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WBAI Producer’s 2013 Rules and Responsibilities Handbook
All volunteers and interns at WBAI must conduct themselves in an orderly manner in accordance with these rules and regulations on the premises of The City College of New York, at WBAI, at WFC, at off-site station events, and at any event where they act as a representative of WBAI. 
General Rules of Behavior
1. All Producers and talk show hosts must refrain from committing violations that result in an FCC fine. (EX: not playing the station I.D. at the top of the hour or airing profane or indecent content). Any show that commits an FCC violation will be suspended immediately pending review.
2. Radio station equipment, furniture, walls, floors and soundproofing must be handled with utmost care. Abuse of the radio station facility will not be tolerated. Abuse is defined as hitting or pressing buttons with unnecessary force, turning on and off equipment without authorization by management, removing PSAs, promos and announcements without authorization, tearing, defacing or destruction of walls and soundproofing, and downloading information or programs on computers without authorization. Any theft of or physical damage to any of the above will not be tolerated and will result in immediate termination.         
3. Food and drinks shall not be located or consumed in the on-air studios, live performance studio and edit suites.                                                        
Please note: The first violation of rules 1, 2, or 3 will result in the suspension of the show and a written warning.
4. As per FCC regulations, all board operators must play or verbally announce the FCC legal station I.D. at the top of every hour. (EX: 6:00, 12:00). The legal station I.D. for WBAI is: WBAI, 99.5 FM, New York. All board operators and producers must adhere to station guidelines for forward promotion. Failure to do so is grounds for suspension. If you are unclear what forward promotion is, please consult with the Operations Director or take the forward promotion class.
5. All music, dialogue and recordings aired on WBAI must serve to either educate or entertain and should not be offensive to any group’s ethnic, religious, occupational or sexual orientation.  Only historically accurate information should be aired on WBAI and should be attributed to a newspaper, website, book or other publication when appropriated. See below Pacifica’s Mission Statement for guidance:
Pacifica Mission Statement
a To establish a Foundation organized and operated exclusively for educational purposes no part of the net earnings of which inures to the benefit of any member of the Foundation. [*]
b To establish and operate for educational purposes, in such manner that the facilities involved shall be as nearly self-sustaining as possible, one or more radio broadcasting stations licensed by the Federal Communications Commission and subject in their operation to the regulatory actions of the Commission under the Communications Act of 1934, As Amended. In radio broadcasting operations to encourage and provide outlets for the creative skills and energies of the community; to conduct classes and workshops in the writing and producing of drama; to establish awards and scholarships for creative writing; to offer performance facilities to amateur instrumentalists, choral groups, orchestral groups and music students; and to promote and aid other creative activities which will serve the cultural welfare of the community.
c In radio broadcasting operations to engage in any activity that shall contribute to a lasting understanding between nations and between the individuals of all nations, races, creeds and colors; to gather and disseminate information on the causes of conflict between any and all of such groups; and through any and all means compatible with the purposes of this corporation to promote the study of political and economic problems and of the causes of religious, philosophical and racial antagonisms.
d In radio broadcasting operations to promote the full distribution of public information; to obtain access to sources of news not commonly brought together in the same medium; and to employ such varied sources in the public presentation of accurate, objective, comprehensive news on all matters vitally affecting the community.
Please note: Violation of rules 4 or 5 will result in a written warning for the first offense, a two week suspension for the second offense and cancellation of the show on the third offense. 
6.   The Operations staff must sign the transmitter log. This log is due 4 times per year and is due on March 31st, June 30th, September 30th and December 30th. Shows that do not turn in their community issues reports by the deadline may not do their show until they turn in their report. 
Allocation of shows and time-slots:
1. Applicants interested in producing a show or becoming part of a show already on WBAI must fill out an application that must be approved by management. Shows that add hosts and producers to their shows without following this procedure are subject to the sanctions listed above. All potential producers whose show proposals are approved must take the Radio Rookie Class. This also applies to digital producers of all types.
2. Timeslots cannot be inherited. Neither on-air personalities, nor producers, can hand over their timeslots to other individuals upon their departure without the approval of management. 
3. An on-air personality, or producer can fire volunteers that they take on, without conferring with management, but management must be notified.
