[image: image8.png]


A Student Publication of Truman College and Uptown, Chicago, IL

A Member of the Illinois Community College Journalism Association

and the Student Press Law Center

NEWSPAPER HANDBOOK

2007-2008
[image: image2.jpg]



Benjamin Ortiz, Faculty Adviser

A Member of College Media Advisers, Inc.

September 10, 2006

Dear Uptown Exchange Staff Members:


Welcome to the student publication of Truman College, the premier news source for Truman College and Uptown.

I’m pleased that we now have the chance to collect the work of students over the course of two years of building Uptown Exchange from principles of good journalism into a nascent newspaper. We have a long way to go yet toward realizing a true journalistic publication with professional expectations, including a full, monthly production schedule.

This handbook represents the hard work of students before you, and it’s my hope that you will add to this, build on it, and make your mark for future staff. As we move to our temporary newsroom headquarters, this handbook will mark a crucial connection to our immediate past, while helping us transition into greater responsibilities and expectations from our community.

Much of what we inherit in this handbook comes from my work as an adviser networking in the College Media Advisers, Illinois Community College Journalism Association, and the Student Press Law Center. I also am very thankful to advisers at our sister City Colleges, Wright College and Harold Washington College, whose words and documents contribute directly to some of what you’ll read here. We owe many thanks to our colleagues for their inspiration, support, and contributions for much of what you will read herein.

And we now come to a time when we can make greater strides toward forging our own unique place within greater professional networks. I welcome your input, critique, and additions to what follows.

Please do not hesitate to call (773.907-4376), write (bortiz@ccc.edu), or drop by my office (#2737) with any questions or proposed emendations to this handbook of the Uptown Exchange newspaper.

With utmost respect for your professionalism and hard work,

Benjamin Ortiz, Assistant Professor

Faculty Adviser

Mission Statement

UPTOWN EXCHANGE

Truman students announce the Uptown Exchange, a start-up newspaper to serve the College community and greater Uptown neighborhood with a forum of news, information, and views.

OUR MISSION

· TO PROVIDE USEFUL INFORMATION AND STORIES OF INTEREST TO UPTOWN RESIDENTS AND STUDENTS ALIKE.

· TO REPORT ON ISSUES AND EVENTS AFFECTING US ALL.

· TO PROMOTE A COMMON SENSE OF IDENTITY AND PURPOSE AMONG READERS.

· TO BUILD A CATALYST FOR DISCUSSION, DEBATE, AND ACTION.

· TO SHOWCASE LOCAL CULTURE AND COMMERCE.

· TO UPHOLD THE HIGHEST STANDARDS OF JOURNALISTIC INTEGRITY ON EVERY PAGE, IN EVERY WORD.

OUR AMBITION

· TO CREATE UPTOWN’S #1 SOURCE OF LOCAL NEWS.

STATEMENT OF DESIGNATED PUBLIC FORUM STATUS

Uptown Exchange is a copyrighted public forum for open expression and is not a laboratory publication. Any city or state employee, or Student Government member, who attempts to control Uptown Exchange content or distribution violates the student staff’s First Amendment rights and is subject to legal action.

Uptown, Chicago
OUR FOCUS AREA

From Wikipedia, the free encyclopedia

Uptown is a diverse neighborhood located north of Chicago's downtown. As one of Chicago’s 77 community areas, Uptown has well defined boundaries. They are: Foster on the north; Lake Michigan on the east; Montrose (Ravenswood to Clark), and Irving Park (Clark to Lake Michigan) on the south; Ravenswood (Foster to Montrose), and Clark (Montrose to Irving Park) on the west. Uptown borders three community areas and Lake Michigan. To the north is Edgewater, to the west is Lincoln Square, and to the south is Lake View.

The historical, cultural, and commercial center of Uptown is Broadway, with Uptown Square at the center. In 1900, the Northwestern Elevated Railroad constructed its terminal near Montrose and Broadway (now part of the CTA Red Line). Uptown became a summer resort town for downtown dwellers, and derived its name from the Uptown Store, which was the commercial center for the community.1 For a time, all northbound trains from downtown ended in Uptown. From here Uptown became known as an entertainment destination. Charlie Chaplin, Gloria Swanson and other early film stars produced films at the Essanay Studios on Argyle Street. The Aragon Ballroom, Riviera Theater, Uptown Theatre, and Green Mill Jazz Club are all located within a half block of Lawrence and Broadway. Uptown is also home to one of Chicago's most celebrated final resting spots, Graceland Cemetery.

The Uptown neighborhood boundary once extended farther to the North, to Hollywood Avenue. Beginning at the turn of the 19th Century, just after the World's Columbian Exposition, the entire area had experienced a housing construction boom. In the mid 1920's, construction of large and luxurious entertainment venues resulted in many of the ornate and historic Uptown Square buildings which exist today. The craftsmanship and artistry of those Uptown Square buildings reflects the ornate pavilions of the Exposition.

For over a Century, Uptown has been a popular Chicago Entertainment District, which played a significant role in ushering in the Gilded Age, the Lyceum Movement, the Jazz Age, the Silent Film Era, the Swing Era, the Big Band Era, the Rock & Roll Era, has been a Movie Filming Location for over 480 movies, has ties to significant Spectator sport athletes and organizations, including the Chicago Blackhawks and three Olympic figure skaters, as well as Theater, Comedy club, Dance performers who later became nationally-famous, and even"The People's Music School," a needs-bases, tuition-free music school for formal classical music training.

