	Policy [the idea…]
	Guideline [how it might work in practice]
	System [what to do if…]

	BIG IDEAS



	1. this is community radio.  It’s for the community, not for shareholder’s profit, not ‘brand profile’ nor for presenter ego.


	This policy should inform the work of everyone involved with the station. 
	Talk to the staff if you feel this is unclear or if you feel a colleague doesn’t get it  

	2. The station aims to build the capacity of this community to help itself.
	It will do so by promoting community participation, publicising community activity, providing a platform for community concerns and skills, by countering negative media images of the area and by providing a place for residents (especially unemployed and otherwise disadvantaged ones) to develop their skills and thus gain better access to employment.  
	Talk to the staff if you feel this is unclear or if you feel a colleague doesn’t get it

	3. This station is for this community.
	Residents get priority for programme making but this does not bar non-residents from participating.
	Talk to the staff if you feel this is unclear or if you feel a colleague doesn’t get it

	4. Respect is absolutely crucial to this station – for the community, for everyone involved in the station and the listeners.
	Offence must never be given on the grounds of race, colour, gender, gender-orientation or religion.  This refers to behaviour both on the air and off it.  This also includes the promoting of violence [e.g. gang culture]. To do so will be considered a serious disciplinary matter.  
	If you have been offensive this will be considered by the PO, the PM, the Steering Group and finally the licensee.  This may lead to your permanent exclusion from the station.

	5. Making programmes for the station is not an automatic right.  You get to do programmes in return for performing duties (e.g. producing a show for someone else.)  


	These duties will be made clear to you and if you cannot perform them you must let someone at the station know in good time.
	Persistent failure to do duties will decrease your privileges and you may be asked to leave the station.

	6. The station encourages young people to join in.
	However, under-16’s MUST be supervised by a legally recognised carer or guardian (parent, older sibling, youth worker or teacher)
	

	7. This station is made possible by volunteers, by people who want to be involved because it’s a good thing , not for the money.
	If you’ve been given a programme 
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	MANAGEMENT

	8. The current licensing situation (of Radio Regen holding the license) is temporary. We hope that the station will be locally owned by the end of 2003. 
	The Steering Group [SG]
 will form the foundation of station management and will be allowed as much independence as possible within RR’s duties as licensee, project manager and employer.
	

	9. The licence is a public document and a copy is kept on the station
	The licence is our ‘contract’ with the Government/Radio Authority and it includes sticking to the Radio Authority Codes. 
	Breaches of the licence/RA Codes are a serious matter and should be referred up the chain of command as soon as possible

	10. The Steering Group is there to represent the users and listeners of the station.  


	It will be made up of residents/listeners, funder reps, volunteer reps and employee reps. Listeners will always have to be the majority deciders on programming matters. 
	RR can over-rule the SG where their decision breaks the terms of the license or the funding agreements or impact on employment arrangements.

	11. All team members must maintain a ‘professional manner’ when they are in the station or on station business.
	The station has a set of ground-rules that include these guidelines.
	Repeated breach of the ground-rules may lead to exclusion form the station.

	12. All the station equipment is owned by Radio Regen, which is a charity.  Broken, lost or stolen equipment will be difficult or impossible to replace.
	All station property must stay on station premises unless signed out and counter-signed by the relevant staff member.
	All suspected thefts will be investigated and prosecuted.  All thefts from volunteers must be reported to the police and the PO/PM.

	13. Residents have the right to expression on the station, so programmes will be allowed as much autonomy as possible.
	But you are still part of the station and the staff are there to ensure that the station operates properly.  Co-ordinate your programme plans with them.
	For most programming  issues there’s a clear chain of command; from PO, to PM, To SG to RR.

	14. This station should be a platform for participation in the community.
	If people want to get involved in your show please tell the station team member with responsibility for volunteers before they get on board 


	Everyone involved in the programme must fill in their details on the producer sheet
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	MONEY/RESOURCES STUFF



	15. To keep its independence, this station needs to keep funded through multiple funders. This includes revenue from advertising and promotion.
	All paid-for promotion and advertising must be arranged via station staff.  This includes big prizes for competitions (see below).
	If approached by a potential advertiser/sponsor please refer to Programme Organiser.  If anyone is found to be profiting from their programme without approval from the PO they will be permanently excluded from the station.