4. Shows are responsible for providing a list of contact information for all producers working on the show. 
5. All producers on all shows are required to participate in mandatory fundraising seminars.
6. If an individual is fired by the producer who hired them, management reserves the right to investigate the incident. At the conclusion of the investigation, management may or may not place the person on WBAI’s waiting list for their own timeslot or refer them to another producer. Management also reserves the right to refuse to offer a timeslot to volunteers who are fired from another show.
7. Volunteers and interns who are terminated from a position at WBAI by management cannot take another position at the station. They must turn in any I.D.’s in their possession and the key to their locker. They may not return to the station to use the facilities or equipment.
Communication
1. All on-air personalities and producers must provide management with a working phone number, i.e. a cell phone or a voice mail that can take messages, and a working email address. Management must be notified when phone numbers and email addresses change. 
2. All on-air personalities, producers, and interns must return phone calls or emails from management within 24 hours, especially when an email clearly requests a response. 
3. All on-air personalities and producers must stay abreast of WBAI announcements and events and check the WBAI Staff Page on a regular basis. (www.wbai.org/staff)
Attendance
1. WBAI operates 24 hours a day, 7 days a week. All on-air personalities, producers and board operators must either provide a file of their show ready for downloading one hour before the show or report to their designated time slots, at all times, without fail unless otherwise instructed, in inclement weather, on holidays, as well as spring, winter and summer breaks.  Digital producers of all types must adhere to these procedures.
2. If a producer or on-air personality asks another producer or on-air personality to cover their show, management must be given advance notice. Management will contact the other producer or on-air personality to confirm. All producers must adhere to these rules.
3. Volunteers and interns shall not cover for shows unless the individual is recognized by management as forming part of that show or have received prior permission from management to cover said show.
4. On-air personalities, producers and board operators are expected to show up and be prepared to go on-air 15 minutes before their designated show-time. 
5. If an emergency arises that prevents an on-air personality or producer from reporting to their show at the last minute, they must call the designated management office, leave a message and follow up with an e-mail as well. If this procedure is not followed it is considered a no-call, no-show. It is not necessary to communicate with the person who is on-air at the time.
6. If a producer or on-air personality is not relieved by a representative from the next show, a designated emergency recording must be played by the operation staff on duty. The producer or on-air personality must notify the designated management person that the emergency recording is playing and that the station is on automatic pilot. 
7. Producers or on air personalities with medical conditions that require rest or hospitalization may take up to a one year leave of absence. After one year the timeslot will be given to the next appropriate show on WBAI’s waiting list.
8. Excessive lateness will not be tolerated. If an on-air personality is late three (3) times in a 6-month period, that show will be suspended, evaluated and eventually cancelled if this trend continues during the next six (6) months. 
9. There is zero tolerance for any use of alcohol or drugs while on duty at the station.
Please note: Anyone found to be using alcohol or drugs on duty will be dismissed immediately.
Interns and volunteers
1. All WBAI interns are managed through the Development Office for coordination and deployment.
2. All interns must follow the procedures set by their assigned show producer for the production of the show as it pertains to obtaining guests, research methods, on-air conduct, board operation, the interviewing process etc. All interns must take a class on radio arts and production.
3. If a dispute arises between the producer/host and an intern assigned to the show by management, the incident will be evaluated by management, and if it is determined that the intern is at fault, they will be removed from the show and given an off-air assignment. If it is determined that the producer is at fault, the intern will be assigned to another show. 
4. Volunteers or interns who are given their own timeslots may occupy them for up to two years. After a two year period, the timeslot will be given to another volunteer or intern.
FCC Guidelines   
1. It is against FCC regulations to announce prices for goods, services or events and to broadcast commercial advertisements on WBAI, because it is a non-commercial, educational, community radio station.
2. WBAI may make announcements on behalf of persons who underwrite programming and all on-air personalities and Producers must abide by the requirements outlined in a dispatched that will be sent to you within the next two (2) weeks.
3. Guests who are promoting goods and services and for profit and not for profit events can be interviewed on WBAI. But on-air personalities, producers and board operators cannot receive money, goods or services of any kind in exchange for a guest’s appearance on WBAI or for playing their music.
Show production
1. All Producers and on-air personalities must sign off 5 minutes before their show is over. {Example: if your show ends at 6:00, you must sign off at 5:55}. At 5:58 the board operator should get up from the board so that the next board operator can set up for the next show.