	Uptown, Chicago, Illinois

	



	Community Area 03 - Uptown



Location within the city of Chicago

	Latitude
Longitude
	[image: image5.png]


41°58.2′N, 87°39.6′W

	Neighborhoods
	· Buena Park
· Clarendon Park
· New Chinatown
· Sheridan Park
· Uptown

	ZIP Code
	parts of 60613, 60640

	Area
	6.09 km² (2.35 mi²)

	Population (2000)
Density
	63,551 (down 0.45% from 1990)
10,441.3 /km²

	Demographics
	White
Black
Hispanic
Asian
Other
	42.2%
21.1%
19.9%
12.9%
3.89%

	Median income
	$38,883 USD

	Source: U.S. Census, Record Information Services


English 150: College Newspaper (Truman College, 2007-2008)

Instructor:

Benjamin Ortiz, MA (www.benortiz.com)

Phone/E-mail/Box:
773.907-4376, bortiz@ccc.edu, Mail #112 (preferred: “Ortiz” in Room 2915)

( Course Description and Objectives

All Truman students are welcome to participate as extra-curricular staff members of Uptown Exchange, our college newspaper. But enrollment in English 150 also awards one credit to those students seeking formal coursework in journalism – students may enroll in College Newspaper over four separate semesters, for a total of four credits.

Working at the newspaper provides valuable experience in producing a publication under the professional standards and practices of a typical news organization. Our work will produce a pro-publication, NOT a class project or laboratory publication, and so you will be expected to develop a professional understanding of your part in the organization, as well as pro instincts toward creating the best product possible.

Students who successfully complete English 150 will gain specific training as well as general education in the world of journalism, worth putting on your resume. Moreover, you will start to appreciate firsthand the importance of journalism for our democracy, freedoms, community life, and intellectual spirit.

( Grading

For those students officially enrolling in English 150, your final 1-credit grade will depend not on the content of what you produce, but on the integrity of your work. The following chart maps the standard and criteria by which mid-term and final grades will be tabulated:

GRADING STANDARD
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A


B


C


D


F

EXCEPTIONAL
            GOOD

               FAIR

     UNACCEPTABLE
   NO WORK DONE

CRITERIA

PROFESSIONAL COMMUNICATIONS

CONSISTENT ATTENDANCE

TEAMWORK

INITIATIVE

EFFORT

RESPECT FOR THE “MISSION STATEMENT” OF THE UPTOWN EXCHANGE
( Academic and Professional Integrity
The newspaper adviser will talk more throughout the semester about ethical journalism and academic integrity. But of course, plagiarism, fabrication, conflict of interest, and other such unethical behavior that compromises the integrity or credibility of Uptown Exchange will result in automatic failure (F) of the course.

PLEASE KEEP IN CLOSE CONTACT REGULARLY WITH YOUR ADVISER AND TEAM!!!

FACULTY ADVISER

The Faculty adviser helps staff members to develop their potential within the parameters of the publication, and to understand the nature, functions, and ethics of college press. This person advises students in the disciplines of scheduling, reporting, writing, communicating, meeting deadlines, verifying facts, trouble-shooting conflicts and maintaining ethics at all times.

Students are encouraged to consult with the adviser on any matter related to the newspaper. While the adviser does not exercise prior review, student staff can seek advice on the content of any story while the work is in progress.

However, student staff will make all final decisions and accept any rewards or consequences (legal or otherwise) that might stem from those decisions. Faculty advisers shall not be held responsible legally or financially for the content or editorial decisions of any student medium.

THE NEWSROOM

Successful production of Uptown Exchange demands a well-organized newsroom comprised of editors, writers, reporters, photographers, layout artists, desk and office clerks, an advertising sales force, a public relations specialist, and others. Below is a detailed list of newspaper sections and staff positions. All staff members must learn these to contribute efficiently to the paper.

The newspaper consists of four sections:

1. News

2. Features

3. Editorial/Opinion

4. Arts & Entertainment/Culture

News

This section aims to inform readers with well written news stories that pertain to Truman College and Uptown. Stories must meet the readers’ needs and expectations, and project balance and fairness free from writers’ and reporters’ opinions, agendas, and biases. Reporters need to cover meetings, conferences, and speeches. Beyond that, Uptown and Truman have a gold mine of news stories waiting to be told, so keep the ideas coming.

Features
Stories in the Features section follow much the same guidelines as “News” but provide more in-depth personal focus and greater length in which to build context, sketch subjects/characters, and provide more human/community insight into a given subject.

Editorial/Opinion

This section aims to provide perspectives on news items. This is not a forum for writers with their own agenda to revolt against the college or aspects of the local community. Writers may express their views on almost any topic that directly impacts Uptown Exchange readers. But opinions and viewpoints are based only on verifiable, document fact. Staff who write editorials and opinion pieces should have interest in the subjects they write about, but in-depth research is crucial. Any writer who expresses his or her opinion based on what he or she feels is true, rather than on well-researched data that can hold up in a court of law, assumes full responsibility for any libel or lawsuit that develops.

