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Introduction:

Welcome to KSDJ-FM, a non-commercial, educational radio station licensed to South Dakota State University. As you begin working at KSDJ, you’ll find that every effort has been made to create a professional radio environment. You’ll have a lot of fun, but you’ll also learn the skills, techniques and discipline necessary to enter the professional radio field.

Broadcasting is an interesting, ever-changing field with job opportunities in many different areas. The training in audio production and presentation that you’ll receive here at KSDJ will be useful not just in radio broadcasting; but also in TV/Film productions, Slide/Tape presentations, educational media productions and pretty much anywhere else that some audio skill is needed. The more skills you can acquire and the better you are at each of these skills, the greater number of doors that will open to you when you start that great job search after graduation. KSDJ offers a tremendous opportunity and you’re wise for taking advantage of it.

This manual tells you virtually everything you need to know about KSDJ. It is designed as:

1. A training manual for basic on-air skills.

2. A guide to station policies and procedures.

3. A guide to federal (FCC) requirements.

Each station member will receive a copy of the operations manual and each station member is responsible for being familiar with all of the information contained in the manual.

Section 1: Policy Guide

I. KSDJ Mission Statement:

The purpose of the SDSU Campus Radio Station shall be to promote academic excellence through the medium of radio communication by providing the residents of the campus and the community a consistent form of programming, including entertainment, educational programs, an open forum to express opposing views and campus and community announcements. 

II. Area of License:

All radio stations are licensed to a particular city or town. In order to keep its license, the federal government, through the Federal Communications Commission, requires the station to “operate in the public interest”, and to be responsive to the needs of the community of license. Since our signal covers more than just the college, we must be responsive to the needs of both the college and the community. 

Brookings is located in Brookings County, SD. Employment in the county consists primarily of farming, government/education, light industry and service businesses. Our broadcast signal is picked up in some surrounding counties, and in many cases, these communities’ needs and interests are the same as ours.

KSDJ-FM Area of License Information:
	Station Status 
	Licensed Class A Non-Commercial FM Station

	Area of Coverage 
	See Map Below

	Effective Radiated Power 
	1000 Watts

	Height above Avg. Terrain 
	38 meters

	Height above Ground Level 
	33 meters

	Height above Sea Level 
	534 meters

	Antenna Pattern 
	Non-Directional

	Transmitter Location 
	44° 19' 1" N.,  96° 47' 2" W.

	License Granted 
	April 1, 2013

	License Expires 
	April 01 2020

	Last FCC Update 
	April 1, 2020
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III. New Rock 90.7 KSDJ Management Staff Structure:

A. Management Positions
The KSDJ Management Staff will consist of:

1. Station Manager / Chief Operator

2. Program Director

3. Music Director

4. Sound Director
5. Creative Services Director

6. News Director

7. Sports Director

B. Management Staff General Responsibilities

1. Plan and coordinate the daily operations of the radio station.

2. Assist in maintaining current operations procedures.

3. To advise the Station Manager on all matters concerning the station.

4. Be responsible for reporting the status of their department.

5. Meet at regular intervals set by the Station Manager.

6. Commit to a minimum of ten office hours a week.

7. Carry out any duties assigned to him/her by Station Manager.

C. Management Staff Qualifications

1. All management staff members must be currently enrolled at least half time (6 credits) at SDSU. 

2. The Station Manager will be hired on a yearly basis by the adviser and outgoing station manager, designated KSDJ staff, and Student Union staff. The qualified candidate will possess the following skills:

a. Previous radio experience and or communications background.

b. Previous management experience.

c. Familiarity with all FCC laws and requirements.

d. Technical background and familiarity with radio station equipment.

3. All other management staff positions will be hired by the KSDJ Station Manager. Qualified candidates will have sufficient experience and ability as determined by station manager.

D. Management Staff Job Descriptions

1. Station Manager/Chief Operator

· Station Manager will be hired for a twelve-month period.

· Station Manager will oversee all radio station operations and act as Chief Operator.

· Station Manager will see that station is on the air 24 hours a day, 365 days a year and be completely operational while on-air.

· Station Manager, in conjunction with the program director, will schedule all on-air material in cooperation with the staff; this includes music, underwriting announcements, educational programming, and public service announcements.

