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January 1, 2011

Dear Staff Member:

Welcome to one of the most prestigious collegiate newspapers in the Southeast and one of
the best among historically black colleges and universities.  The Hornet Tribune, a newspaper
produced by students for the Alabama State University community, began as the State Normal
Courier, and continues to serve as a distinguished voice for the students who are enrolled.

Founded by the fifth president of Alabama State University, Harper Councill Trenholm,
PhD, in 1923 as a campus newsletter, The Hornet Tribune has grown to become one of the most
recognized mediums among the students, faculty, administrative staff and alumni.  Aside from
serving more than 5,000 students, it is also circulated around the city through staff and alumni
making it one of the most familiar periodicals in the city.

By receiving this staff manual, you have obviously been promoted from a staff correspon-
dent to a staff reporter/writer or maybe even a senior staff writer.  Whatever the promotion, you
have earned your place as a permanent staff member of The Hornet Tribune.  I urge you to take
your positions seriously and never forget that you have an opportunity, through this medium, to
make a serious difference in the qulity of student life while contributing to the betterment of this
university.

Newsrooms are chaotic, fast-paed, and lively, and campus newsrooms are no exception.
But reporting news is an important business, and everyone involved in that business needs some
guidance and structure.  The Hornet Tribune Staff Handbook provides the advice, rules, guide-
lines, and encouragement that you will need.  Though you are not yet a journalism professional,
The Hornet Tribune is genuinely a community publication and courts have determined that
student journalists share the rights and responsibilities of professional journalists.  Laying the
foundation for a healthy publication, The Hornet Tribune Staff Handbook guides students
toward making the newspaper and web site more indispensable to their campus community life.

So as you go about the aggravating and satisfying business of reporting, writing, editing,
illustrating or contributing to The Hornet Tribune each week, remember that your contribution is
not only essential and anticipated, but will become a part of university history.

Sincerely,

KA Dean
Kenneth A. Dean, Coordinator
Office of Student Media



MISSION
The primary mission of The Hornet Tribune is

to serve the students, faculty, staff, and residents of
the Alabama State University community by seek-
ing out and providing a credible news service with
diverse information.

The Hornet Tribune shall provide an open fo-
rum for discussion of campus, community, state, na-
tional and world events that affect the medium’s au-
dience.

The Hornet Tribune shall assist in the educa-
tion of ASU students by providing practical experi-
ences in the responsibilities essential to newspaper
production wherein students can receive vocational
training in print, online and visual journalism, man-
agement, business, advertising, sales and production.

The Hornet Tribune shall maintain financial sol-
vency by publishing a quality product supported by
advertisers who are served by The Hornet Tribune
in a timely, affordable, accessible and available man-
ner.

The Hornet Tribune, in the tradition of the free
press,  strives to separate itself from the pressures of
all factions and is governed by a diverse Student
Media Board.  For this reason, the paper is distanced
from university administrative offices as well as from
the student government association and other stu-
dent associations, both in its operations and its line
of oversight.

It is always desirable for The Hornet Tribune
to preserve its autonomy, and perforce the freedom
of the press, by avoiding conflicts of interest and
safeguarding itself from restraints, censorship or ha-
rassment.  At the same time, such distancing is in
the best interest of Alabama State University so as
to reduce the potential for liability and lawsuits.

STATEMENT OF POLICY
It is undeniable that students are protected in

their exercise of freedom of expression by the First
Amendment to the Constitution of the United States.

Therefore, it is the policy of the Student Media Board
and Alabama State University that The Hornet Tri-
bune operate as a forum for student expression.  The
Hornet Tribune should provide an opportunity for
all students to inquire, question and exchange ideas.
Content should reflect all areas of student interest,
including topics about which there may be dissent
or controversy.

It is also the policy that student journalists on
the staff of The Hornet Tribune shall have the exclu-
sive right to determine its content in conformity with
state law.

The Hornet Tribune is a registered organiza-
tion at ASU and is published in six column broad-
sheet format, weekly, during the fall and spring se-
mesters and every two weeks during the summer.
Approximately 38 issues are published in an aca-
demic year, with an average page length of 12 pages.
Between 3,000 and 5,000 copies are disseminated.

GENERAL POLICIES

The Hornet Tribune is the Alabama State Uni-
versity student newspaper and as such is adminis-
tered through the Student Media Board of Alabama
State University.

Location.  The Hornet Tribune newsroom is
located on the second floor of the J.G. Hardy Uni-
versity Center, Room #6 on the campus of ASU.

Access.  The Hornet Tribune newsroom is open
during regular business/school hours from 8 a.m. to
11 p.m. except during weekends, holidays and sched-
uled academic breaks.  Access Lists (Appendix A)
are generated on a weekly basis by the managing
editor and student media coordinator and forwarded
to campus police and the University Center staff.  If
your name is placed on this list, campus police and
the University Center staff will allow you into the
newsroom. This is for security reasons.  Only per-
manent employees and top editors have keys.  Keys
must be signed out on the Key Release Form (Ap-
pendix B) from the student media coordinator.  Build-
ing custodians are not authorized to admit staffers
or visitors to any of the offices without permission
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of the student media coordinator.

Security & Safety.  For security reasons, staff
members are discouraged from working in the of-
fices after 11 p.m., even on production nights.  Please
remember considerations for your personal safety
and the security of the building and offices. No one
should leave the offices unescorted at night.  If no
other students are available, call campus police for
an escort. Also, the last person to leave the office
should turn off the lights and the equipment as di-
rected.  Check the door to make sure it is secure. If a
fire alarm is sounded, or a fire is evident, evacuate
the area immediately.  Exit to the nearest prescribed
exit. Please do not loan out keys as this will result in
a loss of key privileges.

Personal Items.  The Office of Student Media
(OSM) does not ensure the security of personal
equipment, such as textbooks, library books, stereos,
purses, iPod, iPads, notebooks, book bags, or other
personal belongings.

Cleanliness & Professionalism.  It is the indi-
vidual staff member’s responsibility to keep his or
her work area clean.  Because the newsroom is vis-
ited frequently by students, faculty and advertising
clients, it is essential that work areas present a clean
and professional image.  This professionalism should
be extended to the use of the telephone, the greeting
of visitors, appearance of the newsroom, as well as
the treatment of a fellow staff member. If you eat in
the newsroom, please clean up afterward.  Please do
not eat or drink near the computers.  Remember not
to eat or drink near any of the machines.   Smoking
is not permitted in any ASU buildings.  The ban on
smoking, drinking and eating near the computer ter-
minals must be enforced by student editors.  Equip-
ment malfunctions related to violations will cause
further restrictions.

At the end of the semester, you will be given a
housekeeping chore to complete before you submit
your last time sheet.  This list includes, but is not
limited to, purging the desktops of unimportant ma-
terial, refilling any materials and cleaning your area
for the next semester.

Dress Code.  The Hornet Tribune staff should
remember that they are considered professionals and

need to set themselves apart from the “average” stu-
dent.  Therefore, all employees must dress accord-
ingly when meeting with the public.  Whether as a
spokesman for the publication, conducting an inter-
view, delivering papers, or selling advertising, em-
ployees are expected to dress appropriately. Reveal-
ing and inappropriate attire are grounds for immedi-
ate dismissal.

Desktop Publishing Equipment & Supplies.
The Hornet Tribune and other student media utilize
a network of Apple computers, hard-disk drives, zip
drives and laser printers to typeset copy, design ads
and create other graphics.

The system and the various programs available
for student use offer considerable flexibility in the
production process.  Software and applications are
the property of OSM.

Editors and managers are responsible for check-
ing the need for supplies, including printer paper,
ink cartridges for the laser printer, and other “tools
of the trade.”

If you are aware of a supply shortage, please
contact your editor or the student media coordina-
tor.  Some supplies for production have been stored
inside the student media coordinator’s work area for
closer monitoring.

You will also be assigned certain supplies dur-
ing the semester.  It is your obligation to return these
items before you leave at the end of the semester.  If
you lose or damage them during the semester, then
your last paycheck will be utilized to cover the re-
pair or replacement cost.

If you are unfamiliar with the equipment, do
not attempt to use it without completing a training
session with your editors, faculty adviser or student
media coordinator.

In addition to such training, be certain to refer
to equipment rules and instructions posted in the of-
fice.  Be especially watchful for notices with instruc-
tions on handling current problems.

Under no circumstances should any person load
any software or download any program to a student
media computer without approval from the student
media coordinator.  Loading software or programs
without approval will result in dismissal or loss of
privileges.

The purpose of this manual is not to serve as an
instruction booklet on the use of computers, printers
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or programs. More timely instruction will be deliv-
ered during training sessions.

If you wish to learn more about a particular pro-
gram or feature of the equipment, feel free to con-
tact the production manager, executive editor, fac-
ulty adviser or student media coordinator and get
access to instruction manuals and training.

Priority Use.  Deadlines for the newspaper de-
termine the priority use of the equipment.  Be cour-
teous.  If you are working on a computer and some-
one else has a more pressing deadline, give up your
computer and return at a later time.

Usage of the computers is limited to students
working on the publication or those preparing mate-
rial for publication. The computers are not available
for other students to use.

Students may use the equipment for special
journalism-related projects after obtaining permis-
sion from the executive editor, but these projects do
not take precedence over publication deadlines.

The OSM permits the use of the computers for
personal use under strict guidelines.  Under no cir-
cumstances should students be doing projects for
friends, neighbors or other people.

Any staff member using the equipment is ex-
pected to provide his/her own paper for the printer.
You are required to save school or personal work to
your own jump drive.  Any material left on the hard
drive or desktop will be erased.  The faculty adviser
and editors reserve the right to monitor use of the
equipment and eliminate any personal use to extend
the life of the equipment and maintain its usefulness
to all staff priorities. Computer equipment repair and
maintenance questions should be directed to the stu-
dent media coordinator.  Abuse of equipment privi-
leges may result in removal of a staff member.

Alcohol and Drugs.  The Hornet Tribune ad-
heres to the university’s alcohol and drug abuse
policy as outlined in The Pilot, a student handbook
published by the Office of Student Affairs.  Staff
members are obligated to make themselves aware
of the policy and adhere to it without exception.

OFFICE COMMUNICATION
Mail, Messages & Announcements.  Each day,

check your mailbox.  The executive editor and the

 The Hornet Tribune Staff Manual             3

faculty adviser do not have the time to contact each
staff member individually. It is your responsibility
to “notice the notices.”