Any staff member who fails to research and keep documented fact on which opinions are based will receive a warning or letter of termination.

Arts & Entertainment/Culture
This section aims to entertain and enrich readers on localized cultural affairs pertinent to Truman/Uptown. Reporters can write about art exhibits, writers, musical groups, plays, movies, restaurants, books, CDs, clubs and organizations, travel, and many other topics. All stories should offer a relationship to our specific readers. While writers can express their opinions when writing reviews, they must treat these stories as news events. That means research and verification.

THE EDITORIAL DEPARTMENT

Each newspaper section has its own section editor, and the Editor-in-Chief handles the “Features” section. Section editors are responsible for the entire production and final product of their respective sections and for maintaining a team effort with the entire staff.

EDITOR-IN-CHIEF

The Editor-in-Chief is the highest-ranking position in the newsroom. This person is responsible for the entire editorial content of the newspaper – from comics and advertising, to hard news and editorials – ensuring each item is suitable for publication. Should a lawsuit be brought against the paper, the Editor-in-Chief – not Truman College or the faculty adviser – assumes full responsibility.

In addition to coordinating the production schedule with the Managing Editor, the Editor-in-Chief

1. shares duties of copyediting and reading everything going into the paper

2. assigns and manages the Features section

3. has the discretion to choose to write a main Editorial for the Editorial Page

Warnings and Recruitment

Smooth and successful publishing stems from dedicated staff members willing to grow and assume full accountability for their work. When a single staff member fails at this, a domino effect impacts overall morale and quality.

To ensure success, you need to make sure the Director of Public Relations keeps an on-going process of recruiting interested students so you can comfortably terminate those who aren’t fulfilling expectations.

For one mishap, a staff member receives a written warning. The second ends in termination.

MANAGING EDITOR

The Managing Editor assists the desk editors with integrating sections with the rest of the paper. Duties include:

1. planning and scheduling each issue with the Editor-in-Chief

2. writing with the Editor-in-Chief an agenda for weekly meetings; submit the agenda to the adviser ahead of time to make copies for staff

3. working with the Editor-in-Chief in setting deadlines

4. serving as an intermediary for each section and design/production

The Managing Editor also serves as chief copyeditor, additionally working to troubleshoot any problems among the sections to ensure smooth production, content balance, and a minimum 70:30 editorial:advertising ratio.

SECTION EDITORS
Each section editor must

1. gather story ideas for each issue

2. assign stories via an assignment sheet (see below)

3. assign a new writer to accompany and learn from a stronger/returning writer

4. write headlines for each story

5. short or kill a story if a writer dos not submit a story on time or a late-breaking story carries more weight than a story already slated for publication.

Before shorting or killing a story, the section editor must first discuss the decision with the Editor-in-Chief and provide a justification. The section editor must then communicate the decision to the writer.

WORKING WITH OTHERS

Work with writers and reporters to verify information such as names, numbers, and accuracy of details. Review and discuss stories with writers and help them improve. Sit down with individual writers to explain any changes made to the story. Communicate with all writers and photographers who were assigned work for a given issue. Connect with readers to learn what interests them. Assume total responsibility for the content and readability of the respective section. Arrive on time and prepared for every staff meeting. Set a professional newsroom tone and standard, based on the content of this handbook, serving as a model for the entire staff.

ALSO: Work with the designer(s) and production manager toward determining the section’s layout based on newspaper content dictating newspaper design. Work with the Chief Photographer on cropping photographs and artwork when appropriate.

ADDITIONAL NEWS EDITOR RESPONSIBILITIES
1. train reporters to make clear to sources that they must furnish material/documents on time

2. teach reporters that they must follow up with sources more than once when trying to acquire interviews and documents; and that persistent follow-up with sources is the responsibility of the reporter, not the editor who assigned the work

3. call writers, reporters, and photographers to monitor progress and assist with any problems

4. submit specific instructions to writers and reporters so they understand what they are covering and what you expect

5. communicate to the Chief Photographer on what you expect for photo support

6. discuss with reporters what they learned from meetings and events they covered, what specific angle was chosen for the story, and what they aim to communicate to readers

ADDITIONAL EDITORIAL PAGE EDITOR RESPONSIBLITIES

1. assume responsibility for the editorial content that expresses opinions from readers, columnists, and the newspaper staff

2. assign opinion pieces to staff writers who have an interest in a particular topic, while reminding them that in-depth research is critical

3. call writers, reporters, and photographers to monitor progress and assist with any problems

4. choose at least one article each month from the news section on which to write an editorial or opinion piece

5. consult with reporters when an opinion or editorial addresses a news story in another section of the paper so you can write a piece that has been well researched

6. make certain that all opinions and editorials are pertinent to our readers’ concerns rather than writers’ self interests

7. ensure that all editorial content is based on verifiable facts and documents that can be upheld in a court of law

8. commission at least one guest editorial from a Truman or Uptown community member

NOTE: Opinion pieces reflect the perspective of a single writer. Editorials reflect the overall position of the Editorial department.

LETTERS TO THE EDITOR POLICY
To foster an open discussion of ideas, Uptown Exchange encourages letters to the editor. All letters must be typewritten and signed by the author. In addition, the author must include: (1) printed or typewritten name (2) a telephone number for verification purposes.

