Department ofEducation, 400 Maryland Avenue S.W.,
‘Washington, DC 20202-4605(https:/www2.ed gov/policy/gen/guid/fpca/ferpa/index.him).

[Responsibilty: Officeof the Registrar; Authority: Provost/VPfor Academic & Student Life:
Reviewed Endorsed by Provost's Council 02/04/2014: Cabinet/UPAC: Review/Effective Date:
03/07/2014; 2/20/2019; Approved by: James L. Gaudino, President]



CWUP 2-10-160 Suspending Operations (Emergency
Closure)

(1) Emergency Closure — The president of Central Washington university, pursuant to WAC
357-31-260, may suspend operations of all or any portionof the institution whenever it is
determined that the public health or property or safety is jeopardized and/or is advisable when an
emergency occurs. Emergency conditions and other situations under this policy shall be deemed
10 be temporary and shall exist only until normal operations can be resumed. A period of
suspended operations may not exceed fifteen(15) calendar days without approval of the director
ofthe Washington State departmentofenterprise services.

Whenever it is necessary to suspend all or any part of the university's operations, the following.
‘procedures shall apply:

(A) Should a situation occur that makes it necessary for the institution to suspend work
operations, the university layoff procedure may be suspended among the affected employees
‘The suspended operations/emergency closure procedure will not be utilized to circumvent the
institution's layoff procedure among employees not affected by the emergency condition. When
possible and practical, the university will select the most senior employees, by class, to work in
an office or department that continues to provide essential services during such a period.

(B) When possible, staff whose positions are affected by suspended operations/ emergency
closure will be given prior nolificationof this action. The president, or designee, will notify
employees regarding suspended operations by use of one or all ofthe following methods

1. Witten internal communications (e.g. memo, e-mail, internet);
2. Personal notification by the affected employee's supervisor or other personnel in the
supervisory chain; OR.
3. Local media.

Communications will describe the situation, anticipated duration,if known, and will, to the
extent possible, stateifessential employees are required to report to work. Employees not
designated as “essential” shall not report to work during a period of suspended
operations. Employees who are not required to work shall call ther immediate supervisors, or
designee, daily thereafter for further instructions.

(C) Employees who have not received prior notification of suspended operations as described
above and who report to work shall receive two (2) hours pay for the first day that this condition
exists. Employees who are not required to work shall not remain at work

(D) If the campus, center, or administrative office is on a delayed opening of two hours or less or
the campus, center, or administrative office is closed at or after 3:00 p.m. and before 5:00 p.m.,
the president or designee may approve compensation for lost time. If the campus, center, or
administrative office is on a delayed openingofmore than two hours or the campus, center, or
administrative office is closed prior to 3:00 p.m., the president or designee may approve



compensation for up to two hours for lost time and the employee must use appropriate leave for
all additional hours as described in section CWUP 2-10-160(1)

(E) The following options are available to employees to account for time lost due to the
emergency closure:

1. Compensatory time or paid leave: Accrued compensatory time must be submitted before any
other paid leave. Once all accrued compensatory time is exhausted, or ifnone is available, the
employee may submit available vacation leave, holiday equivalent time, or a full day increment
of personal holiday. Once all compensatory time or other paid leave is exhausted, or if none is
available, the employee may submit accrued sick leave up to a maximumof three days in a
calendar year. OR
2. Leave without pay. OR
3. Options identified in Collective Bargaining Agreements.

‘The chief human resources officer may petition the director of the Washington State department
of personnel for approvalof a special premium pay allowance due to hazardous working
conditions encountered by employees required to work during the periodofsuspended operation

(F) In the event the emergency conditions exist only in a specific office or area of the university,
the university shall attempt to provide the released employee(s) with work in anther office or
area. Employees so assigned shall not receive a reduction in pay.

(2) Emergency Closure and/or Cancellationof Classes at the Ellensburg Campus.

(4) Should emergency conditions force a closure and/or cancellation of classes the president or
designee will notify eachofthe vice presidents and the police and parking services office. In
order to verify the source of notification, the president or designee will be requested to
disconnect and wait fora return call from the campus police dispatcher at his/her home or office:
number.

(B)Publicaffairs is the official source for public notification.

(3) Emergency Closure and/or Cancellation of Classes for university centers collocated on
community college (host institution) campuses.

If the host institution closes ts facilities for emergency reasons, classes at the center located at
that institution will be canceled.

(A) The directorofoperations for university centers will notify the provostof the decision by the
community college to close. After notification to the provost and president, the director of
operations for university centers will notify public afTirs, who will contact appropriate media for
public disseminationof information regarding the cancellation of classes. A media notification
from some community colleges may also indicate closure of the respective university center.



Faculty,staffand students are encouraged to register for text alerts to receive immediate
notificationofthese closures.

(B) When a site director independently determines an emergency exists and the center should be
closed, the site director will contact the directorof operations for university centers, who will
then contact the provost who will consult with the president or designee. Ifthe president or
designee agrees that the center should be closed, the provost will notify the public affairs
office. At some locations, notification of closure will also be disseminated through the:
community college media network

(4) Open for Business - Inclement Weather or Hazardous Conditions Procedure

“The president or designee (after consultation with the appropriate Executive Leadership
“Team officers and with input from the chiefofcampus police and the chief human resources
officer may declare that the university is open for business but that inclement weather or other
hazardous conditions has affected the operation of the institution. Once the declaration is made,
the chief of staff or designee is responsible for notifying the Executive Leadership Team officers.

Examplesof the types of conditions could be snow or ice affecting the county or city roads, high
wind or expected high wind, moderate earthquake, fire, chemical spill, or flood, ete.

(4) Decision to implement procedure BEFORE Working Hours;

1. Public affairs will notify the local media that the university is open for business. Each vice
president will ensure that employees are notified via the division's telephone tree.
2. Employees designated as “essential” and performing an “essential” service will be expected to
report to work
3. All other employees may decide whether or not to come to work or charge the time to accrued
leave or leave of absence without pay as described in CWUP 2-10-1601).

(B) Decision to implement procedure DURING Working Hours

1. Each vice president will ensure that employees are notified via the division's telephone tree.
2. Employees designated as “essential” and performing an “essential” service shall remain at
work.
3. Non-essential employees may go homeif they so desire. If employees designated as
“essential” are allowed to leave work, with supervisory approval, the employee will be
considered “non-essential” for the period of time covered under this procedure. Non-essential
employees who choose to leave must use appropriate leave as described in section CWUP 2-10-
160(1).

[10/6/51 REV.7/87; Exec Group: 8/89; REV. 11/05, PAC: 1/3/07:REV. 1/14 Responsibility:
Operations; Authority: WAC 357-31-260; ReviewedEndorsed by: Cabinet PAC;
Review/Effective Date: 02-05-2014; Approved by: JamesL. Gaudino, President]