Only OSM staff is authorized to pick up mail
from the campus mailroom.  Incoming mail will be
distributed to staff via the executive editor.

For outgoing mail, contact your editors and stu-
dent media coordinator.  All off-campus mail must
be identified with The Hornet Tribune return address.
OSM will pay postage only for official correspon-
dence.

The Hornet Tribune staffers are required to have
an e-mail account and must share this address with
the section editors or executive editor.   You must
separate your personal e-mail address from the e-
mail account that you will be using as a staff mem-
ber as it may receive considerable work-related traf-
fic. Please check this account daily.

Remember that with mail, just as with tele-
phones, you present an impression of our publica-
tion. Be professional.

Telephone.  Answer telephones promptly and
professionally, saying “The  Hornet Tribune, (name)
speaking, may I help you?”

If the person requested or an ad representative
is not present, take a message and arrange for the
person to return the call.  All staff member calls, in-
terviews and callbacks should be made using The
Hornet Tribune newsroom line at (334) 229-4273.
Do not answer the telephone in an unprofessional
manner.

If you must make a long distance call for The
Hornet Tribune business purposes only, please con-
tact the executive editor, managing editor or student
media coordinator.  No personal, long distance calls
are to be charged to Alabama State University.  If
you must make a long distance personal call, use a
calling card, cell phone or call collect.  Alabama State
University does not accept any collect calls.

Copying & Duplicating. The copier operates
on a personal code, not unlimited copying. It is lo-
cated on the second floor of the John Garrick Hardy
University Center. With that in mind, please be aware
of the following procedures:

1.  If you are unsure of how to operate the copier,
please ask.
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2.  The copier is available for use for student
media  business only. It is not for use by the general
public.

3.  Use of the copier for personal reasons may
result in removal of a staff member.

Press Passes & Credentials.  Individual press
passes and credential letters are available for staff in
connection with official duties.  If you require a let-
ter or pass, contact your executive editor or the stu-
dent media coordinator.

Address/Telephone Changes. The managing
editor and the student media coordinator maintain
accurate records of addresses, e-mail addresses and
telephone numbers for all staff members.  Keeping
these records current is necessary for last minute
story changes, production problems, or emergency
calls.  If your address changes from the one on your
application, please submit the changes to the execu-
tive editor or student media coordinator immediately.
The Hornet Tribune staff will not give out staff in-
formation for any reason.

Exchange Publications.  You can generate
strong story and photo ideas from other collegiate
newspapers.  Those include the exchange publica-
tions that are sent to the office. All staff members
should take the opportunity to review the various
newspapers from other universities.  Also, to enable
your fellow staffers the opportunity to do the same,
please return the exchange newspapers to the desig-
nated storage areas.

EMPLOYMENT

Contracts.  Students who have been selected
as staffers must sign an employment contract (Ap-
pendix C) and complete all necessary paperwork.
This is for the protection of both the staff member
and the newspaper.

For those students who are issued employment
contracts by ASU’s Office of Human Resources, the
executive editor reserves the right to withhold or re-
duce pay (but not limited to) the following condi-
tions:  failure to complete satisfactorily the duties of
the position (including deadlines); failure to main-

tain required number of office hours; failure to at-
tend required meetings, damage to office, equipment,
computers and/or telephones; unauthorized use of
long-distance telephone lines; damage to or loss of
keys to offices.

Other violations include abuse and improper us-
age of The Hornet Tribune identification, passes and
materials intended for the purpose of newsgathering.
This includes using The Hornet Tribune name and
staff position to get free materials, tickets, passes for
entrances to events for personal use and not for the
purpose of news coverage for the publication.  This
also includes lending your The Hornet Tribune cre-
dentials to other individuals for personal purposes.

  The executive editor determines the number
of stories written, their complexity, and whether the
quality meets expectations.

Laziness, incompetence, bad attitude or lack of
professionalism will not be tolerated.  If this occurs,
a staff member may be placed on probation or fired.
Employees who are the consistent source of office
conflict will be terminated.

Additional staff meetings, including training
sessions and retreats, will be announced.  Attendance
is mandatory.

Hiring and Firing.  All students who desire to
work in any capacity on The Hornet Tribune must
agree to conditions stated in their contracts and job
descriptions.  Staffers who do not meet the guide-
lines of the job description are subject to termina-
tion, according to The Hornet Tribune Staff Manual
(Policies and Procedures).   A probationary period
of one week will precede termination, unless the ex-
ecutive editor determines the severity of the infrac-
tion requires immediate dismissal.

During probation, staff members will be ex-
pected to improve in unsatisfactory areas.  If there is
no improvement, termination will follow.

Students enrolled in a practicum or internship
or those unpaid staff members who violate The Hor-
net Tribune Staff Handbook will cease to receive as-
signments and receive an “F” for the course
(practicum and internship) and/or be terminated.

The Hornet Tribune is a learning experience.
Staff members will be given a fair warning that they
are in risk of losing their positions and an opportu-
nity to make improvements.

Former staffers who have left The Hornet Tri-



bune in good standing will be considered eligible
for rehire, along with other applicants.  However,
there is no guarantee for a returning staff member
to be employed in the same position.

Academic standing.  Students working on The
Hornet Tribune should realize the importance of
good academic performance.  Therefore, all staff-
ers must be in good academic standing as defined
by the university catalog.  Staff grade point aver-
ages will be verified by the student media coordi-
nator at the beginning of each semester.  Staff mem-
bers must not miss class to conduct interviews, sell
ads, design or perform any other routine duty.  Go
to class first, then do what is needed to be done for
The Hornet Tribune.  Dedication is expected and
appreciated, but staff members must keep their aca-
demic pursuits first priority.

Correspondents.  All students will complete
a one-semester trial period.  During this period, they
will be referred to as “correspondents.”  This is the
time for a student to perfect the craft of print jour-
nalism.

Affiliation with Student Government.  To
maintain the press as an independent watchdog of
the government, The Hornet Tribune staff is encour-
aged to think carefully and wisely before accepting
a student government position.  Any staff member
who wishes to become active in the Student Gov-
ernment Association must alert the executive edi-
tor and the faculty adviser immediately.

As an ASU student, any staff member may at-
tend SGA events and vote in SGA elections.  How-
ever, staff members may not publicly support or
show favoritism toward any candidate during SGA
political campaigns and must make it clear they do
not speak for nor represent The Hornet Tribune.
Display of public favoritism, real or apparent, will
lead to termination.  However, The Hornet Tribune
editorial board, through a staff editorial - which
should only be published right before the elections,
can endorse a slate of candidates and explain the
reasons for the endorsements.

Working for more than one media group.
While all student media groups are under the um-
brella of the Office of Student Media and the ASU

Student Media Board, staffers may not hold officer
or manager level positions in more than one stu-
dent media organization.  For example, a student
may be a content editor for The Hornet Tribune and
a staff photographer for the Visual Services Divi-
sion, but may not be the visual services editor for
the Visual Services Division and the managing edi-
tor for The Hornet Tribune.  Membership in any
organization must be reported to the content editor
to avoid conflict of interest, and its perception by
readers of The Hornet Tribune.

Other Employment.  To avoid a conflict of
interest, a staff member may not hold positions with
two or more campus news, public information or
public relations mediums or organizations.  Other
employment must not conflict with the staff mem-
bers first responsibilities to The Hornet Tribune.
The staff member must report any other employ-
ment to the executive editor to avoid conflicts of
interest with assignments, other staff editorial or
business responsibilities or influences or situations
that would potentially harm The Hornet Tribune’s
reputation.

Performance Evaluations.  Performance
evaluations (Appendix M) for each employee will
be conducted twice per semester:  during midterm
and finals week.  These evaluations will be con-
ducted by each employee’s supervising editor and
will be conducted on an individual basis.  Written
comments about the evaluation of reporters will be
filed in the individual’s personnel folder.  Perfor-
mance evaluations will be filed by the executive
editor.

Compensation.  The executive editor will re-
ceive compensation from the university of tuition,
room and board for two semesters as long as the
required academic standard of 2.5 grade point av-
erage and all citizenship requirements are met. All
administrative editors and content editors will ne-
gotiate a salary with the executive editor and the
student media coordinator upon hire.    All staff and
senior staff writers may attempt to negotiate a sal-
ary with the executive editor and student media
coordinator upon hire.  However, any compensa-
tion exceeding the university’s package is ultimately
determined by the student media coordinator.
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DISCIPLINE

Violations.  The Hornet Tribune executive edi-
tor and the student media coordinator reserve the
right to withhold, reduce pay, or terminate employ-
ment by violation of the policies listed in this docu-
ment.

Plagiarism, libel, slander, fiction and a horren-
dous continuation of errors in reporting stories are
causes for immediate termination.

Notification of any reduction in pay, withhold-
ing and terminations shall be made by the execu-
tive editor or directly to the individual immediately
in writing with an explanation.

Procedure of Appeal.  You may appeal the
action of being terminated or position change by
meeting with the executive editor.  If the meeting is
not to your satisfaction, then you may make an ap-
peal (in writing) to the student media coordinator
who will then refer the matter to the Human Re-
sources Committee of the Student Media Board.

Your case must be placed in writing and sub-
mitted to the chairman of the Student Media Board.
The chairman will arrange a meeting with the com-
plainant and the Human Resources Committee of
the Student Media Board.  After the meeting the
committee will recommend a decision to the chair-
man of the Student Media Board, who will then
relay that decision to the complainant.

Fines.  Listed below is the maximum fine per
each individual incident:

1) Unexcused absence of mandatory editorial
board meeting or mandatory staff
meeting - $10

2) Editors missing mandatory deadline - $20
3) Photographers missing an assignment - $20
4) Lost or non-returned The Hornet Tribune

identification badges - $40
5) Misuse of The Hornet Tribune identifica-

tion badges, passes or name - $50
6) Damaging computer and office equipment,

furniture - $100

Violations by Correspondents.  Failure by a
correspondent to perform his/her job efficiently or

to work well with other staffers will be grounds for
immediate dismissal.  Since a correspondent is the
initial entry position, he/she does not have to agree
with everything published in the newspaper.  Nor
do they have to agree with, or even like what the
executive editor, managing editor or any other key
person on the staff tells him/her to do.  But all pro-
fessional organizations regard staff disagreements
as internal matters.  Thus, internal disagreements
are not to be broadcast to outsiders.