The editor can use discretion if choosing to withhold an author’s name from publication; however, an author should have a compelling reason for making such a request. A legitimate, compelling reason includes the potential that the author would be put in jeopardy of losing a job, physical harm, or specific backlash.

Uptown Exchange reserves the right to edit all submissions for length, style, and standards of good taste.

ADDITIONAL CHIEF PHOTOGRAPHER RESPONSIBILITIES
The Chief Photographer oversees all photographers and organizes photo support for the paper from the beginning of the month until print day. The photo editor must:

1. obtain from desk editors a list of stories needing photographic support

2. assign photographers for assignments

3. follow up with photographers to make sure everything is running smoothly

4. train new photographers

5. develop film when necessary

6. maintain and use the stock photo file

7. select final photos for placement

8. crop photos when appropriate

9. verify captions and cutlines with desk editors and photographers

10. label photos for the printer, in the event of a tech breakdown prior to going to print

11. acquire and choose the best photos possible and refrain from publishing any photo les than quality for the sake of having a photo

12. consult with the business manager, faculty adviser, and production manager on costs for running color photos

ADDITIONAL DESIGN/PRODUCTION MANAGER RESPONSIBILITIES
The Chief Design/Production Manager works with the editorial department toward designing a competitive newspaper. This person must

1. arrange page layout, design, and ad space

2. adhere to the “newspaper content dictates newspaper design” philosophy

3. learn to strike a balance between meeting the expectations of and developing a team approach with the Editor-in-Chief

4. work as a team with the entire editorial department

5. crop photos and artwork

6. determine font sizes and styles

7. maintain organized files of back issues, photos, texts, and other graphics

8. consult with each section editor and the Editor-in-Chief to discuss all design matters and changes

9. begin page design and layout immediately after the editorial department’s budget determinations

While the Editor-in-Chief can delegate ideas, he or she must learn also to trust the Designer’s work and remain open to any professional suggestions.

BUSINESS DEPARTMENT
The Business & Promotions Manager acquires ads from neighborhood businesses, determines and creates ad copy and layout with paying clients, and submits receipts for ad revenue into the Uptown Exchange agency account.

The Manager also marshals support staff to plan an overall business strategy that includes elements of promotions, distribution, and circulation.

CODE OF ETHICS
The First Amendment to the Constitution established freedom of the press as an inherent right of the public. No other United States business enjoys such an exacting constitutional protection. The First Amendment rights are also guaranteed to college and university student publications and their staff members. According to the College Media Advisers’ 1983 Code of Professional Standards for Publications Advisers, “Student journalists’ rights to print without fear of censorship or threat of prior restraint has been affirmed in both Federal and District courts. It is the duty of a student publication’s adviser to ensure the vigorous and free exercise of the First Amendment rights of the student press in their own individual situations.”

PROFESSIONAL JOURNALISTS’ ETHICS

Include:

1. freedom to exercise their craft under First Amendment guarantees with no restraints beyond limitations of ethical and legal responsibilities in matters of libel, obscenity, and invasion of privacy.

2. servicing the public best with timely, factual, accurate, and fair news reporting

3. freedom to probe every facet of their campus, community, nation, and world without reprisal

AFFILIATION WITH STUDENT GOVERNMENT

As part of journalism’s code of ethics, no student working on the Uptown Exchange staff may hold a position on Student Government or campaign for an SGA candidate. Any staff member who wishes to become active in SGA can either take a temporary leave and return, or resign from his or her position. As a Truman College student, any staff member can attend SGA events and vote in SGA elections. However, staff members may not publicly support or show favoritism toward any candidate during SGA political campaigns. Display of public favoritism, real or apparent, can lead to termination.

AFFILIATION WITH POLITICAL CLUBS

No student working on Uptown Exchange staff may hold a position or membership with any political motivated campus or community organization. Per the Society of Professional Journalists’ Code of Ethics, “Secondary employment, political involvement, holding public office, and serving in community organizations should be avoided if it compromises the integrity of journalists and their employers. Journalists and their employers should conduct their personal lives in a manner that protects them from conflict of interest, real or apparent. Their responsibilities to the public are paramount. That is the nature of their profession.”

In addition, any Uptown Exchange staff member who accidentally or intentionally uses his or her newspaper credentials in an effort to acquire information, a photographic image, an interview, recorded material, or other physical documents and/or texts for the benefit of another club or organization is subject to immediate termination.

AFFILIATION WITH PTK

Phi Theta Kappa is Truman’s two-year international honor society. Conflict of interest arises when a reporter or editor who belongs to PTK wishes to write a story that involves the honor society. To maintain fairness and avoid bias, no PTK member may write a story about PTK. If you’re a PTK member with a PTK story idea, present it to the News Editor or Editor-in-Chief. If the idea is picked up, the editor will assign it to a reporter not affiliated with PTK.

AFFILIATION WITH OTHER GROUPS

To maintain fairness and avoid bias, any Uptown Exchange staff member who belongs to any other club or organization, may not write stories on that club or organization. If you’re a member of and have a story idea for a specific organization, present it to the News Editor or Editor-in-Chief. If the idea is picked up, the editor will assign it to a reporter not affiliated wit that organization.