· Station Manager will be in charge of all radio station equipment, equipment inventory, and equipment maintenance.

· Station Manager will develop and maintain the annual budget.

· Station manager will be responsible for the hiring and firing of all staff and disc jockeys according to established station policy.

· Station Manager will, in conjunction with the program director, keep and maintain all station logs and reports required by FCC.

· Station Manager will conduct weekly, monthly, and yearly tests in cooperation with KSDJ’s contracted engineer to ensure proper FCC compliance.
· Station Manager will act as chairperson at all station meetings.
· Station Manager will act as chairperson of the May Day Music Festival and other events sponsored by KSDJ. 
· Station Manager will act as spokesperson for KSDJ at any event concerning the station.

· Station Manager will carry out any other duties as assigned by KSDJ’s Advisors.

2. Program Director

· Program Director will be hired for a nine-month period.

· Program Director will act as Station Manager in his or her absence and will assume all Station Manager / Chief Operator duties.

· Program Director will assist Station Manager in the hiring and firing of disc jockeys.

· Program Director will schedule all on-air personnel.

· Program Director will train all staff and disc jockeys.

· Program Director will assist Station Manager in keeping and maintaining all station reports and logs required by FCC.

· Program Director will carry out any other duty as assigned by Station Manager.

3. Music Director

· Music Director will be hired for a nine-month period.

· Music Director will maintain correspondence with record label representatives.

· Music Director will review and clear all incoming music before broadcast.

· Music Director will record music into Radio Automation System as needed.

· Music Director will schedule music and create a new music playlist once a week in cooperation with Station Manager and Program Director.

· Music Director will maintain a filing system for all music.

· Music Director will assist News Director with music news and music news features.

· Music Director will carry out any other duty as assigned by Station Manager.

4. Creative Services Director

· Creative Services Director will be hired for a nine-month period.

· Creative Services Director will coordinate all public relations, including promotion of station events, SDSU events, and other community events.

· Creative Services Director will organize and prepare all public service announcements, including promotional announcements about SDSU organizations and their activities.

· Creative Services Director will maintain the Public Service Announcement liner cards and will maintain and file the quarterly Public Service reports required by the FCC.

· Creative Services Director will develop and carry out activities to promote KSDJ and KSDJ events.

· Creative Services Director will be in charge of all commercial production and station imaging.

· Creative Services Director will conduct surveys to get student feedback.

· Creative Services Director will oversee the KSDJ Street Team, KSDJ Street Team’s promotional events and activities, including games, contests, and remotes.

· Creative Services Director will carry out any other duty as assigned by Station Manager.

5. News Director

· News Director will be hired for a nine-month period.

· News Director will oversee the KSDJ News Team and will be in charge of all news, weather, and sports reporters.

· News Director will oversee all local, state, and national news.

· News Director will also oversee sports, weather, and entertainment news.

· News Director will develop and maintain daily news reports to be recorded and played back throughout the morning show and broadcast day.

· News Director will work in cooperation with the SDSU Collegian to bring listeners news about SDSU and help promote SDSU’s media outlets.

· News Director will carry out any other duty as assigned by Station Manager.

6. Underwriting 

· Underwriting or advertising on the station is sold by the advertising sales staff at The Collegian newspaper. 

· Underwriting cannot contain calls to action. 

· It cannot use comparative language such as “We have the best pizza in town.”

· It can list the name of the business, it’s location and services provided. 

· Advertising can be sold on the station’s website without any of the above limitations. 
6. Sound Director 

· Coordinate recording of sweepers and underwriting spots. 
· Schedule and update the playing of those spots on the Raduga playlist. 

· Manage special programs and remote broadcasts.
· Educate fellow directors on sound recording best practices. 
· Work with other directors to coordinate sports broadcast and scheduling personnel. 
· Sound Director will carry out any other duty as assigned by Station Manager  
7. Sports Director 

· Oversee all sports news content. 

· Coordinate the sports broadcast schedule including staffing and logistics 
· Work in cooperation with The Collegian to bring listeners news about SDSU and help promote SDSU’s media outlets.  