Criticizing colleagues or supervisors to out-
siders is not encouraged and will be grounds for
immediate dismissal, especially when no attempt
has been made to resolve concerns in a professional
manner.  The Code of Ethics is set up to be fol-
lowed.  Any deviation from this code will not be
tolerated and is grounds for immediate dismissal.

JOB DESCRIPTIONS
Positions.  Job descriptions are on file with

the executive editor and the faculty adviser.  They
are also included in this manual for your informa-
tion.  They are public record and open to public
scrutiny and review.

Each new executive editor may alter the indi-
vidual descriptions as technological changes are
constantly invading the newspaper industry.

The executive editor and the student media
coordinator reserve the right to negotiate positions
and revise job descriptions and salaries before po-
sitions are offered and staff contracts are signed on
a semester basis.  Goal statements will be discussed
prior to hiring or renewal.  Applications are accepted
only from registered Alabama State University stu-
dents.

Paid staff members must be registered for at
least 12 hours and be in good academic standing
with the university.  In order to validate your appli-
cation, it is necessary for the student media coordi-
nator to check your grade point average and social
security number.

Completion of a staff application gives the stu-
dent media coordinator permission to review this
information for business purposes only.
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APPLICATION AND APPOINTMENT
The Student Media Board is composed of administrators, faculty, staff, students and professionals.

Appointments to the board are made by the university president by recommendation of the associate pro-
vost and vice president of Student Services.  All members are selected and confirmed no later than May 1.

TERM
The term for each member commences on May 1 and ends April 30 of the following year.  Any

member interested in serving another term, must send a letter to the student media coordinator expressing
his/her interest in continued service no later than April 15.

RESPONSIBILITIES
The Student Media Board is designed to serve as a visionary, governing group of diverse segements

of the campus for student media at-large, knowing that the content and day-to-day operating decisions are
left to the editorial leaders that the Student Media Board hires. Because the needs of the student media
change from time to time, and the personnel available and willing to serve on the Board change, the
specific individuals on the Board and their background may change.

The Student Media Board will:
A. Approve the written publications policy of each student medium including such items as

purpose, size, quantity, quality controls, time, place and manner of distribution.
B. Prepare a proposed annual budget for University consideration through the associate

provost and vice president of Student Services.
C. Recommend for consideration contractual relationships for printing, photography, advert-

ising and other services through the associate provost and vice president of Student
Services.

D. Sponsor a workshop, annually, on reporting, editing, leadership, visual journalism,
business and advertising, photojournalism and other journalistic techniques.

E. Set qualifications for, and upon nomination by the faculty adviser of the mediums,
appoint the executive editor of each medium, who shall serve for a one-year term.

F. Set qualifications for, and confirm the appointment of staff members for each medium
upon nomination by its executive editor with concurrence of its faculty adviser and
the student media coordinator.

G. Review the complaints that have not been resolved by the executive editor.   The board will
require a written statement of the complaint, how it was handled by the editor, the response
and why the response is not satisfactory to the complainant. The board may act upon the
written complaint or may invite the complainant to make an appearance before the board.
The generally accepted principle is that the complaint(s) be resolved at the lowest possible
level, and the board, therefore, should never agree to review a complaint until lower level
alternatives have been exhausted.

H. Review of staff policy and procedure. Each media form should have a staff operations
manual or desk book that prescribes ways of handling recurring situations. The manual
shall be reviewed each year by the editor/manager and staff, who will bring the proposed
changes to the attention of the board; by the board itself; or by the editor, staff and board
acting cooperatively.  In addition, the facilities and equipment used to produce the
various mediums shall be used in compliance with university policy.
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APPLICATION AND APPOINTMENT
Applications for the position of student media coordinator can be submitted any time to the Alabama

State University Office of Human Resources.  Applications are evaluated and ranked by an appointed
selection committee and recommendations given to the associate provost and vice president of Student
Services for hire.

QUALIFICATIONS

A. Must demonstrate a thorough knowledge of photojournalism, print journalism, online journ-
nalism, visual journalism, and newsroom management.

B. Must be thoroughly familiar with Associated Press Style.
C. Must have at least three years experience in student media or as a professional journalist.
D. Must possess a graduate degree in communications or management.

TERM
The student media coordinator will serve continuously unless terminated by the university for just

cause.

RESPONSIBILITIES
The student media coordinator’s chief function is to provide financial, technical, advisory, adminis-

trative and sales support for student media.   The student media coordinator is the Student Media Board’s
chief administrative and fiscal officer and media adviser.

The student media coordinator will:
A. Serve as the principal administrative and fiscal officer for theStudent Media Board with

prime responsibility to affect prudent fiscal, and production control over the Student
Media Board’s business.

B. Hire and terminate personnel under his/her charge, specifically in the clerical, advertising
and production areas.

C. Work closely with the chairman of the Student Media Board to arrange regularly sched-
uled meetings.

D. Serve as the secretary to the Student Media Board.
E. Ensure that copies of meeting minutes are sent to members of the board as well as the

university president no less than 10 days after the meeting.
F. Maintain adequate financial records and reporting to the Student Media Board Executive

Committee regarding non-routine developments and transactions.
G. Assist the Planning Committee to prepare an annual update of a long-range plan for

systematic growth for the Office of Student Media and the preparation of an annual
operating budget for the coming fiscal year to be submitted to the Student Media Board
for approval either before or at the first meeting.

H. Work with the executive editor and faculty adviser in the selection of staff.
I. Remain aware of the policies and procedures of the Student Media Board, upholding

them and recommending ways in which they can be strengthened.
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APPLICATION AND APPOINTMENT
Applications for the position of faculty adviser can be submitted any time between February 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the student media
coordinator and the Student Media Board.   Appointments are made by the associate provost and vice
president of Student Sercvices and announced before May 1.

QUALIFICATIONS
A. Must be a full-time faculty member at Alabama State University.
B. Must demonstrate knowledge of photojournalism, print journalism, online journalism, and

newsroom management and social media.
C. Must be familiar with Associated Press Style.

TERM
The faculty adviser will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The faculty adviser is not a censor, nor a copywriter, nor a rewrite person, nor an editorial writer.

That person’s primary function is to provide professional guidance and advice to those who run the me-
dium and make the decisions:  the students.  The faculty adviser does not layout pages, nor is he/she
required to edit copy before it goes to the printer, or act as an editor of the publication, or serve as news
director.  He/She advises and teaches valuable and practical skills, but after giving guidance and the best
possible judgment, defends and observes totally the right of the staff to make the final decisions.  The
faculty adviser must function to facilitate learning by educating students, administrators, colleagues and
community that student media serves as the student press.  At the same time, the faculty adviser must
uphold the rights of the students to function without censorship and to enjoy the full exercise of the First
Amendment right as guaranteed by the U. S. Constitution.

The faculty adviser will
A. Assist, advise, or instruct any member of The Hornet Tribune staff in the following areas:

newspaper management, social media, news coverage, news writing, editing, composition,
press law, in-house editorial policies; and ethics in journalism.

B. Actively guide the editorial and reporting staff in meeting the information needs of the
student body.

C. Arrange an Advanced News Writing and Reporting Workshop for the entire staff during
the Spring semester.

D. Conduct critique sessions of each edition after publication, noting problems, their
cause(s) and recommending possible solutions.

E. Be available for consultation during The Hornet Tribune working hours.
F. Assist the executive editor in determining recommendations for the hiring and firing of

all paid and volunteer personnel.
G. Act as a liaison between the executive editor and the student media coordinator.
H. Submit recommendations for improvement to the student media coordinator.
I. Accept responsibility for any other duties assigned by the Student Media Board.
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APPLICATION AND APPOINTMENT
Applications for the position of writing coach can be submitted any time between February 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the student media
coordinator and the Student Media Board.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be familiar with the principles and fundamentals of news and feature writing.
B. Must be a faculty or staff member or a professional journalist.
C. Must be thoroughly familiar with Associated Press Style.

TERM
The writing coach will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The writing coach differs from the faculty adviser because there is a more “hands on” approach with

the staff.  The writing coach is not a censor, nor a copywriter, nor an editorial writer, but is in place to
review the copy with the writer before publication to ensure quality copy writing and the proper direction.
The writing coach’s primary function is to provide assistance to the writers before the copy is submitted to
the content editors for content/copy editing.  The writing coach does not layout pages, act as an editor of
the publication or serve as news director.  He/She coaches the writer to ensure that stories possess news
worthiness, brevity, clarity, conciseness and accuracy.

The writing coach will:
A. Assist, advise, or instruct any member of The Hornet Tribune staff in the following areas:

news coverage and news writing.
B. Actively assist editorial and reportorial staff in presenting the information needs of the stu-

dent body through effective and efficient copy.
C. Meet with each individual staff member,  privately, to discuss deficiencies and strengths

as well as methods to correct the deficiencies and methods to build upon the strengths.
D. Conduct a comprehensive Associated Press Style Workshop that will familiarize each of the

staff members with AP style during the Fall and Spring semesters.
E. Assist the faculty adviser in conducting an Advanced News Writing and Reporting

Workshop for the entire staff during the Fall semester.
F. Be available for consultation during The Hornet Tribune working hours.
G. Accompany staff, as a consultant, if and only if desired by the executive editor, in final page

editing before printing.
H. Recommend workshops, institutes, seminars or classes that will help the writing staff, over-

all, to improve their writing skills.
I. Accept responsibility for any other duties as assigned by the student media coordinator.
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APPLICATION AND APPOINTMENT
Applications for the position of executive editor can be submitted any time between February 1 and

April 15 to the Student Media Board.  Applications are evaluated and ranked by the student media coordi-
nator and the Student Media Board. Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the Student Media Board.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must demonstrate a knowledge of photojournalism, print journalism, copy editing, online
journalism, communication law, Associated Press Style and newsroom management.

E. Must have served as an administrative editor or section editor for at least one year unless
waived by the Student Media Board.

TERM
The executive editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The executive editor is responsible for setting the tone of the newspaper through columns, institu-

tional editorials and general direction of the news, sports, features, and copy desk. The executive editor
serves as the final line of defense to ensure newspaper style, integrity, consistency, accuracy, clarity, and
journalistic quality.  The executive editor serves as a liaison with divisions within the OSM and as the
newspaper's representative in the community.  The executive editor is responsible for the overall opera-
tions of the newspaper - to ensure that all tasks, from planning to printing are completed.

The executive editor will:
A. Serve as a guiding spirit for the editorial staff, by setting long-range goals for the news,

local/community news, state and national news, viewpoints, lifestyles, business, sports,
arts and entertainment, alumni connection, and high profile sections of the newspaper.