WARNINGS AND TERMINATION
Uptown Exchange recognizes the moral obligation to promote opportunities for Truman College students to participate and grow. Within that, the faculty adviser holds a moral obligation to train any student who chooses to work on staff, to publish the most competitive newspaper possible and adhere to the highest ethical journalistic standards.

Our production and behavioral standards are synthesized from expectations continually discussed by staff with codes and ethics outlined by the Society of Professional Journalists, Associated Collegiate Press, College Media Advisers, Illinois Community College Journalism Association, Student Press Law Center, and this handbook.

WARNINGS

To ensure staff aim to preserve the highest possible standards, any staff member regardless of rank and/or position is subject to receive an official Warning from the Editor-in-Chief or faculty adviser. Staff members can receive warnings for – but not limited to – the following reasons:

1. missing a single deadline for a single story

2. failing to cover an assigned meeting or even without immediately contacting the desk editor who assigned the story

3. refusing any assignment

4. missing a meeting without contacting staff on the day of the meeting

5. failing to adhere to the managerial flow of the newsroom

6. failing to assign stories via an assignment sheet, not including late-breaking stories

7. gossip!

8. using Uptown Exchange credentials to acquire information for the benefit of another club or organization

9. using Uptown Exchange for promoting one’s personal agenda for or against any organization, including Truman College itself

10.  projecting favoritism toward a Student Government candidate

11.  downloading music off the newsroom Internet

12.  using newsroom computers for personal use, including writing academic papers for class

13.  permitting a non-Uptown Exchange staff member to use a newsroom computer for any reason

14.  playing games on a newsroom computer

15.  failing to verify facts and quotes for any story, but especially when the quote or fact has the potential to incite a libel suit

16.  failing to research and keep documented facts for any story, but especially opinions an editorials

17.  using the newsroom phone to conduct business for another campus group or organization

18.  failing to maintain a physically health work environment.

A second offense of any single above activity will result in immediate termination.

Committing a combination of any of the above offenses, which might be related to a specific matter, can also lead to immediate termination.

TERMINATIONS

Any staff member will be immediately terminated for:

1. plagiarizing or fabricating any story, photograph, or graphic image

2. stealing funds from the newspaper

3. personal theft from another staff member

4. stealing or breaking an entry anywhere on Truman College’s campus

5. defacing or damaging college property

6. consuming alcohol or smoking in the newsroom or anywhere inside Truman College

7. making unwelcome sexual advances and assaults

8. aiming to acquire as many sexual relations as possible with other staff members

9. behaving in any manner that might be perceived as offensive and cause another staff member to quit

10. gossiping, depending on the nature and degree of emotional duress of any staff member who has been the victim

11. inflicting physical harm to another staff member

12. skipping an entire issue

UPTOWN EXCHANGE ASSIGNMENT SHEET

FALL Semester 2006                                                Vol. ___ – Issue  ____
Section: *

Headline: *
Sub Headline: *
Writer: *

Comments: *

Photographer: *

Pull Quotes: *

------------------------------------------------------------------------------------------------------------

***ARTICLE GOES HERE***

------------------------------------------------------------------------------------------------------------

Article Revision Stage: *
	Sequence of Order Legend:

   Rough Draft

   Proof

   Final Draft

   Copyedit

   Final


	Editor:
	Date:
	Comments:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


THE INVERTED PYRAMID

and BASIC NEWS STRUCTURE


THE READABILITY FORMULA
R = one sentence per paragraph = one idea per sentence = 25 words per sentence

TIPS
· Write tight.

· Leave unnecessary details out of the lede.

· Avoid passive verbs.

· Translate jargon.

· Avoid clichés.

· Cut extra verbiage.

· Vary sentence length.

· Back up your lede and nut graf.

· Read your story out loud.

CHECKLIST
· Does the lede capture the essence of the story?

· Is it readable? If not, can you tighten it?

· Does the lede entice readers to read more?

· Is the main idea of the story explained in the lede or nut graf?

· Is the story concise? Can you cut extra verbiage?

· Do you answer WHO/WHAT/WHERE/WHEN/WHY/HOW in the first few grafs?

· Are the grafs short?

· Is the writing free of editorial language?

· Does the story have quotes? Are they properly attributed?

· Are all the facts right? Are they properly attributed?

· Are the tenses consistent?

· Is the story free of spelling, punctuation, and grammar problems?

· Does the story follow AP style?

· Are all the names in the story spelled correctly?

· Are all phone numbers, dates, addresses, and web sites correct?

REPORTING PLAN

1. FOCUS STATEMENT

2. LIST OF QUESTIONS ( POSSIBLE SOURCES

3. LIST OF PEOPLE TO INTERVIEW & DOCUMENTS TO GATHER

REPORTING CHECKLIST

· USED PRIMARY SOURCES

· DOUBLE-CHECKED ALL NAMES

· DOUBLE-CHECKED PHONE NUMBERS, ADDRESSES, WEB URLS, ETC.

· DOUBLE-CHECKED DATES & TIMES

· USED CREDIBLE SOURCES

· DOUBLE-CHECKED MATH & NUMBERS

· CHECKED CONFLICTING VERSIONS OF EVENTS

· CHECKED FACTS AGAINST DOCUMENTS

SEE THE COLLEGE NEWSPAPER SURVIVAL GUIDE (CHAPTER 4) FOR MORE REPORTING TIPS.