· Develop and maintain weekly sports reports to be recorded and played back throughout the broadcast week. 
· Assist with live-broadcasting events for the station. 
· Sports Director will carry out any other duty as assigned by Station Manager
8. Marketing Director 

· With the Creative Services Director, carry out all public relations and marketing promotion, including of station events.  

· Produce announcements, advertising, and station imaging as needed. 

· Manage KSDJ website, email and social media outlets. 

· Conduct surveys to get student feedback. 

· Coordinate the KSDJ Street Team. 
· Marketing Director will carry out any other duty as assigned by Station Manager.
E. Management Staff Compensation 
Management Staff will receive the following amounts per semester as flat rate compensation divided among four monthly payroll periods for working at KSDJ. 

	Station Manager 
	$ 1,000.00

	Program Director 
	$    500.00

	Music Director 
	$    500.00

	Creative Services Director 
	$    500.00

	News Director 
Sports Director 
	$    500.00
$    500.00


Sound Director 




  $    500.00
Marketing Director



  $    500.00

Total: $ 4,500 per semester. (fall and spring)

F. Underwriting Sales Commissions

Underwriting sales are handled predominantly by The Collegian advertising sales staff. KSDJ underwriting is sold as part of packages local businesses buy with The Collegian. Ads may be sold independently to businesses only interested in advertising with KSDJ. A 10 percent commission will be paid to the student selling these ads. 
G. Management and Membership Organizational Chart









IV. New Rock 90.7 KSDJ Non-Management Membership Positions:

A. Non-Management Membership Positions

KSDJ Non-Management Membership Positions will include but are not limited to:

1. Disk Jockey

2. Street Team Member

3. News, Weather, and Sports Reporter
B. Non-Management Membership Position General Responsibilities

1. Assist in maintaining current operations procedures.

2. Advise the Station Manager and Directors on all matters concerning the station.

3. Be responsible for assigned duties.

C. Non-Management Membership Position Qualifications

1. All Non-Management Members must be currently enrolled at least halftime (six credits) at SDSU. 
2. There are no previous experience requirements for membership positions. Any SDSU Student may participate in any KSDJ Non-Management Membership Positions.
D. Non-Management Membership Position Descriptions
1.  Disk Jockey

· Responsible for air-shift on KSDJ.

· Responsible for operational controls of radio station during air-shift on KSDJ.
· Responsible for adhering to station rules and FCC regulations. 
· Other duties as assigned by Station Manager or Program Director.

2. Street Team Member

· Responsible for helping with station promotions.
· Responsible for calling in live reports about SDSU Activities. (IE: UPC or SA Events, Athletic Events, Etc.)
· Responsible for adhering to station rules and FCC regulations. 
· Other Duties as assigned by Station Manager or Creative Services Director
3. News, Weather, and Sports Reporter

· Responsible for writing and reporting on news, weather, and sports stories happening at SDSU or in the Brookings’ area. 
· Responsible for adhering to station rules and FCC regulations. 
· Other duties as assigned by Station Manager or News Director.
V. KSDJ Station Rules and Regulations

A.  Rules Governing KSDJ Content
1. Our Obscenity/Indecency Policy

The Seven Deadly Words: shit, piss, fuck, cunt, cocksucker, motherfucker, tit.

FCC regulations have stated that the only source for these seven words can be pre-recorded material. Therefore, you may never use any of them at any time during your show. You should also be aware of Section 1464 of the U.S. Criminal Code: “Whoever utters any obscene, indecent or profane language by means of radio communications shall be fined not more than $10,000 or imprisoned for not more than two years or both.” 

Indecency: A song or any other prerecorded material is considered indecent if it contains any one of the above seven words. An indecent song should never be played on air at KSDJ. Spoken indecency will not be tolerated at KSDJ.

Obscenity: According to the FCC, a song or statement is obscene if it is “patently offensive and offers no political, cultural, artistic or social value.” Spoken obscenity will not be tolerated at KSDJ. The KSDJ management reserves the right to declare any material obscene.