B. Serve as newspaper's ambassador to the community. Actively seeks to meet with other
organizations, including student organizations, fraternities, sororities, residence hall asso-
ciations to discuss coverage.

C. Act as a liaison with the visual services, digital media, advertising, and design divisions.
D. Attend weekly Student Media Administrative Council meetings.
E. Ensure that before each semester begins, each content editor maps out a plan for each week's

pages and ensure that all stories should are edited and sent to the appropriate copy editor
three days prior to publication.

F. Serve as personnel manager, with the responsibility for hiring and firing staffers and evalu-
ating the performance of the staff.

G. Assist in determining the editorial budget each week in conjunction with managing editor,
and faculty adviser.



H. Work with content editors, along with the managing editor, to plan in-depth projects or
series of articles, including necessary art and layout as well as special page requests and
meeting early deadlines.

I. Ensure that the publication's content is in line with its mission.
J. Oversee editorial page content and supervise the Viewpoints editor, who handles the editing

duties of the page. Share responsibility with the Viewpoints editor, managing editor
and other staffers for writing institutional editorials.

K. Create and lead an editorial board to determine the newspaper's views on issues of the
week.  Write a regular weekly column. Determine, along with the opinions editor, who
regular columnists and cartoonists will be, seeking a mix of styles and viewpoints.

L. Create a monthly staff newsletter.
M. Assist the copy editors meet The Hornet Tribune and AP style guidelines, as well as helping

copy editors with headline writing and editing.
N. Read all front page copy, along with the managing editor, before it goes to the copy desk.
O. E-mail a report to the faculty adviser and student media coordinator explaining why the

deadlines have not been met.
P. Serve as the chairman or chairwoman for all staff and editorial board meetings.
Q. Explain and enforce all deadlines and policies with the staff.
R. Maintain a schedule of office hours of at least 25 hours minimal per week, in order to

address all potential concerns of the staff and ASU community.
S. Accept responsibility for any other duties assigned by the Student Media Board through the

student media coordinator.

EXECUTIVE  EDITOR (Continued)
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APPLICATION AND APPOINTMENT
Applications for the position of managing editor can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the student media
director and the outgoing executive editor.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must demonstrate a knowledge of print, online journalism and newsroom management.
E. Must have served as an administrative editor or section editor for at least one year unless

waived by the Student Media Board.

TERM
The managing editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The managing editor is second-in-command of The Hornet Tribune and responsible for its day to

day operation. The managing editor serves as the vice chairman or vice chairwoman of the weekly editorial
meetings, assists the university news editor select stories for page one, and helps set the tone of the
newspaper's coverage.  The managing editor is responsible for the editorial traffic and newsroom opera-
tions.  It is the managing editor’s responsibility to ensure that all stories, photographs, illustrations, car-
toons and etc. are completed and submitted by deadline.

The managing editor will
A. Serve as the traffic cop, coordinating coverage and settling disputes among the editorial

department's nine content desks: university news, local/community news, state and national
news, viewpoints, lifestyles, financial, sports, arts and entertainment, alumni connection,
and high profile.

B. Be responsible for the mechanics of putting out the paper every week, seeing that deadlines
are met and various desks are adequately covering their areas.

C. Be available to answer content editors' routine questions, keeping early office hours
and making rounds of each desk as budgets are put together. Should help influence the day's
budget, rather than be surprised at budget meeting.

D. Help determine editorial budget in conjunction with the content editors and executive
editor.

E. Serve on the editorial board and serve as chairman of the editorial board meetings in the
absence of the executive editor.

F. Ensure that before each semester begins, each content editor maps out a plan for each week's
special pages. All stories should be edited and sent to the appropriate copy editor three days
prior to publication.



G. Along with the executive editor, hires content editors and has the authority to demote any
editorial employee (other than executive editor).

H. Be responsible for any inappropriate behavior by staff including any inaccurate reporting.
Any occurrences of this nature should be brought to the attention of the executive editor,
faculty adviser and student media coordinator.

I. Work with content editors to plan in-depth projects or series of articles, including necessary
art and layout as well as special page requests and meeting early deadlines.

J. Work with advertising in keeping abreast of paper size, including any requests for an
increase or decrease in paper size according to editorial's space needs.

K. Oversee weekly distribution of pages to content editors.
L. Run weekly budget meeting at 5 p.m. on Sunday, at which time each content editor presents

his/her budget offerings for the next week’s paper. Content editors are to battle for best play,
and the university news editor should recommend to the executive editor what appears on
page one.

M. Ensure that the general assignment editor has submitted the Image Request Forms to the
visual services editor no later than Sunday at 3 p.m.

N. Assist the student media coordinator with updating OSM Styleguide.
O. Read the front page copy before it goes to the executive editor.
P. Inform the Presentation and Design Division of any late stories.
Q. Work with university news editor to clear front page by deadline.
R. Ensure newspaper identity and integrity by adhering to consistent editorial style.
S. Evaluate the performance of all editors (with the exception of the executive editor) as well

as the online editor at the end of each semester.
T. Represent The Hornet Tribune on the Student Media Board in the absence of the execu-

tive editor.
U. Reprimand or submit disciplinary actions to all editors, with the exception of the execu-

tive editor, who violate policy or procedure or deviates from The Hornet Tribune Staff
Handbook.

V. Meet with the executive editor at least once per week to keep him/her updated with staff
issues or concerns.

W. Maintain a schedule of office hours of at least 25 hours per week in order to address all
potential concerns of the staff and ASU community.

X. Accept responsibility for any other duties as assigned by the executive editor or faculty
adviser.

MANAGING EDITOR (Continued)
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APPLICATION AND APPOINTMENT
Applications for the position of recruitment editor can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the student media
coordinator and the executive editor.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked at least one semester as a staff reporter/writer unless waived by the
student media coordinator.

TERM
The recruitment editor will serve from May 1 to April 30 of the following year.  If he/she is interested

in serving another term, he/she must reapply.

RESPONSIBILITIES
The recruitment editor recruits new reporters, writers and editors for the newspaper.

The recruitment editor will:
A. Recruit new writers to the paper by appearing before basic newswriting classes, meetings

of the National Association of Black Journalists, Public Relations Student Society of America,
visiting the various residence halls and setting up a table in the university center to encour-
age participation with the campus newspaper.  Coordinate all these appearances with the
executive editor, faculty adviser and student media coordinator.

B. Conduct at least three new writers’orientation meetings each semester to attract new talent
to the paper. Responsible for setting the times of these meetings and working with the
Public Affairs Division to place house ads in the paper announcing these meetings.  Post
fliers and contact journalism professors.

C. Work closely with all new writers.  Must be able to answer questions about the campus and
local area, and be able to tell new reporters where to find answers to their questions.

D. Compile story ideas to assign to contributing writers. Should work with all content editors
to verify staff is not working on similar ideas.

E. Explain to new writers basic style rules for writing a news story. Also demonstrate how to
use the computers and telephones.

F. Responsible for compiling a list of semester's contributors, their current status, as well as a
list of prospective stringers or staff writers.

G. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of copy desk chief/slot editor can be submitted any time between March

1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the student
media coordinator and the executive editor.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must demonstrate a knowledge of print journalism and copy editing.
E. Must have worked as a copy editor for at least one year.
F. Must be thoroughly familiar with the Associated Press Stylebook.

TERM
The copy desk chief/slot editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The copy desk chief/slot editor is responsible for leading and training a team of copy editors to

ensure clarity, consistency, accuracy, fact checking, and the agreed upon news style.

The copy desk chief/slot editor will:
A. Oversee the copy desk, supervising the deputy copy desk chief and copy editors. Respons-

ible for the look of the paper, including all headlines, decks and cutlines, final editing
of all copy and graphics and cropping of photos. Maintain the OSM style in all

editions.
B. Share front page copy editing duties with executive editor and university news editor,

giving all copy and graphics a final edit for style, grammar and spelling, as well as any
discrepancies or errors of fact that may appear. Should resolve such errors or discrepancies
by checking with the content editor responsible for the story.

C. Train all copy editors in the fundamentals of headline writing and copy editing.  Holds
training sessions for new copy editors at the beginning of each semester, and continues
training as the semester progresses.

D. Responsible for working with the managing editor to update the OSM Stylebook.
E. Assign copy editors to content sections according to ability.
F. Implement new style rules concerning headlines and graphics with approval of the execu

tive editor, managing editor, faculty adviser and student media coordinator.
G. Serve on the editorial board meetings and attend all weekly meetings
H. Accept responsibility if a story runs that is poorly edited.
I. Set specific hours for copy editors to be at work. Must see the inside pages through pro-

duction, delegating these duties to the deputy copy desk chief when appropriate.
J. Work with the university news editor, managing editor and executive editor to clear front



page by deadline.
K. Responsible for informing copy editors of errors and the latest trends.
L. Serve as the chief copy editor for The Hornet Tribune staff.
M. Train and assist copy editors on proofreading, fact checking, and grammar checking.
N. Train and assist copy editors on how to improve, tighten and add focus to the stories.
O. Direct the final page editing.
P. Read through each advertisement to ensure that all words are spelled correctly and noth-

ing included in the advertisment would lead to legal or ethical problems.
Q. Resolve problems and conflicts among the copy editors.  If unable to resolve these prob-

lems or conflicts, forward them to the managing editor.
R. Assist copy editors understand a sense of fairness in copy writing and adhering to

standards that make the news clear and accessible to the general public.
S. Conduct an annual copy editing workshop, during the Spring, for all copy editors.
T. Accept responsibility for any other duties as assigned by the managing editor.

COPY DESK CHIEF/SLOT EDITOR (continued)
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APPLICATION AND APPOINTMENT
Applications for the position of deputy copy desk chief can be submitted any time between March 1

and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor, copy desk chief and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a copy editor for at least one semester.
E. Must be thoroughly familiar with the Associated Press Stylebook.

TERM
The deputy copy desk chief will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, the deputy copy desk chief must reapply.

RESPONSIBILITIES
The deputy copy desk chief is responsible for assisting the copy desk chief/slot editor in leading and

training a team of copy editors.  The deputy copy desk chief is the third line of defense to ensure clarity,
consistency, accuracy, fact checking, and the agreed upon news style.