20 BASICS NEW EDITORS SHOULD KNOW

By Scott McNabb

College Media Review Spring 1998, 23-24

(1) Staff members look to editors for leadership. They look to editors to set the pace. They are influenced by editors’ attitudes, energy and effort. They watch to see how you, as an editorial staff, relate to each other. They watch to see if editors make deadlines. As leaders, editors can’t ask anything of their staff that they can’t or won’t do themselves.

(2) Readers look to editors as well. They don’t know editors, but they judge them as they see and read the publication. Editors not only represent themselves, but also other students on the staff, the adviser, the college and journalists in general. Editors represent them all. They make them all look good or bad. The good – or bad – editors do will be remembered for years to come and will continue to influence readers’ impressions of the publication long after they leave.

(3) Editors are responsible to their readers, and readers of student publications are mostly students. It’s a cliché, but you are students’ eyes, ears, voice and conscience. Editors represent them. They look out for them. Editors are supposed to be keeping an eye on things for those readers who can’t. Everything editors do for the student newspaper should reflect this responsibility.

(4) Editors and reporters don’t let sources see stories before the story is published. The source will probably want to rewrite or edit the story from his or her point of view. However, editors might want to negotiate quotes with sources (read quotes back to them to ensure accuracy) or even share small parts of an unpublished story about a very complicated subject (again, to ensure accuracy).

(5) Editors always discourage reporters from using anonymous sources in stories. This doesn’t mean, though, that anonymous sources can’t be used sometimes. The story must show important value for readers, and the source must have an excellent reason for wishing to remain anonymous (like being threatened with violence or loss of a job). If you are thinking about using anonymous sources, talk to other editors and the adviser about it.

(6) Communicating with other editors and staff is essential. Discussing story ideas, photos and layouts with other editors and staff members is absolutely required. The more you talk and plan, the better your publication becomes.

(7) Regular meetings, at least once each week, are necessary to good communicating. The editor-in-chief should call such meetings. Other editors should attend without complaining. If it doesn’t happen, none of the editors are doing their jobs as well as they could.

(8) Editors’ relationships with each staff member are complex. Editors must be encouraging, friendly, caring, helpful parents and critical, judgmental, demanding supervisors – all at once. Too much of one, and the staff will think they’re soft and will ignore them; too much of the other, and their staff might quit. Take care to balance both roles.

(9) Deadlines must be met. Everyone must conform to the production schedule. No one is so good, so important or does so much that he or she can be excused from this basic requirement. Everyone can be replaced.

(10) The skills editors will need to develop, or continue to develop, are: organization skills, communication skills, people-managing skills, researching & reporting skills, editing skills (rewriting), proofreading skills (correcting according to AP style), and public relations skills.

(11) The main editorial by the editor-in-chief should usually be about a topic affecting students at the college as citizens or people in general. The topic is usually serious and challenging, questioning, prodding readers, groups, institutions and those in power. Good subjects for the main editorial are often news stories reported on page one. The approach taken is often that of the ‘watchdog’ protecting readers’ interests, educating them about things they need to know and forcing them to think or rethink something.

(12) Columns by other section editors may be lighter in subject and approach. Topics should again usually be about campus sports or campus arts. First-person approaches are more acceptable in these sections, but again, the best columns are ones that tell good stories, usually about students, but also make a serious, thoughtful, point by the end showing someone working hard, fighting back, overcoming hardships, enjoying themselves, etc.

(13) The publication has design and stylistic standards that have been developed by students over many years. Please learn them and follow them.

(14) People will try to take advantage of editors and their publications. Some will try to promote themselves and their pet projects. Others will try to take advantage of inexperience and try to manipulate editors, or scare them, into doing their version of the story or no story at all. They think that if they stonewall, reporters and editors will quit. Be persistent, determined, assertive and yet polite through it all. Don’t’ let one person stop a worthwhile story. Good reporters and editors work around them.

(15) Publications will be judged primarily on their coverage, how well they cover events in their community. Good editors are always asking themselves, ‘What’s happening? Who’s affected by it? Are we covering it?’ It looks bad for readers to know something is happening and yet not see it reported in their own publication. It makes editors look out of touch and ineffective.

(16) Mistakes are inevitable. What is important s that you learn from mistakes and move forward to do better next time.

(17) Problems will arise. Personalities will clash. When such things happen, the best approach is to talk with the other person in private as soon as possible. A level head, and honesty, is the best approach in trying to solve such problems.

(18) Sometimes editors begin to think that other editors aren’t carrying their own weight or handling their responsibilities. If such things are so, please talk with another editor and the adviser about it confidentially. Perhaps a discussion should take place, perhaps not.

(19) Editors should feel free to contact the adviser about anything affecting their work on the student publication.

(20) Take your work seriously, but enjoy it as well.

COPYEDITING PROCESS

STEP 1: 
A section editor assigns a piece to a writer, giving a reasonable deadline that will assure acceptable copy for an initial draft edit (Step 5) and then COPYEDITS (Steps 6 and 7).

STEP 2:
The section editor then reports this assignment to the Editor-in-Chief for approval and placement on the Assignments List.