2. Copyright Infringement 

DJs who read portions of plays, poems, or novels on the air are considered to be putting on a performance. As with any performance of copyrighted material, permission must first be obtained to put on the performance, or the DJ is guilty of copyright infringement. Copyright infringement also occurs when a DJ rebroadcasts another station’s signal (e.g. by playing a tape of it) or broadcasts a syndicated radio show without permission or at a time other than the agreed one. Other offenses include rebroadcasting sound recorded from copyrighted television shows or movies. Bootleg recordings of bands also may not be played without permission of the band. Copyrighted purchased digital music, records, tapes, and CDs may be played because permission to play them is given when the band gives us the record and/or we pay for the rights to play them (through licensing companies like BMI, ASCAP and SESAC).

3. Format

Disc Jockeys will be responsible for following the format and the format clock. Please see the format section of this manual for more information.

B. Rules Governing Disc Jockey’s Talksets

1. Legal Identification

The FCC requires that an FM station identify itself at least once every hour with its call letters and city of origin. For us, a legal ID is “KSDJ, Brookings.” You can embellish this ID at your discretion (e.g. “This is New Rock 90.7 KSDJ, Brookings.” or “You’re listening to 90.7 FM, KSDJ, Brookings.”). But the phrase “KSDJ, Brookings” must appear intact in the ID somewhere. Do not, even as a joke, identify the station with fake or someone else’s call letters. Besides being “false communication”, it is against FCC regulations. The Legal ID is automatically played at the top of the hour by the radio automation software, so in most cases you will not be required to give a Legal ID during your show.

2. Calls to Action

The FCC forbids a noncommercial station such as us from issuing ‘calls to action.’ A DJ issues a call to action when he/she asks, urges, or suggests that the listener should perform some task which may result in a for-profit organization making money. This rule does not apply to non-profit organizations (e.g. KSDJ or SDSU). 

Calls to action include:

• Urging the listener to buy a record at a retail for-profit outlet.

• Urging the listener to go to a concert or other performance.

• Mentioning the price of a record or concert ticket.

• Urging the listener to patronize a specific business.

You are free to rave about how great an album or band is; that’s only a “review.” However, you cannot rave about a business establishment (e.g. “Sam Goody is a great record store”). That counts as a commercial. Please note the phrases must refer to a specific band, club, record, etc. Non-profit organizations like KSDJ are the only entities you can specifically urge people to spend money on. You can, and are encouraged, to tell people to attend a benefit for KSDJ or purchase KSDJ items. In short, if it directly makes KSDJ or another non-profit organization money, it’s okay. This includes most SDSU activities as well. Otherwise, it’s a call to action. 

Sample Underwriting Announcement Scripts

(A Product)
"This portion of New Rock 90.7 KSDJ’s broadcast is brought to you by Tony's. Located at 141 E. Haggard Street in the Burlington Plaza Shopping center, Tony's offers pizza delivery and a pizza, pasta, and salad bar buffet. Tony's delivers until 1am on weekdays, and 2am on Fridays and Saturdays. 605-555-5555. Tony's, a proud sponsor of Brookings’ New Rock Leader, New Rock 90.7 KSDJ." 

(A Service)

"Portions of today's broadcast are brought to you by the SDSU T-shirt Company. Located at 141 W. Haggard in downtown Brookings, they offer original design t-shirts for groups and the individual. The SDSU T-shirt Company is open Monday through Friday from 10-6 and Saturday from 10-4. 605-538-3497. The SDSU T-shirt Company, proud to sponsor New Rock 90.7 KSDJ." 

(Entertainment)

"Portions of today’s broadcast are being brought to you by Fastraxx. Located near the Burlington Plaza on 2065 S. Main Street, Fastraxx is open daily from 12 noon until 10pm and has extended hours on Fridays and Saturdays. 1-800-Fast 123. New Rock 90.7 KSDJ thanks Fastraxx for their support and we thank you for listening to KSDJ." 

3. Defamation of Character/Slander

Slander is “communication which exposes a person to hatred, ridicule, or contempt, lowers him in the esteem of his fellows, causes him to be shunned, or injures him in his business or calling.” The rule of thumb for this one is that whatever you say about someone had better be true and absolutely provable. As well, the person you’re mentioning must be a public figure who is fair game for such commentary. 

Examples of what is and isn’t slander:

• “Michael Jackson is weird.” Since he is a public figure, he is considered fair game. 