The deputy copy desk chief will:
A. Serve as the chief copy editor/slot editor for The Hornet Tribune staff in the absence of the

copy desk chief.
B. Assist in ensuring that all copy editors are consistent in checking for style, grammar,

accuracy and clarity.
C. Assist in managing a team of copy editors ensuring that all stories meet the specified

deadlines and to assist the copy desk chief/slot editor with any problems or concerns that
the team may have.

D. Assist the copy desk chief in training and assisting copy editors on proofreading, fact
checking, grammar checking and spell checking.

E. Assist and train copy editors on how to improve, tighten and add focus to the stories.
F. Assist and train copy editors on how to write headlines.
G. Assist the copy desk chief/slot editor help other copy editors understand a sense of fainess

in copy writing and adhering to standards that make the news clear and accessible to the
general public.

H. Accept responsibility for any other duties as assigned by the copy desk chief/slot editor.
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APPLICATION AND APPOINTMENT
Applications for the position of copy editor can be submitted any time between March 1 and April 15

to the student media coordinator.  Applications are evaluated and ranked by the executive editor, copy desk
chief and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must demonstrate a knowledge of print journalism.
E. Must have worked as a reporter/writer for at least one semester.
F. Must be thoroughly familiar with the Associated Press Stylebook.

TERM
The copy editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The copy editor is the second line of defense, after the section editor, to ensure newspaper style,

integrity, consistency, accuracy, clarity, and journalistic quality.  Copy editors check written material, usu-
ally as the final step before it is set into type, to correct errors in grammar, spelling, usage and style (in this
case, style refers to The Hornet Tribune’s guidelines for consistency in how words, phrases, typographical
elements, etc., are to be used -- or not used).

The copy editor will:
A. Give all copy and graphics a final edit for style, grammar and spelling, as well as any

discrepancies by checking with the desk editor responsible for the story.
B. Edit all headlines, decks and cutlines.
C. Remain until page is sloted and cleared by production.
D. Edit all copy for all The Hornet Tribune-produced sections as assigned.
E. Assist section editors in the presentation of news and feature stories.
F. Use the Copy Editor’s Checklist (Appendix G) to ensure consistency within the stories.
G. Read news stories for understanding, improve the organization and focus, accuracy, gram

mar and style, language and sentence structure.
H. Ensure that all language used in news writing is clear, precise, and simple.
I. Detect and eliminate cliches, jargon, slang, redundancy, and mixed metaphors
J. Ensure that writers use brevity and good grammar in their stories.
K. Assist the copy desk chief/slot editor and deputy copy desk chief at their request.
L. Accepts responsibility for any other duties as assigned by the copy desk chief.



APPLICATION AND APPOINTMENT
Applications for the position of public editor can be submitted any time between March 1 and April

15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor and
student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of junior standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must demonstrate a knowledge of print journalism.
E. Must have worked as a content editor for at one year.

TERM
The public editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The public editor supervises the implementation of proper journalism ethics at a newspaper, and

identify and examine critical errors or omissions, and to act as a liaison to the public. The public editor does
this primarily through a regular feature on the newspaper's editorial page.  The public editor will announce
when the newspaper failed and why it failed, as well as attempt to improve the system for investigating,
writing and publishing corrections and clarifications.

The public editor will:
A. Scrutinize the conditions under which stories are reported ,written and edited.
B. Determine how and why stories are chosen for the front page and why they are placed

in specific positions.
C. Give an explanation of how headlines are written and how they affect readers.
D. Determine what constitutes “fair and balanced” reporting.
E. Explain the use and misuse of unidentified sources in news stories.
F. Serve on the editorial board and attend all meetings.
G. Serve as a source of explanation of why it appears that The Hornet Tribune emphasizes the

“negative” over the “positive.”
H. Write a regular column on the editorial pages about the newspaper.
I. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of general assignment editor can be submitted any time between March

1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a staff correspondent for at least one semester.
F. Must be thoroughly familiar with the university, its personnel and facilities.

TERM
The general assignment editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The general assignment editor is charged with making general assignments to each section editor on

a weekly basis.

The general assignment editor will:
A. Coordinate beat coverage between editors, staff writers, correspondents, stringers and con-

tributing writers.
B. Structure a “beat” system for covering campus and the local area, then assigning reporters

and stringers to each beat.
C. Ensure that all necessary stories and photos are assigned prior to established deadlines.
D. Observe all publication deadlines.
E. Post in a conspicuous place in the newsroom a permanent “Beat Sheet”.  The

beat sheet shall be clearly labeled as such and shall state the names of each beat.
F. Complete and post a weekly assignment sheet for reporters and editors to view each

week.  The weekly assignment sheet shall be clearly labeled as such and shall be posted no
later than six days before publication date.

G. Maintain a university calendar of upcoming events.
H. Maintain a student organizational calendar of upcoming events.
I. Maintain a file of past events that need follow-up.
J. Serve on the ditorial board and attend weekly meetings
K. Explain each respective assignment to the section editors in detail so that the information

can be conveyed to the reporter assigned the story.
L. Collaborate with the staff researcher for any background information needed for a story

and ensure the information is passed on to the appropriate respective section editor.
M. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of special assignment editor can be submitted any time between March

1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a staff reporter/writer for at least one year.

TERM
The special assignment editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The special assignment editor is tasked with the responsibility of editing special assignments as

assigned by the executive editor and leading a specialized team of investigative reporters.

The special assignment editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of investigative reporters and submit a budget sheet each week.
D. Assign the investigative reporters to cover special news events.
E. Request photographs for all special assignments.
F. Complete special assignment sheets each week and forward copies to the managing edi-

tor and executive editor.
G. Meet with the executive editor on a weekly basis updating him/her on specific stories

that are about to be released for publication.
H. Edit all stories originating from investigative reporters and forward those stories to the

respective copy editor.
I. Submit disciplinary actions, as necessary, for investigative reporters.
J. Evaluate all investigative reporters at the end of each semester.
K. Recommend to the managing editor the hiring and firing of all investigative

reporters/writers.
L. Be available for final page editing each week to ensure that bylines, headlines, decks and

articles are printed accurately.
M. Accept responsibility for any other duties as assigned by the managing editor.



SPECIAL SECTIONS EDITOR
APPLICATION AND APPOINTMENT

Applications for the position of special sections editor can be submitted any time between March 1
and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a staff reporter/writer for at least one semester.

TERM
The special sections editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The special sections editor is tasked with the responsibility of creating and developing special issues

and special sections such as Founder’s Day, Homecoming, Spirit Week, Welcome Back, Football, Magic
City Classic and Graduation.

The special sections editor will:
A. Serve on the editorial board and attend all meetings.
B. Meet with the executive editor at the beginning of the publications year and

decide what date the special editions and special sections will run for the entire year.
C. Direct a team of special sections reporters/writers and evaluate each of them by semester.
D. Edit all stories written for special sections, special issues or special editions.
E. Review other collegiate newspapers for ideas for special sections and editions.
F. Ensure that all special coverage reflects the traditional news values and demands rel-

evance, heart, interactivity, diversity and a special attention to accuracy.
G. Make request for all photographs for special sections and special editions.
H. Explain each respective assignment to the reporters/writers in detail.
I. Collaborate with the staff researcher for any background information needed for

stories.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Submit a weekly budget sheet to the managing editor.
L. Submit disciplinary actions, as necessary, for special section reporters/writers.
M. Recommend to the managing editor the hiring and firing of all special sections

reporters/writers.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of university news editor can be submitted any time between March 1

and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a news reporter/writer for at least one semester.

TERM
The university news editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The university news editor covers campus news, crime, events, activities and issues and ensures that

all major aspects of the campus are represented on the university news pages.

The university news editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of university news reporters/writers.
D. Request photographs for all assignments not created by the general assignment editor.
E. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
F. Edit all stories originating from university news reporters/writers and forward the

stories to the respective copy editor.
G. Evaluate all university news reporters/writers at the end of each semester.
H. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
I. Initiate whatever steps necessary to produce “Speak Out”
J. Obtain the crime report each week and select which crime stories merit more attention.
K. Maintain a university calendar with major events for the upcoming two weeks.
L. Maintain a university news brief column that briefly states a variety of university news.
M. Submit disciplinary actions, as necessary, for university news reporters/writers.
N. Submit a weekly budget sheet to the managing editor.
O. Recommend to the managing editor the hiring and firing of all university news

reporters/writers.
P. Accepts responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of local/community news editor can be submitted any time between

March 1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the
executive editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a staff reporter/writer for at least one semester.

TERM
The local/community news editor will serve from May 1 to April 30 of the following year.  If he/she

is interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The local/community news editor is the student body’s link to the most important events that occur

in the local community and city government.  Coverage includes city council meetings, county commis-
sion meetings, significant local events and occurrences that impact the ASU community.

The local/community news editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of local/community news reporters/writers.
D. Review the local community news and assign a reporter/writer to an event that will have

an impact on students who attend ASU.
E. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
F. Edit all stories originating from local/community news reporters/writers and forward the

stories to the respective copy editor.
G. Submit disciplinary actions, as necessary, for local/community news reporters/writers.

        H. Evaluate all local/community news reporters/writers at the end of each semester.
I. Ensure that news briefs are accurate and ready for each issue.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Submit a weekly budget sheet to the managing editor.
L. Recommend to the managing editor the hiring and firing of all local/community news re-

porters/writers.
M. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of state, national and international news editor can be submitted any

time between March 1 and April 15 to the student media coordinator.  Applications are evaluated and
ranked by the executive editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.
F. Must be an avid reader of local, state and national news.

TERM
The state, national and international news editor will serve from May 1 to April 30 of the following

year.  If he/she is interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The state, national and international news editor is the student body’s link to the most important

events that occur within state, national, and international scene.

The state, national and international news editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of state news reporters/writers.
D. Review the state, national and international news on the wire and select the stories that are

most relevant and appropro to the student body.
E. Check the Associated Press Wire and Knight Ridder Wire daily and select the most import-

ant events for editing and localizing.
F. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
G. Edit all stories originating from staff reporters/writers.
H. Submit disciplinary actions, as necessary, for news reporters/writers.
I. Evaluate all news reporters/writers at the end of each semester.
J. Ensure that news briefs are accurate and ready for each issue.
K. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
L. Submits a weekly budget sheet to the managing editor.
M. Recommend to the managing editor the hiring and firing of all news reporters/writers.
N. Cover the legislative session for the State of Alabama during the months of Jan.-April.
O. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of editorial page editor can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The editorial page editor will serve from May 1 to April 30 of the following year.  If he/she is inter-

ested in serving another term, he/she must reapply.