	16. The image of the station belongs to the station, individuals should be aware of this when using it.


	All publicity for programmes must be cleared with the PM.  Use of the station in other publicity (e.g. ‘DJ Blah from YFM is appearing at the Bobbins Club’) must also be cleared with the PM.


	

	17. Competitions are for the listeners!


	Competition prizes worth over £10 should be logged with the PO.  Each programme should keep a list of prize winners to ensure a fair spread.
	Station staff, volunteers, their families and boy-friend/girl-friend cannot enter competitions on the station

	PROGRAMMING

	18. The station schedule aims to maximise the number of residents from this neighbourhood.
	The schedule will be planned on a quarterly basis to enable the maximum number of programme makers to take part in the station.  No programme has a guaranteed slot beyond three months although some will run for longer than this.
	Suggestions for new programmes should be made to the PO who will decide in conjunction with the SG



	19. The station schedule aims to represent the widest cross-section of this neighbourhood.
	The schedule will be planned on a quarterly basis to enable the broadest cross section of programme makers to take part in the station
	Suggestions for new programmes should be made to the PO who will decide in conjunction with the SG.



	20. The station will always strive for continuity of programmes given the two considerations above
	Programme makers will enhance their standing for longer runs if they adhere to these guidelines (e.g. volunteer time & reliability.)
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	EDITORIAL POLICY

	21. This station is independent.  It is not under the direct control of its funders.  It is managed by Radio Regen on behalf of the host communities and the programming policy will be managed by the Steering Group.
	Issues of editorial policy and programming will be managed by the SG within guidelines set by Radio Regen [including these!].
	If you have issues about the Editorial Policy please take them first to the PO who will raise them with the SG if appropriate 

	22. When you are on air (presenting or producing) you represent the station and the community.


	Think about what you’re going to say – before you say it.  If what you want to say could not be defended as representing the station and community make it clear that it is a personal view.
	Too much bias will be referred to the SG.

	23. So, if you are presenting, you represent the station, so you must be impartial and balanced in what you say.  The station does not have a view on anything so neither do you [as a presenter]. 
	Take the listeners’ point of view, represent them and their interests especially in interviews. If you’re having difficulty – ask someone else for their view.  It’s good to get a range of views from friends and neighbours.
	Too much bias will be referred to the SG.

	24. Just because we’re a community station doesn’t mean that the law doesn’t apply.  The broadcasting laws and the Radio Authority Rules must be stuck to! 


	Make sure you know what they are BEFORE you go on air!

Please see separate ‘It’s the Law You Know’ briefing sheet available from staff. 
	Libel: if you think that you or a guest might have libelled someone 1) stress that it was a personal opinion 2) apologise 3) stress that that person has the right to reply 4) move on to next item 5) quickly alert the Programme Organiser.

Contempt: Be VERY careful INDEED if covering on-going court cases!
Radio Authority: if you think you’ve been offensive, apologise and move on.  If it’s a song lyric don’t draw attention to it.  Radio Authority rules/Codes are available from the PO.

	25. The weekday daytime programmes [7 am to 6 p.m.] should contain 30% speech.  This is a licence condition.
	This is not an excuse to prattle – if you’re stuck for something to say then please play a record.  


	If you need advice on speech content please ask a member of staff.

	26. The station is for all the  community so always ask yourself if what you’re saying is understandable to most people.
	This doesn’t mean dumbing down.  You can talk about dead complex stuff as long as you avoid jargon and explain yourself
	If you need advice on content please ask a member of staff.
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	27. This station is for all the community so to promote one religion over any other is not fair.
	The promotion of activities by religious organisations relevant to the area is fine, preaching is not. (religious music or poetry is acceptable in most cases where there is clear artistic justification) This guideline will not prevent discussion of religious issues but see item 12 above on bias.
	Talk to the Programme Organiser who can refer issues to the Steering Group or Radio Regen.