However, you must be able to prove the statement in a court of law when he sues 

You and KSDJ.

• “My friend’s roommate, John, is a bed wetter.” John can sue you and KSDJ 

because he’ll have been slandered. Also see “Invasion of Privacy” below. 

4. Invasion of Privacy

The KSDJ studios are capable of putting phone callers on the air; but doing so without getting the permission of the caller is an invasion of privacy. Giving out unlisted phone numbers, full names, or other personal, private information about a person without their permission is also an invasion of their privacy. Invasion of privacy also occurs when you tell a story about someone (to avoid slander) and that person is not a public figure.

5. False Information

It is illegal for anyone to transmit “false or deceptive communications by radio.” For example, “Hi, you’re listening to KSDJ and I just wanted you all to know that there’s a nuclear missile heading toward Brookings.”

6. Editorializing

‘Editorializing’ means going out of your way to express your opinion about a matter other than the music you’re playing, such as telling the audience all about your views on abortion. This is OK, but keep this in mind:

a. FCC rules prohibit non-commercial stations from endorsing political candidates.

b. You must ensure that it is clear to the audience that what you are saying is your opinion, not that of KSDJ as a whole, SDSU or Media Council. You can do this by simply stating a disclaimer such as, “the views and opinions expressed on my show are mine and not necessarily those of KSDJ or SDSU.”

c. Do not to bore the audience with overly long political soliloquies.

While we want you to express yourself, keep in mind that your listeners might not be as interested in your opinions as you are. Think of your editorial disclaimer as your Opinion Permit. It protects KSDJ and SDSU from any legal problems from the FCC or other governmental agencies.

7. Decrying Station programming and policy: 

In your air breaks, never speak negatively about a station promotion, program, or policy. If you have a problem with KSDJ, bring it up with management instead of boring the audience with obscure complaining that they probably don't understand or care about. 

Also, never deride anything you do. Do not cut off or otherwise disrupt (e.g. delete a song from the playlist) a song you don’t like. In your air break, don’t speak badly about a song you just played. Someone out there might have liked it and will be thankful that the station introduced it to them. 

C. Radio Station Operation

1. Programming Logs

Program logs are automatically generated by our radio automation software. It logs the time and date that music, commercials, and legal identifications are played. KSDJ is on the air 24 hours a day, 365 days a year. There is no requirement for Disc Jockeys to sign on or off during their air shift because we are remotely monitored and meet all FCC requirements for automating the radio station.

2. Transmitter Logs

KSDJ is an unattended radio station. We meet all FCC requirements to broadcast when no one is physically in the KSDJ studio. Our Transmitter and Transmitter Controller are designed to call designated KSDJ staff in the case of problems. Transmitter readings are taken automatically by the automated remote monitoring system. Disc Jockeys are not required to take transmitter readings. The Station Manager/Chief Operator is in charge of reviewing the transmitters power output weekly. 

3. Control Board and VU Meters

The VU meters are the left and right channel needle-monitors on the control board which show the overall level of the audio signal that we are sending to the transmitter. Try to keep your levels at about -1 to +1 on the readout. Channel Sliders should be set at an appropriate level to ensure that the levels are correct. 

4. Radio Automation Software

KSDJ’s music, commercials, and legal identifications are loaded into Raduga, our radio automation software. Disc Jockeys will follow the playlist during their show and will not alter the master playlist, commercials, or legal identifications in any way. Disc Jockeys are allowed to insert requests at specific times during their show as dictated by the format. Disk Jockeys will ensure that Raduga System is enabled and working properly when leaving at the end of their air shift.

5. Alcohol, Tobacco, Food, and Drink Rules

You are not allowed to eat, drink, or smoke in the Control Room, also referred to as the studio. One slip-up with a drink or food could put us off the air; don’t jeopardize KSDJ for a can of soda. We also remind you that the use of alcohol and other controlled substances in University buildings is prohibited by the Regulations of the University itself, and smoking is against state laws. Operating a radio station under the influence of a controlled substance is also a FCC regulation.

6. Building Passes and Keys

KSDJ Management Staff will be issued keys to the studio, office, and an overnight pass to be in the union. The station will be opened daily by KSDJ Management Staff. The last scheduled Disc Jockey of the day will be responsible for locking the studio when his/her shift is over.