RESPONSIBILITIES
The editorial page editor of The Hornet Tribune is responsible for igniting student discussion and

debate of issues that fall into campus, local, state, national and international news.

The editorial page editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of staff editorialists and columnists.
D. Submit a weekly budget sheet to the managing editor.
E. Write thoughtful, interesting columns on issues and topics that affect the readership of

the paper locally, state or nationally on a weekly basis.
F. Read and analyze all “Letters to the Editor” for libel and grammar.
G. Select an editorial cartoon that corresponds with the news for that particular week.
H. Edit all stories originating from the executive editor, staff editorialists and staff columnist

and forward the stories to the respective copy editor.
I. Submit disciplinary actions, as necessary, for staff editorialists and staff columnists.
J. Evaluate all editorialists and columnists at the end of each semester.
K. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
L. Select six students each week for the Hornet Expressions feature of the section.
M. Recommend to the managing editor the hiring and firing of all staff editorialists.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of lifestyles editor can be submitted any time between March 1 and April

15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor and
student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The lifestyles editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The lifestyles editor is responsible for featuring the diverse lifestyles of students who attend Alabama

State University as well as the issues and decisions that they are confronted with daily.

The lifestyles editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of lifestyles reporters/writers.
D. Review the quality of life of students on the campus and write about issues that affect

them including, but not limited to:  diet, dating, image, relationships, sexually trans-
mitted diseases, employment, rape, violence and etc.

E. Review the Associated Press Wire and Knight Ridder Wire and select topics that can be
localized for ASU students.

F. Complete general assignment sheets each week for those assignments that are not gener-
ated by the general assignment editor.

G. Edit all stories originating from lifestyles reporters/writers and forward the stories to
the respective copy editor.

H. Recommend to the managing editor the hiring and firing of all lifestyles reporters/writers.
I. Evaluate all lifestyles reporters/writers at the end of each semester.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Include a story on cooking and health in each issue.
L. Include a feature on an ASU student in each issue.
M. Submit a weekly budget sheet to the managing editor.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of financial page editor can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.   Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.3 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The financial page editor will serve from May 1 to April 30 of the following year.  If he/she is inter-

ested in serving another term, he/she must reapply.

RESPONSIBILITIES
The financial page editor opens the world of financial management, mergers, acquisitions and in-

vestments to the student body.

The financial page editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of financial news reporters/writers.
D. Assign a group of financial reporters/writers to cover various business owners, corporate

leaders, and investment brokers.
E. Request photographs for all assignments not created by the general assignment editor.
F. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
G. Edit all stories originating from financial reporters/writers and forward the stories to

the respective copy editor.
H. Submit disciplinary actions, as necessary, for financial reporters/writers.
I. Evaluate all financial reporters/writers at the end of each semester.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Feature a financial person each week that has made considerable contributions to locality.
L. Submit a budget sheet each week listing the intended story assignments for the week.
M. Recommend to the managing editor the hiring and firing of all financial reporters/writers.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of alumni connection editor can be submitted any time between March 1

and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The alumni connection editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The alumni connection editor is the student link between the ASU student body and the news and

accomplishments of the alumni on a local, state and national level.

The alumni connection editor:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of alumni connection reporters/writers.
D. Assign a group of alumni connection reporters/writers to cover alumni events.
E. Request photographs for all assignments not created by the general assignment editor.
F. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
G. Edit all stories originating from alumni connection reporters/writers and forward the

stories to the respective copy editor.
H. Submit disciplinary actions, as necessary, for alumni connection reporters/writers.
I. Evaluate all alumni connection reporters/writers at the end of each semester.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Obtain an update from the various alumni chapters on alumni who are making outstanding

contributions each week.
L. Submit a budget sheet each week listing the intended story assignments for the week.
M. Recommend to the managing editor the hiring and firing of all alumni connection

reporters/writers.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of high profile editor can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The high profile editor will serve from May 1 to April 30 of the following year.  If he/she is interested

in serving another term, he/she must reapply.

RESPONSIBILITIES
The high profile editor is responsible for bringing high profile personalities, in the fields of educa-

tion, politics, corporate and the private sector to the student body through a detailed and indepth interview.

The high profile editor will:
A. Serve on the editorial board and attend all board meetings.
B. Observe all publication deadlines.
C. Direct a team of high profile reporters/writers.
D. Assign a group of high profile reporters/writers to cover high profile figures.
E. Request photographs for all assignments not created by the general assignment editor.
F. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
G. Edit all stories originating from high profile reporters/writers and forward the

stories to the respective copy editor.
H. Submit disciplinary actions, as necessary, for high profile reporters/writers.
I. Evaluate all high profile reporters/writers at the end of each semester.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Recommend to the managing editor the hiring and firing of all high profile

reporters/writers.
L. Submit disciplinary actions, as necessary, for high profile reporters/writers.
M. Compile a listing of high profile personalities that should be covered during the year.
N. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of arts and entertainment editor can be submitted any time between

March 1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the
executive editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The arts and entertainment editor will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The arts and entertainment editor brings the world of travel, film, the performing arts, the fine arts

and music to ASU’s student body.

The arts and entertainment editor will:
A. Keep updated files on movies, concerts, entertainment news, plays, art exhibits, musical

production, theatre presentations that take place on the ASU campus and local community.
B. Feature stories of students, faculty and community members who are featured in

upcoming productions.
C. Meet all deadlines and attend all scheduled meetings.
D. Submit weekly budget sheets to managing editor.
E. Ensure that the section is filled with stories about travel, entertainment, artists, the

performing arts, and other forms of leisure.
F. Complete general assignment sheets each week for those assignments that are not gener-

ated by the general assignment editor.
G. Edit all stories originating from arts and entertainment reporters/writers and forward the

stories to the respective copy editor.
H. Submit disciplinary actions, as necessary, for arts and entertainment reporters/writers.
I. Evaluate all arts and entertainment reporters/writers at the end of each semester.
J. Be available for final page editing each week to ensure that bylines, headlines,

decks, and articles are printed accurately.
K. Maintain a contact list with record labels and movie producers for review and preview of

new material released.
L. Recommend to the managing editor the hiring and firing of all arts and entertainment

reporters/writers.
M. Accept responsibility for any other duties as assigned by the managing editor.
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APPLICATION AND APPOINTMENT
Applications for the position of sports editor can be submitted any time between March 1 and April 15

to the student media coordinator.  Applications are evaluated and ranked by the executive editor and stu-
dent media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a staff reporter/writer for at least one semester.

TERM
The sports editor will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The sports editor is responsible for all sports coverage, including game previews, reviews and fea-

tures. Also sports news, such as NCAA allegations and coach hiring/firings.

The sports editor will:
A. Oversee the sports desk, including all sports staff writers, correspondents, stringers and

contributing writers. Responsible for all sports copy that appears in the paper.
B. Structure a beat system and assigns reporters, correspondents and stringers to cover campus

sports events.
C. Map out a plan, before the fall semester begins,  for each week's football page and any other

special pages as outlined.
D. Maintain a futures book, daily calendar or other system to keep track of what stories are

assigned and need to be followed up. Responsible for seeing all necessary stories and pho-
tos are assigned.   Should ensure each night that a sufficient number of stories are assigned
to cover any news hole, making sure each staffer has something to work on.

E. Demote staffers who fail to meet their responsibilities, but only with the approval and
presence of the managing editor. Responsible for providing managing editor with informa-
tion on any staff changes.

F. Perform final edit of all sports copy before sending it on to the copy editor
G. See to it that all stories and photos are assigned, including coverage of games,

intramural sports and in-depth reporting on the Southwestern Athletic Conference and sports-
related features. Ensure that a sufficient number of stories are assigned.

H. Arrange with student media coordinator for the admission of a writer and a photographer to
sports events. Any correspondence about such matter should be copied for the executive
editor and managing editor.

J. Be responsible for reporters' inappropriate behavior or any inaccurate reporting. Occur-
rences should be brought to the attention of the executive editor and the managing editor.



K. Approve all photo assignments made by staff writers.
L. Be responsible for setting work schedule for entire sports department and submitting it to

the managing editor.
M. Write a regular, knowledgeable column, to establish a sports personality in the newspaper

for readers to identify with.
N. Attend weekly editorial board meetings, presenting an explanation of the stories available

for the next edition of the newspaper.
O. Know the status of every sports story assigned. Pushes writers to meet deadline.
P. Accept responsibility if story runs that is poorly written or lacking pertinent information

runs.
Q. Serve on editorial board.
R. Be expected to be available each night to help sports copy editor with content, including

headlines and cutlines, until sports section is complete.
S. Observe all publication deadlines.
T. Advise the managing editor of potential newsworthiness of special sports events that

may deserve page one space or editorial comment.
U. Submit a travel request to the student media coordinator at least two weeks before the

game to ensure that the travel arrangements are provided for.
V. Contact sports information directors and/or campus sports editor of opposing schools for

enough information in advance of the athletic events so that the information will be
received in time to meet appropriate deadlines.

W. Evaluate all sports reporters/writers at the end of each semester.
X. Submit a budget sheet each week listing the intended story assignments for the week.
Y. Accept responsibility for any other duties as assigned by the managing editor.
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INVESTIGATIVE REPORTER
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APPLICATION AND APPOINTMENT
Applications for the position of investigative reporter/writer can be submitted any time between March

1 and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one year.
E. Must have attended an investigative reporting and writing workshop.

TERM
The investigative reporter/writer will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The investigative reporter/writer is responsible for indepth coverage of issues, events and concerns

of the student body.

The investigative reporter/writer will:
A. Attend all staff meetings.
B. Observe all publication deadlines.
C. Follow the recommended procedures, as prescribed by textbooks and professionals, for

indepth and investigative reporting.
D. Ensure newspaper identity and integrity by adhering to consistent style.
E. Coach others writers in reporting and writing to improve the overall quality of writing.
F. Conduct careful and extensive research.
G. Talk to as many sources as possible before writing.
H. Honor the wishes of those sources who desire anonymity.
I. Meet with the special assignments editor at least once per week to give him/her

an update of all stories being developed.
J. Required to produce at least four in-depth (25-40-inch) reporting projects during the quar

ter, using more time to conduct more extensive reporting. Will also produce at least two
regular stories each week.

K. Accept responsibility for any other duties as assigned by the special assignments editor.
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APPLICATION AND APPOINTMENT
Applications for the position of senior staff writer can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.3 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a correspondent or staff reporter/writer for at least one semester.