2. All shows must create a web presence that includes a Facebook page, a Twitter account and other means of communicating to our audience through social media.
3. All digital producers using blogs, You-tube, podcasting and other forms of new media at WBAI must adhere to the same rules that analogue producers conform to.
4. All shows will be reviewed periodically. Shows must maintain their original format. Examples: Music shows should not revert to political talk shows, nor should talk shows revert to music only formats. But music shows are allowed to interview recording artists. 
5. Only those producing shows for WBAI may use station equipment such as computers, recording and editing equipment. Priority is given to those preparing for shows going on the air immediately. 
6. All volunteers and interns at WBAI who are on the CUNY campus during their designated show times have access to WBAI’s facilities and the rest room. WBAI volunteers and interns do not have access to other rooms and buildings at City College. This does not include times that volunteers and interns may be on campus to attend classes or events produced by community groups and departments at the college. 
Community Events
1. In the event that the station has scheduled a live broadcast, management will give at least one week’s notice to the show that will be pre-empted. The Producers or on-air personality on the show that airs prior to a remote broadcast must leave phone lines clear for testing, but remain at the board and play music and carts. Remote testing is done at least 45 minutes prior to time of the remote broadcast.
2. All rules concerning compliance to CPB’s open meeting requirements, must be adhered to by all producers. (See CPB open meeting requirements)
3. Volunteers and interns are expected to participate in off-campus activities, such as live broadcasts, parties, festivals and street fairs to help promote the station and their individual shows. This includes helping in all station fundraising activities. Failure to comply will result in program review by management.
4. Producers and on-air personalities, who make special appearances at events, are required to acknowledge their affiliation with WBAI. They must state their position, the name of their show and the time it airs.
5. All participants in Arts or Public Affairs initiatives must respect the guidelines for producers. This applies to all drama, music, public affairs, academic, literary and media programs that the station may create to fulfill the Pacifica Mission.
Staff Meetings
1. Important information is communicated during staff meetings and one representative from each show must attend all meetings.  
Please note: Shows that fail to send a representative to two WBAI staff meetings within a one year period, without giving prior notification and justification to management will be cancelled.
2. Those who do not attend staff meetings are responsible for obtaining information and hand-outs given during meetings. Please ask a representative from your show who attended the meeting to go over the details of the meeting. If no representative attended please contact management. 
Fundraising
1. All shows have fundraising requirements. All shows must pre-plan, pre-prepare, pre-edit audio, prepare time signatures and program clocks for their show during fund drives. 
2. Each show must provide 3 premiums between drives in preparation for the upcoming drive. 
3. All shows must record PSA’s announcing the drive and the premium that they are offering. 
4. All shows must submit premiums through the Online Premium Registration form by the designated deadline. (www.wbai.org/staff)
5. Fundraising requirements do not apply to student shows while the student is taking the Radio Station course. 
Shows that do not abide by these fundraising requirements for two consecutive drives will be cancelled.
CUNY Studio Facility
1. All WBAI producers, staff and on-air personalities must have a City College I.D. swipe card to enter the facility. 
2. WBAI on-air personalities and producers who have swipe cards are not permitted to allow other on-air personalities and producers who do not have swipe cards into the facility. They are only permitted to let their scheduled guests into the facility. If you do not know the person, do not let them into the facility. 
3. WBAI Producers, on-air personalities and producers are not allowed to leave their guests in the facility when their show is over. 
4. If a person you do not know insists on coming into the facility behind you, do not go in, leave the area and call security and have them escort you into the facility.
5. If a person you do not know is in the facility when you enter after hours, call management. Describe the person to the GM and follow instructions. 
6. Only WBAI producers, staff, on-air personalities, and interns are allowed to use edit suites and the live performance studio.  Permission must be granted to use the live performance studio.
Policy changes
1. WBAI’s management may convene at any time and set aside designated time slots for producers’ shows. Producers may occupy a time slot for up to 2 years, at the discretion of management, and will be evaluated with other proposals for a show thereafter.
2. If a WBAI on-air personality, producer or producers violates three rules within a one year period, management reserves the right to terminate their service and/or cancel the show. 
3. Amendments and additions can be made to WBAI’s Rules and Responsibilities Handbook at the discretion of management. 
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