STEP 3:
The section editor reports the assignment then to the Design & Production Manager, who begins the Photo/Art Assignment Process.

STEP 4:
Editors and writers must communicate regularly in order to check on progress.

STEP 5:
Writer submits story to section editor for comments and re-writes. The piece stays at this step until the section editor deems it ready for a FIRST ROUND OF COPYEDITS.

STEP 6:
FIRST ROUND OF COPYEDITS – The section editor copyedits the piece and provides a clean Xerox to another editor for copyedit. The section editor keeps Xeroxes of these copyedits and negotiates changes with the writer, who takes the copyedits and works on a second draft for quick turnaround.

STEP 7:
SECOND ROUND OF COPYEDITS – The section editor shares the revised piece with another editor for a fresh copyedit session. Suggested changes are negotiated with the writer, and the editor then keys in changes on an electronic copy that is ready to be turned over to PRODUCTION for layout and then the Proofreading Process. The editor should also provide at least two pull-quotes in a separate document for PRODUCTION.

NO ASSIGNMENTS ARE GUARANTEED PUBLICATION. EDITORS SHOULD EXERCISE CRITICAL JUDGMENT AT EVERY STEP IN THE PROCESS IN DECIDING THE MIX OF STORIES IN A SECTION AND THE PAPER OVERALL.

PROOFREADING PROCESS

PER THE PRODUCTION SCHEDULE AND COPYEDITING PROCESS, THE PRODUCTION AND DESIGN DEPARTMENTS WILL WORK RAW COPY INTO CONTENT WITH LAYOUT AND ART, TO BE PRINTED AS GALLEY PROOFS.

STEP 1:
Each editor proofreads their section, affixing initials at the bottom of the galley pages. Each editor is also responsible for making sure that one other editor proofreads and initials those same pages.

STEP 2:
PRODUCTION takes the galleys and keys in changes, returning the old and revised copies to EDITORIAL.

STEP 3:
Each editor checks new against old galleys, affixing initials and then getting another editor to proof the new galleys.

STEP 4:
PRODUCTION keys in changes, returning the old and revised copies to EDITORIAL.

STEP 5:
Each editor checks new against old galleys and makes any final necessary changes to prepare FINAL GALLEYS.

STEP 6:
The Editor-in-Chief reviews FINAL GALLEYS before they are turned over to PRODUCTION for the PRINT RUN.

THE PHILOSOPHY OF PROOFREADING IS:

FIRST, DO NO HARM.

SECOND, LOOK IT UP – USE THE AP STYLE GUIDE, DICTIONARY, ETC.

THIRD, CATCH MISTAKES!

ART/PHOTO ASSIGNMENT PROCESS

STEP 1:
EDITORIAL notifies the Production & Design Manager of an assignment. Specifically, the section editor refers details about the story and helps brainstorm on possible art for the piece.

STEP 2:
Keeping good overall design in mind, the Manager then can assign photography, a drawing, a photo collage, original design illustration, or other art work, using personal judgment in assignment the piece and artist.

STEP 3:
The Manager should also put the artist in touch with the writer immediately, to brainstorm and communicate ideas, as well as coordinate schedules for photo shoots, etc.

STEP 4:
The Manager should keep in contact with the artist and plan on turnaround of work within 1 to 2 weeks, for initial review.

STEP 5:
The Manager can then either approve or re-assign, if more work needs to be done.

STEP 6:
The Manager is responsible for proper art credits and should also forward copies of the art to the relevant editor for cut-line drafting.

Uptown Exchange Newspaper
A Harry S. Truman College Publication

MEDIA RELEASE FORM

  For good and valuable consideration, the receipt of which is hereby acknowledged, I hereby consent to the photographing of myself and the recording of my voice and the use of these photographs and/or recordings singularly or in conjunction with other photographs and/or recordings for advertising, publicity, commercial or other business purposes. I understand that the term "photograph" as used herein encompasses both still photographs and motion picture footage.

  I further consent to the reproduction and/or authorization by Uptown Exchange Newspaper and Harry S. Truman College to reproduce and use said photographs and recordings of my voice, for use in all domestic and foreign markets.  Further, I understand that others, with or without the consent of Uptown Exchange and Harry S. Truman College may use and/or reproduce such photographs and recordings.

  I hereby  release  Uptown Exchange Newspaper and Harry S. Truman College, and any of its associated or affiliated companies, their directors, officers, agents, employees and customers, and appointed advertising agencies, their directors, officers, agents and employees from all claims of every kind on account of such use.

 [Signature]  ____________________________

[Print Name]  ____________________________

[Today’s Date]  __________________________

Advertising Specs and Rates

Uptown Exchange: A Student Publication of Harry S Truman College

(Issue Specs

The print-run of Uptown Exchange will produce 5,000 copies of a 12-page publication, to be distributed on the Truman campus and throughout Uptown. The ad-to-editorial ratio runs roughly 28%-to-72%.

(Rates

Dimensions:
Full Page - 10 ¼” x 15 ½”………..$380



Half Page - 10 ¼” x 7 ½” ………..$190



Quarter Page - 5” x 7 ½” …….... $95



1/8th page …………………………$47.50




– 7.5” x 2.5 vertically




- 5 x 3.5 horizontally


CHECKS PAYABLE TO TRUMAN COLLEGE / MEMO: “UPTOWN EXCHANGE ADS”

Distribution:
1 Full Page (Back Page)



1 Half Page (Page 2, News Section)



3 Quarter-Pages (1 on Page 3, Lead Feature Story; 2 on Page 7, 




Listings/Reviews)

(Policies

Format:
Ads run in black/white. Digital format is preferred but not required.