TERM
The senior staff writer will serve from May 1 to April 30 of the following year.  If he/she is interested

in serving another term, he/she must reapply.

RESPONSIBILITIES
The senior staff writer is one of the top writing positions that include covering a beat assigned by the

content editor. It is the gathering of facts and arranging them in a logical and readable manner that allows
The Hornet Tribune to exist as the voice of the students of Alabama State University.

The senior staff writer will:
        A. Write three stories, at least 15 inches in length, each week.
        B. Cover a beat as assigned by the content editor, responsible for developing sources on the

beat and creating story ideas.  Should develop at least three workable story ideas each
week.

        C. Meet with writing coach for direction in writing each week.
        D. Staple story to assignment sheet and place in copy editor’s mailbox.
        E. Attend staff meetings.
        F. Send all stories up electronically to copy editor.
        G. Attend all workshops and classes as deemed necessary by the executive editor.

H. Ensure newspaper identity and integrity by adhering to consistent style.
I. Talk to as many sources as possible before writing.
J. Generate story ideas.
K. Meet with the section editor at least once per week.
L. Accept responsibility for any other duties as assigned by the section editor.



APPLICATION AND APPOINTMENT
Applications for the position of staff reporter/writer can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.3 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a correspondent for at least one semester.

TERM
The staff reporter/writer will serve from May 1 to April 30 of the following year.  If he/she is inter-

ested in serving another term, he/she must reapply.

RESPONSIBILITIES
The staff reporter/writer is a writing position at the paper.

The staff reporter/writer will:
A. Write two stories, at least 12 inches in length, each week.
B. Meet with writing coach to receive direction for stories.
C. Attach the story to the general assignment sheet after completion and place it in the copy

editor’s box.
D. Send all stories electronically to the copy editors.
E. Complete a major investigative or enterprise project each quarter under an agreed upon

deadline with the university news editor or managing editor.
F. Attend monthly staff meetings.
G. Attend all workshops and classes as deemed necessary by the executive editor.
H. Accept responsibility for any other duties as assigned by the section editor.
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STAFF CORRESPONDENT
APPLICATION AND APPOINTMENT

Applications for the position of staff correspondent can be submitted any time to the student media
coordinator.  Applications are evaluated and ranked by the executive editor and student media coordinator.
Appointments are announced on June 1, August 15, October 15, January 1 and March 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.2 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

TERM
The staff correspondent will serve for one semester.  If he/she is interested in upward mobility as a

staff reporter/writer, he/she must reapply.

RESPONSIBILITIES
The staff correspondent is an entry level position for any student who is interested in and a first step

to becoming a reporter and writer.

The staff correspondent will:
A. Attend all staff meetings.
B. Write at least two stories per week.
C. Observe all publication deadlines.
D. Meet with writing coach to receive direction for stories.
E. Follow the recommended procedures for standard reporting and writing.
F. Ensure newspaper identity and integrity by adhering to consistent style.
G. Accept story assignments.
H. Talk to as many sources as possible before writing.
I. Attend all workshops and classes as deemed necessary by the executive editor.
J. Meet with the section editor at least once per week.
K. Send all stories up electronically to copy editor.
L. Accept responsibility for any other duties as assigned by the section editor.
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STAFF EDITORIALIST
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APPLICATION AND APPOINTMENT
Applications for the position of staff editorialist can be submitted any time between March 1 and

April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor
and student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

D. Must have worked as a reporter/writer for at least one semester.

TERM
The staff editorialist will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The staff editorialist writes opinions for the staff.  The staff editorialist must be familiar with cam-

pus, community, local and national issues and must be able to write in a forthright manner about those
issues based upon the opinions of the staff as a whole.

The staff editorialist will:
A. Attend all staff meetings.
B. Write at least 2 opinions weekly.
C. Observe all publication deadlines.
D. Follow the recommended procedures for standard editorial writing.
E. Ensure newspaper identity and integrity by adhering to consistent style.
F. Accept story assignments.
G. Conduct careful and extensive research.
H. Talk to as many sources as possible before writing.
I. Generate editorial ideas.
J. Meet with the section editor at least once per week.
K. Accept responsibility for any other duties as assigned by the editorial pages editor.



STAFF RESEARCHER
APPLICATION AND APPOINTMENT

Applications for the position of staff researcher can be submitted any time between March 1 and April
15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor and
faculty adviser.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.3 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

TERM
The staff researcher will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The staff researcher is the staff’s research person for pertinent topics, on-going issues and problems.

The staff researcher will:
A. Attend all staff meetings and editorial board meetings
B. Observe all publication deadlines.
C. Follow the recommended procedures for computer assisted reporting
D. Follow the recommended procedures to researching topics as requested by

the executive editor or general assignment editor.
E. File all requests for research.
F. Conduct careful and extensive research.
G. Research as many sources as possible before writing.
H. Generate story ideas.
I. Attend major campus events to assist with the reporting and writing of stories.
J. Accept responsibility for any other duties as assigned by the executive editor.
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ADMINISTRATIVE ASSISTANT
APPLICATION AND APPOINTMENT

Applications for the position of administrative assistant can be submitted any time between March 1
and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.0 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

TERM
The administrative assistant will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The administrative assistant of The Hornet Tribune is the office manager and right hand of the

executive editor.

The administrative assistant will:
A. Type copy from rough draft or general instructions, or other materials frequently requir-

ing independent action and discretion on problems encountered.
B. Type schedules and maintains payroll records.
C. Type all memos and letters assigned by the executive editor
D. Answer the telephone in the newsroom.
E. Answer routine letters.
F. Maintain files.  Review documents for sufficiency, obtains necessary signatures and routes

appropriately.
G. Give information in person or by telephone to other units and the public, applying signifi-

cant knowledge or divisional rules, regulations and procedures.
H. Take minutes at weekly editorial board meetings and bi-monthly staff meetings.
I. Type minutes and distribute minutes of all meetings.
J. Assign out AP style books.
K. Perform other duties as assigned by the executive editor.
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UNIVERSITY BEAT DIRECTOR
APPLICATION AND APPOINTMENT

Applications for the position of university beat director can be submitted any time between March 1
and April 15 to the student media coordinator.  Applications are evaluated and ranked by the executive
editor and the student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.5 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

TERM
The university beat director will serve from May 1 to April 30 of the following year.  If he/she is

interested in serving another term, he/she must reapply.

RESPONSIBILITIES
The university beat director is responsible for dividing the university into functional news beats and

delegating the responsibilities of securing events, activities and programs in each of these beats from the
various technicians.

The university beat manager will:
A. Attend all editorial board meetings.
B. Review all press and news releases for relevancy and stape them to a Reporter’s Beat Sheet

and forward them to the general assignment editor.
C. Divide the campus into 35 functional beats with named contacts, that must be maintained

by a group of beat technicians.
D. Ensure that all of the beats are contacted at least once per week.
E. Meet with the general assignment editor at least once per week to review possible assign-

ments for each section of The Hornet Tribune.
F. Perform other duties as assigned by the executive editor.
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BEAT MANAGER
APPLICATION AND APPOINTMENT

Applications for the position of beat manager can be submitted any time between March 1 and April
15 to the student media coordinator.  Applications are evaluated and ranked by the executive editor and the
student media coordinator.  Appointments are announced on May 1.

QUALIFICATIONS
A. Must be a full-time student with a cumulative grade point average of at least 2.3 unless

waived by the student media coordinator.
B. Must be enrolled for a minimum of nine hours and be of sophomore standing or higher.
C. Must possess good citizenship and have a commitment as well as a healthy respect for

upholding university policy regarding student media, which protects a free and responsible
press.

TERM
The beat manager will serve from May 1 to April 30 of the following year.  If he/she is interested in

serving another term, he/she must reapply.

RESPONSIBILITIES
The beat manager is responsible for covering a certain number of news beats and making contact

with the designee in an effort to obtain information regarding future events, activities, and programs.

The beat manager will:
A. Cover all beats within the assigned territory each week, keeping accurate records of infor-

mation obtained from the various contacts wthin the various beats.
B. Complete a Reporter’s Beat Sheet for each office within the assigned beat.
C. Submit the completed Reporter’s Beat Sheet to the University Beat Director.
D. Maintain a cordial relationship between contacts.,
E. Maintain a notebook with copies of each beat sheet completed and forwarded to the univer-

sity beat director.
F. Perform other duties as assigned by the executive editor.



EDITORIAL POLICY

GENERAL INFORMATION

Editorial policies are reviewed every term of
office by the incoming executive editor, but the fol-
lowing general policies apply, unless amended by
the executive editor.

The Hornet Tribune subscribes to the Code of
Ethics of the Society of Professional Journalists
which was adopted in 1926 and revised 1973,1984
and 1987 and the Associated Collegiate Press Model
Code of Ethics for Collegiate Journalists,1992 (See
Appendix).  Although these codes will be enforced,
the editor, in consultation with the adviser, may
decide in certain instances to vary from the code.

Composition.  In order for The Hornet Tri-
bune to be effective for the public that it is serving,
the medium must be comprehensive in its cover-
age.  The Hornet Tribune’s construct should appeal
to a diverse audience and serve as a source of infor-
mation to all students who attend Alabama State
University.  Remember that the purpose of the free
press is to entertain, educate, criticize, persuade, and
praise.

This task cannot be accomplished by tossing a
story or two in the newspaper and allowing it to be
distributed to the Alabama State University com-
munity.  The Hornet Tribune must be well thought,
precise, and scholarly.  It should reflect an academic
environment that stimulates creative and critical
thinking.

The Hornet Tribune shall be composed of the
following pages with accompany standard content
for each issue:

University News
Crime Report
Academic Calendar
Speak Out
University News Briefs
Events Calendar
Commu/Local/State/National/Internation
Community/Local News
State News
National News
International News

News Briefs
Viewpoints
Commentary
Editor’s Column
Viewpoints Editor’s Column
2 Staff Editorial
Hornet Expressions
Editorial Cartoons
Book Review
Lifestyles
Life Commentary
Health Tips
Student Spotlight
Advice Column
Financial Pages
Financial Commentary
Stock Market
Financial Feature
Your Money
Alumni Connection
News Updates
Alumni News Stories
Cover Feature
High Profile
2 Detailed Features
Arts and Leisure
Commentary
CD Review
Entertainment Calendar
Movie Reviews
Travel
Sports Pages
Sports Commentary
Top 25
SWAC Standings (All Sports)

Training &Workshops.  The Hornet Tribune
staff requires attendance at three annual training
workshops and one orientation session.