D. Station Format and Programming

1. Format

KSDJ is a modern rock/alternative station. All music that is played on KSDJ will fit this format. Music will be programmed by the Station Manager, Program Director, and Music Director. Radio and Records’ Alternative Rock Chart and Billboard’s Modern Rock Chart will be used to program new music. The KSDJ Management Staff will be responsible for updating the Radio Automation Software with the latest music. The format will be followed 24 hours a day. There will be no “music specialty shows” allowed at KSDJ. Having a format creates consistency for our listeners and our sponsors. Any change in station format must be approved by Media Council and the Student’s Association.
2. Playing ‘Non-KSDJ’ Music

Disc Jockeys at KSDJ will be allowed to play two request songs per hour. There are the following restrictions that you must follow:

a. Music must be newer than 1990.

b. Music must fall into the modern rock/alternative genre.

c. Music must be already approved and loaded into automation system.

3. Educational and Public Service Programming

The Station Manager and Program Director can schedule educational and public service programming at their discretion. These programs must have an educational basis and be beneficial to the KSDJ listeners, SDSU Students, and the Brookings community. Educational and Cultural Programming fulfills portions of our community obligation as a non-commercial radio station.

4. Pubic Service Announcements

KSDJ will air public service announcements on an hourly basis. These may be read live or pre-recorded. Public Service Announcements help fulfill portions of our community obligation as a non-commercial radio station.

5. Other Programming

The Station Manager may choose to air news, weather, sports, and other topics on KSDJ. This programming will be a supplement to the modern rock/alternative format. This programming is at the discretion of the Station Manager.

6. Underwriting 

Underwriting messages must be played very near the time scheduled. KSDJ has a binding legal contract with the sponsor to run a message at certain times. Underwriting messages should not be run outside of their designated time. Play the messages within five minutes of the appropriate minute marks. The radio automation software schedules and plays back underwriting announcements automatically. Disc Jockeys may be required to read underwriting announcements from time to time.

VI. Disciplinary Actions

A. Violations of FCC Regulations
Possible Violations but not limited to:

1. Playing Indecent Material 

2. Issuing Call To Action 

3. Speaking Indecency/Obscenity 

4. Improper Legal ID 

5. Defamation of Character/Slander

6. Invasion of Privacy

7. False Information 

8. Copyright Infringement

9. Other Violations as determined by Station Manager

These violations may result in one or more of the following disciplinary actions:

1st Offense: 1 month suspension and report to Dean of Student Affairs.
2nd Offense: Dismissal and report to Dean of Student Affairs. 

B. Violation of Station Regulations
Possible Violations but not limited to:

1. Selection/Repetition 

2. Improper Handling of Giveaways 

3. Babbling/Incoherence 

4. Late to Shift 

5. Leaving Control Room Dirty 

1. Missing Underwriting Promo 

2. Improper Editorializing 

3. Deriding KSDJ On-Air 

4. Absent From Shift 

5. Misconduct by Guests 

6. Misuse of Phone/Rudeness

7. Smoking in Studio

8. Food or Drink in Studio

9. Misplacing/Mishandling Equipment

10. Insubordination

These violations may result in one or more of the following disciplinary actions:

1st Offense: Written warning from Station Manager and or Program Director

2nd Offense: One Month Suspension

3rd Offense: Dismissal and report to Dean of Student Affairs. 
Note: THEFT OF ANY KSDJ PROPERTY WILL BE IMMEDIATELY REPORTED TO THE DEAN OF STUDENT AFFAIRS OR SENIOR DIRECTOR OF THE UNION AS A VIOLATION OF THE STUDENT CODE.

Section 2: On-Air Manual

1. TROUBLESHOOTING

Problem: Can’t hear the monitor speakers.

1. Check to see if one of the mic channels is on. If one of the two mic channels are on, the control room speakers will be muted. 

2. Check to see if the PGM button is on, on the the “MONITOR” channel of the On-Air console.

3. Check to see if the monitor amplifier is on and if its volume controls are turned up.

4. Check the volume control of the On-Air console. The volume control is labeled STUDIO.

Problem: Can’t hear the programming material through your headphones.