	28. This station is for all the community so to promote one political belief over any other is not fair.
	The promotion of activities by political organisations relevant to the area is fine, preaching is not. (political music or poetry is acceptable in most cases where there is clear artistic justification) This guideline will not prevent discussion of politics but please see item 12 above on bias.
	Talk to the Programme Organiser who can refer issues to the Steering Group or Radio Regen.

	29. This station is for the whole community to use.


	Wherever resources allow, resident individuals and groups should be allowed coverage
	Where there is difficulty over coverage this will go through the chain of command.

	30. Any person or group from the area has a right to reply on the station


	This right to reply should be proportional to the original item wherever possible.
	Issues should be referred to the PO and the SG if necessary.

	31. This is one station – not a bunch of programmes just hanging out on the same wavelength.
	Please make an effort to promote other programmes on the station – particularly if they might have a similar audience.  Play trailers but also talk about other programmes you’ve heard. More listeners for other programmes will mean more for you too.
	Refer to Producer Sheet for trailers.

	32. ALL the music played on the station is excellent – otherwise we wouldn’t be playing it.


	Never dis the music played – that’s just dissing the station.  Don’t make a distinction between playlist music and your choice – the listener doesn’t need to know.
	Repeated on air dissing of music will be considered breach of Agreement and the programme may be cancelled for good

	33. ALL the programmes on the station are part of the station that you are on – good, bad or indifferent.


	Never dis other programmes or individuals involved in the station – whatever rubbish things you think they might have done – criticising other programmes is just dissing the station that you are part of.
	If you think you’ve heard another programme being criticised please tell the PO.

Repeated on air dissing of programmes will be considered breach of Agreement and the programme may be cancelled for good
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	ON THE PREMISES

	34. The studio is a place where live radio is produced
	There is no smoking drinking or eating in the studio
	Any breach of this ground-rule will be viewed very seriously by the management and can lead to the permanent exclusion of the ‘offender’ from the station.

	35. The majority of people don’t like the smell of smoke
	The station is a strictly no-smoking area
	ditto

	36. Whatever your attitude to drugs, this radio station is a public space.
	No illegal drugs [of whatever classification] shall be taken onto the station or used there.  Doing so threatens the whole station.
	ditto

	37. Alcohol affects people’s ability to act reasonably.
	Alcohol must not be taken onto station premises for any reason. 
	ditto

	38. Making radio requires a clear head
	If anyone is found to be even partly intoxicated (drunk or stoned) on the premises – they will be asked to leave immediately
	ditto

	39. The studio is a place where the production team have to concentrate on making live radio 
	The programme presenter/s and producer must never be distracted from programme making
	Ditto

	40. The studio is often a very stressful place because of the above
	Arguments and insults have no place in the studio and must under no circumstances take place in the presence of station guests.  If you have ‘an issue’ with a colleague please let a the PO or PM know quickly and they can help sort it out.
	Ditto

	41. Making a radio programme needs a team in the studio.
	Please do not leave the premises  during a show even if you’ve got a long tune or pre-record playing.  Preferably don’t leave a DJ in the studio alone – they might need help in an emergency.
	

	42. The studio has to be used by many different programme teams so you MUST be considerate of other programme makers on your station
	The studio must be left in a tidy and organised state in good time for the end of your show.  This especially includews CD’s and mini-discs
	 ditto

	43. Radio stations are places to make radio – not to socialise
	Please restrict the number of people on the station to those people who are actually involved in making your programme [i.e. presenter, producer & guests].  This does not include people providing transport to programme makers.
	Er, ditto

	44. Recording your programme is a legal obligation.  If we don’t do it the Radio Authority get very annoyed indeed! 
	Always regularly check that the Recording Off Transmission or R.O.T. is recording on the video player or computer. If for any reason it is not, get it going again.
	If the R.O.T. is found to have stopped in the middle of your show it will be your responsibility and you may lose your show.