Staff can also help create ads.

Content:
Uptown Exchange does not accept ads for alcohol products or services,



Paper-writing services, or of sexually explicit nature; as a college and 



community publication, we reserve the right to refuse any ads that 



compromise integrity.

Advertisers are liable for incorrect information.

Contact:
For more information, to place an insertion order, or to talk about working

with us to design your ad, please contact:



Student Ad Rep



Info TK



or


Benjamin Ortiz, Faculty Adviser



773.907-4376



bortiz@ccc.edu 
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ADVERTISEMENT CONTRACT & INVOICE

Effective date _____________, 20____


By this agreement, the undersigned person, firm or corporation hereinafter referred to as the Advertiser, and The Uptown Exchange, hereinafter referred to as the Newspaper, agree with each other as follows:

The Advertiser hereby purchases and agrees to furnish copy and art for display advertising in the ______________________ edition of the Newspaper, such advertising to be billed by the Newspaper for the space contracted for below in accordance with the rate of $________  for a _______ size ad.

This agreement is for only the specific edition above. Future advertisements will require another agreement. Ad rates for future issues are subject to change.

Should the Advertiser use additional space to the extent that it would earn a lower rate according to the rates set forth in the Newspaper's Advertising Rate Card, he shall be entitled to pay the rate he actually earns. Should the advertiser use less than the entire amount of advertising as herein agreed, he shall pay for the amount used at the rate has earned.

Should the Advertiser wish an Advertisement not to run as agreed, the Uptown Exchange will make all attempts to find an alternate advertiser for the space. If none can be found due to Newspaper deadlines, the Advertiser will still be responsible for the full agreed-upon fees.

The Advertiser's ad will be run exactly as provided to the Newspaper. The Newspaper is not responsible for any errors and/or omissions.

Advertiser









Date

Principal's Signature








Date

__________________________


Principal's Printed Name

RATES:

1/8 page = $47.50

¼ page = $95





½ page = $190

Full page = $380





Please contact Benjamin Ortiz, the Faculty Newspaper Adviser, at 773.907-4376 (office), 773.407-8961 (mobile), or at bortiz@ccc.edu, with any questions regarding this contract.
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ADVERTISING RATES
Ad Dimensions and Prices: For more
Full Page - 15" X 10.25".............. $380 information please
Half Page - 7.5" X 10.35" ............ $190 contact:
Quarter Page - 7.5" X 5" ... $95 Benjamin Ortiz,
1/8th Page - .......coiiiinnitin i, $47.50 Faculty Advisor
7.5" X 2.5" vertical (773)907-4376

3.5" X 5" horizontal

Policies:
Formart:

*  Adsare run in black and white.

+  Digital Format is preferred but not required.

*  Uptown Exchange staff can help create ads for an additional
fee.
Content:

*  Asa college and community publication we reserve the right to

refuse ads that compromise integrity.




TRUMAN COLLEGE NEWSPAPER QUESTIONNAIRE AND APPLICATION

LAST NAME___________________________________________________________________

FIRST NAME___________________________________________________________________

MAILING ADDRESS
____________________________________________________________




____________________________________________________________




____________________________________________________________

HOME PHONE________________________________________________________________

WORK PHONE________________________________________________________________

(circle best option for reaching you)

CELL/MOBILE PHONE__________________________________________________________

E-MAIL_______________________________________________________________________

WHERE DO YOU SEE YOURSELF CONTRIBUTING?

(If you are interested in all three areas, rank in order of importance, 1=most interest; then circle specific positions of interest.)

_____EDITORIAL



Writer/Reporter

Copy Editor

Fact Checker



Proofreader


Events Editor
Desk Editor










(News, Arts,



Editor-in-Chief




Editorials/Letters)



Managing Editor

_____BUSINESS



Display Ad Rep

Classified Ad Rep



Promotions/PR

Circulation

Business Manager

_____DESIGN/PRODUCTION/ART



Designer

Layout/Typesetter

Artist (Sketch or Photo)

If any of your areas of interest are not available at this time, would you accept another position? If so, explain:

______________________________________________________________________________

Please indicate alternate meeting times desired and general work availability for this project:

Number of courses you expect to take while working on this project____________

Job and work hours you’ll have this semester___________________________________

Please check if you have experience with the following software programs:

_____Adobe Photoshop
_____Adobe Illustrator
_____Word for MAC

_____Word for PC

_____Netscape Composer

OTHER:_______________________________________________________________________

Please briefly describe any newspaper, yearbook, or writing experience you have had in the past four years.

Please explain your reason for applying and what you hope to gain from working on the newspaper.

I assert that the information in this questionnaire is true.

_____________________________________________________

__________________

Signature








Date

LEDE


WHO / WHAT / WHERE / WHEN / WHY / HOW


SUPPORTING DETAILS


LEAD QUOTE


BACKGROUND/REACTION


LEAST IMPORTANT


DETAILS