1. See if the PGM light is on, on the “PHONES” channel.

2. Check the volume control of the headphones. The volume control is labeled HDPN.
Problem: Can’t stream from the website or tune in. 

1. Check the purple Live Expression Encoder program. 

2. If green line is not running vertically up and down the screen hit the button with red dot in the middle of the screen to turn it back on. 

3. This should fix the problem. 

4. This program should be restarted once per week. It typically stops after 400 hours. 

II. EMERGENCY ALERT SYSTEM

Radio and television stations are required to participate in the EAS, Emergency Alert System. The FCC insists that every announcer know how and when to use this system, which is designed to pass important information to the public quickly in the event of a disaster. The EAS can be activated by National, State or Local officials as required. All stations are required to install and maintain EAS equipment (Our EAS equipment is located in the Control Room on the right side of the counter) and participate in the weekly and monthly tests of the system. Additionally, all stations must monitor for state and local EAS activations.

If an FCC official visits KSDJ, they may request the current announcer to transmit an EAS test. If the DJ does not know how, a fine (which usually range between $1,000 and $10,000) will be levied against KSDJ, no questions asked. KSDJ is a “Participating National” station. This means that KSDJ must forward any EAS Activations to our listeners when we receive them.

KSDJ'S EAS Obligations:

1. Send a Required Weekly Test, and log it. This is done automatically, it will be logged by Station Manager

2. Receive a RWT, and log it.

3. Receive and retransmit a Required Monthly Test, and log it. 

4. React promptly to a real EAS Activation (emergency).
How-to run a weekly and monthly test: 

1. On EAS machine (in tower with processors) push button under week. 
2. Push button under 1 four times. 1111 is password. 

3. Hit button under proceed. 

4. Test does not play in station. Check online at ksdjradio.com or on radio in station. 
Receiving EAS Information

Every hour of every day we are monitoring several stations’ signals for an EAS Activation using the EAS 930A Multi-Module Receiver. If an attention signal (the annoying buzz) is sounded, our EAS equipment will respond. The EAS 930A has a volume control on it. Turn it up and flip through channels 1 through 4 to find out which one has an EAS message. Listen to the signal to determine if what you are hearing is a test or an actual emergency. Chances are it is a test.

If what you are monitoring is an actual emergency, follow these steps:

1. Make certain that our EAS equipment has auto-forwarded the message by listening to our receiver. 

2. Write down the date and time of the Activation received in the EAS Log located on top of the EAS equipment and sign it. 

3. Rip off the paper that the EAS 911 printed and place it in the EAS Log.
III. KSDJ LIVE MICROSOFT EXPRESSION ENCODER PROGRAM
1. This program runs the online streaming. It is a purple icon that should be at the bottom of the screen. 

2. If web streaming is off check this program. Green light should be running up and down right side of red button if streaming is on. 

3. Push red button that looks like a record button and streaming should restart. Check online. 

4. DO NOT close this program. It turns off the stream. 
IV. FORMATTING MUSIC

1. On station computer copy music off flash drive. Students must submit flash drives of music. 
2. Place in Needs Formatting folder in My Music. 

3. Go to Converter Lite program on desktop. Don’t update when it asks to update. 
4. Drag and drop song to converter. 

5. Hit format: MP3: Got the highest setting. Then convert. 

6. This will put the file back in the Needs Formatting folder. 
7. Go to MP3 trim. 

8. Open Needs Formatting folder. Open one song at a time. 

9. Hit Auto in trim: save as: put in Converted Folder. This normalizes the level and puts time in the track. 
10. When naming file put the band name in front of the track. 

11. Go to Raduga. 

12. Drag songs to Raduga. 

13. Hit play. 

14. Drag to end of song and hit shift ~. 

15. Hit OK. 

16. Don’t save changes. 

17. Close Raduga

18. Got to the folder labeled Shortcut to Studio Computer. 

19. Go to My Music: KSDJ Songs: KSDJ DJ: DJ’s folder. 

20. Drag and drop the music in this folder. 

21. Also drop in the Formatted folder. 

22. This process is the same for formatting underwriting spots. When formatting is completed place them in the underwriting folder. 

23. When going to play DJ music in the studio open the DJ’s folder and drag and drop songs from there into the Raduga playlist. 
V. REGENERATING PLAYLIST
1. Go to Airlist. This is the program that generates the playlist. 

2. Go to Create and hit OK and then OK again when prompted. 

3. Save changes when you time out. 

4. Go to Raduga. 

5. Go to File/Open. 

6. Go to local disk C: Program Files (86)

7. Go to Airlist then playlist. 

8. Make the new date. 

9. Don’t save the old one. 

10. Start it over after the last song stops playing. 
VI. GLOSSARY

AAA: Adult oriented alternative music. A type of radio format.

Actuality: In news, a recording of the “actual” newsmakers or eyewitnesses talking. 

Audition: A source that can be heard on the monitors and give meter levels without going over the air.

Board: Another name for an audio console.

Channel: The route followed by an audio signal as it travels through a system. It also can be an input or output designation of an audio console.

Compact Disc (CD): A small disc that is recorded digitally and is played back by using a laser beam readout.

Copy: Written material which is meant to be spoken.

Cue: To ready a playback machine (e.g. CD Player) so that it will play at the first point of sound. It also is a channel on the console that allows one to audition a sound source.

Cue-up: Listen to recorded material before putting it on the air with the purpose of finding the beginning.

Cut: A segment of recorded sound on a disc or tape.

Dead Air: Broadcasting silence. Usually caused by not having a source cued-up.

Discrepancy Report: Written notification by an announcer that notifies that something is not in order (e.g. MD or CD missing, CD that skips).

Dubbing: Recording of sound from one source to another.

Emergency Alert System (EAS): A network used for broadcasting emergency information to the public (e.g. Tornado Warning).

ENG: Electronic news gathering (e.g. with a tape recorder in the field).

Fade: To bring a sound source down on an audio console at a given rate of speed.

Format: A radio station’s programming strategy to attract a particular audience based on gender, age, location, etc. (i.e. demographics).

I.D.: Routine identification of the radio station (e.g. KSDJ, the alternative). 

Legal I.D.: Required identification at the top of the hour (e.g. KSDJ, Brookings).

Levels: The amount and strength of signals, usually as read by a VU meter.

Mindisc (MD): A really small disc enclosed in plastic that is recorded magnetically and is played back by using a laser beam readout.

Modulation: The electrical imprint of a sound signal on a radio wave.

Monitor: Any speaker in a studio used to listen to an audio source.

Out-cue: Final words of a recording that alert the announcer that the recording is almost over.

Patching: A method of changing the routing of a signal through an audio system.

Phoner: Telephone interviews or broadcasts done over the phone.

Public Service Announcement (PSA): Programming material that serves the public interest.

Rates: The station's charge for commercial, promotion, and production time.

Remote Broadcast: Production done at a location other than the studio.

RPM: Electronic music (e.g. drum & bass, jungle). Commonly referred to as Techno.

Saturation: Using a heavy schedule of spots to get a message across to as many listeners as possible.

Segue (seg'-way): The transition between two audio sources played consecutively without interruption.

Stylus: The portion of a turntable that makes contact with the grooves in a record.

Tag: Live announcement at the end of a recorded spot.

Top 40: A radio format that plays the top 40 songs off of popular music charts.

Voicer: A story or report filed by a newsperson.

Volume Units Meter (VU Meter): Measures the strength of signal.
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WHEN YOU HAVE READ ALL THE RULES AND REGULATIONS CONTAINED IN THIS MANUAL, SIGN BELOW AND RETURN THIS SHEET TO THE STATION MANAGER TO RECEIVE YOUR COPY OF THE COMPETENCY TEST.

BY SIGNING, YOU CERTIFY THAT YOU HAVE READ AND UNDERSTOOD ALL THE MATERIAL IN THIS MANUAL AND ACCEPT RESPONSIBILITY FOR VIOLATIONS OF THE REGULATIONS CONTAINED IN IT.

I, the undersigned, hereby certify that I have read and understood all rules and regulations contained in this, the KSDJ Policy Guide and On-Air Manual (9-01-2003), and further, that I agree to accept full responsibility for violating them henceforth.

Signature ____________________________________ Date _____________
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