The purpose of these workshops and sessions
is to provide essential, fundamental training in the
skills required of newspaper management, ethics,
writing, computer production, layout and design,
photography and advertising.  This training also per-
mits clear discussion of policies, goals, and social
activities.

The Hornet Tribune has workshops just before
Fall registration/orientation dates.  Since The Hor-
net Tribune publishes prior to Fall registration, these
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workshops are essential.  The Welcome Back Pack-
age (Orientation and Back to School issues) is usu-
ally the largest two papers of the academic year.
Spring training may be called by the editor, faculty
adviser or student media coordinator.

Students must join the publication with the un-
derstanding that these staff workshops are required.
Experience teaches that students who attend the
retreats and workshops reap the benefits of early
training; those who don’t suffer the entire year.

REPORTING AND WRITING RULES

Sources.  All stories should have no fewer than
three (3) sources and they should not be people who
all agree or disagree on the topic, especially if it is
a controversial piece.  Good stories have a conflict
and balance.  Sources should be varied and speak
for a wide array of people:  quote men and women
of all races.  Our campus is diverse and our sources
should reflect that.

Face to face.  Reporters are busy people and
it is easy to get caught in the trap of calling people
for their comment, but when it comes down to it,
the best story is written by the reporter who actu-
ally meets with his/her sources in person.  By do-
ing this you can get descriptive and detailed infor-
mation.  Also, people trust you more when they can
see your face.  If your editors read a story that re-
flects the lack of a personal interview, they will
probably send it back to redo, or choose not to pub-
lish your story which may cause you to miss the
deadline.

Source identification.  All persons quoted in
your story must be properly identified.  Always ask
for the spelling of your source’s name from the in-
dividual even if they have a simple name.  (Ex-
ample:  Sean, Shon, Shawn.)  This also creates a
sense of accuracy and detail to your source.

Students:  First name, last name, suffix (Jr.,
III) classification, hometown, and major.

Faculty and Staff:  First name, last name, suf-
fix, official job title, and department employed.

Nonstudents:  First name, last name, suffix,
age, full address (house number, street name and
city) of current residence.

Business or Government Agencies:  Full
name of the business, full address (house or office
number, street name and city).

Identify yourself.  Always identify yourself
as a reporter with The Hornet Tribune when you
are on interviews and making interview appoint-
ments with subjects.

Quotes.  Quotes add color and flavor to a story.
Only get quotes from the people who are involved,
responsible or have influence of the subject matter.
Stories are boring without quotes, so don’t turn in a
15-inch story that has only one quote.  However, as
your storytelling style becomes more sophisticated,
your writing should move away from the quote-tran-
sition-quote-transition format.

Transitions.  The transitions in between quotes
in your articles should say something that leads up
to the quote with different information.  Quotes
should state an opinion not a fact.  It should be strong
enough to stand alone and not be introduced.  A
good reporter should be able to confirm facts some-
where other than a source’s quote.

EDITORIAL BOARD

Editorial Board.  The Editorial Board con-
sist of the faculty adviser, executive editor, manag-
ing editor, copy desk chief, general assignment edi-
tor, special sections editor, special assignment edi-
tor, public editor, visual services editor, presenta-
tion and design editor, online editor and all of the
content editors.

Editorial Board meetings are not optional and
no absence(s) will be acquiesced without an excuse
prior to the meeting.  Any editor who fails to attend
an editorial board meeting without prior approval
could have his/her weekly earnings nullified for that
particular week.

Editorial board meetings will be held every
Sunday at 5 p.m. in the Alumni Conference Room.
The meeting will precipitate promptly at 5 p.m. and
the doors will be secured at 5:05 p.m.

All editors will bring budget sheets, pencil, pen
and notepad for note taking.  Any editor who ar-
rives without these items will be dismissed from
the meeting immediately.  Minutes will be taken by
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the administrative assistant.  Minutes from the last
meeting will be disseminated and adopted at the
beginning of each meeting.

Editorial board meetings are used to discuss
issues relevant to the production of the newspaper,
the last week’s edition, problems, concerns, or ideas
for upcoming issues.  If there is an issue, concern,
or problem that an editor would like discussed at
the editorial board meeting, that issue must be sub-
mitted to the administrative assistant 48 hours be-
fore the meeting so that it can be placed on the
week’s agenda.

All section editors will submit their completed
budget sheets (Appendix D) for the upcoming week
at The Hornet Tribune editorial board meeting.  The
budget sheet must be inclusive and complete with
copies submitted to the managing editor and the ex-
ecutive editor.

The board will discuss campus community is-
sues and the stand the newspaper will take on par-
ticular issues, concerns, news value and future sto-
ries.  Topic(s) will be selected each week, with one
person writing for the majority, an opinion on a par-
ticular issue (not unlike the Supreme Court).  These
editorials will be the newspaper’s official stand on
the issues considered by the board.

At least one (1) more than one half of the mem-
bers of the editorial board must be present each week
to warrant an editorial decision.  A simple majority
vote is needed for the board to write a specific opin-
ion or make a decision.

Opinion/Viewpoints Policy.  The Viewpoints
section of a newspaper is, in its purest sense, an
open forum for the ASU community that the news-
paper serves.  More so than any other section of the
newspaper, the Viewpoints section belongs to the
readers, and except for the unsigned staff
editorial(s), should remain fair - and allow readers
to present their viewpoints.

The section editor is responsible for actively
seeking guest columnists and expert opinion(s) (e.g.,
Point/Counterpoint).  The Viewpoints editor should
present varied opinions, along with his or her
opinion(s).  Give a little thought to your roles and
give priority to the opinions of our readers and not
yourselves.

Letters to the Editor.  Letters Policy:  The

Hornet Tribune will try to print all letters received.
Letters should be, at maximum, 250 to 300 words
long.  The writer must include full name, profes-
sional title if an ASU employee or Alabama resi-
dent, or year and major if a student.  An address
and phone number are required with all letters sent.
The Hornet Tribune reserves the right to edit letters
for style, possible libel, or in case of space limita-
tions.  The newspaper will not withhold names un-
der any circumstance.  Please address all correspon-
dence to:  Letters to the Editor • The Hornet Tri-
bune • John Garrick Hardy University Center, Sec-
ond Floor, Room #6, Alabama State University •
915 South Jackson Street • Montgomery, Alabama
36104 • e-mail letterstotheeditor@gmail.com • or
drop letters off at the ASU University Center, Room
#6.

Priority will be given to those letters written
by students, faculty and staff of the university.  Staff
members should not inform writers as to whether
the letter will run or when.

The executive editor and staff members should
not use the letters section as a forum for rebuttal,
although concise clarifications or correction of er-
roneous material can be made if absolutely neces-
sary.  All The Hornet Tribune staff members are
strongly discouraged from using the “Letters to the
Editor” forum.

Forum Sections: ViewPoint & CounterPoint
The ViewPoint & CounterPoint forum in the

Viewpoints section of The Hornet Tribune will serve
as a forum for readers.  The timetable for appear-
ance on this page is at the discretion of the editor.
Printed manuscripts should conform to the ethics,
professionalism and journalistic integrity of The
Hornet Tribune.  The Viewpoints editor will over-
see, edit and assist in determining the layout of the
section.

Staff Editorials.  The unsigned staff editorial
of The Hornet Tribune is the responsibility of the
Viewpoints editor, who will supervise the writing
of all editorials, commentaries and opinion columns
in conjunction with the executive editor.

Unless unusual circumstances are involved,
reporters will not write editorials concerning their
beats but will advise the editor about facts not
readily apparent in a story.
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A reporter may write a column about a story
on his/her beat, but said columns should only give
insight into the news gathering process and should
not be used to print what the reporter suspects but
cannot prove.  Reporters and editors will be ex-
pected to meet the same standards of accuracy and
proof in columns and editorials that must be met in
news stories.

An editorial is defined as an article that dis-
cusses a situation or event that may or may not sug-
gest a course of action.

In questionable cases, the Viewpoints editor
makes the decision on whether an article should be
designated as a column or an editorial.

Working with the editorial board, the execu-
tive editor and Viewpoints editor will make the de-
cision on which editorial(s) will run.  If there is
strong disagreement on a particular topic, the ex-
ecutive editor may authorize a column in the same
issue to defend the opposite point of view.  The
Hornet Tribune does run guest editorials.

In some instances, The Hornet Tribune will
print editorials from other professional or collegiate
papers if the topic merits attention in the ASU com-
munity.  In that case, the editorials will be attrib-
uted to the appropriate publication.

Speak Out.  The Hornet Tribune Speak Out is
a call-in column and is the only approved manner
of anonymity for submissions. Material should be
closely monitored and heavily edited.

The Hornet Tribune reserves the right to edit
for content.  Speak Out is for students only.  The
Hornet Tribune will not print names or individual
attacks on people.  We always appreciate a sense of
humor.  Vents over 100 words should consider writ-
ing a letter to the editor.

All comments and opinions are those of the
anonymous authors and not necessarily of The Hor-
net Tribune staff, its advisers or ASU and do not
reflect the views of the faculty, staff, student body,
the Student Media Board or the Board of Trustees
of Alabama State University.

They do not reflect the views of The Hornet
Tribune, but instead offer a differing viewpoint.

Grievance Procedure:  External.  When a
complaint is received from a reader or source, the
managing editor will discuss the complaint with the

reporter involved.  If the managing editor is not sat-
isfied that the reporter accurately stated the facts or
accurately quoted the source, he may order a cor-
rection in the next issue.

All complaints should be referred to the man-
aging editor who will determine the method of han-
dling the problem. Staff members should never raise
their voices or become abusive to the caller or visi-
tor.  If the person should become abusive, transfer
him to a section editor or the managing editor.  Do
not continue an adversarial conversation.  Com-
plaints not satisfied at lower levels should be re-
viewed by the executive editor.  Only if the com-
plaint cannot be resolved at this level should a com-
plaint be forwarded to the faculty adviser or stu-
dent media coordinator.  If a resolution still cannot
be arrived, the matter will be forwarded to the Stu-
dent Media Board.  Complaints must be in writing
and should be directed to the Student Media Board
via the student media coordinator.

Disclaimers.  Disclaimers are required to be
published on a regular basis in all ASU student pub-
lications:

“The Hornet Tribune is the registered student
newspaper of Alabama State University and is pub-
lished weekly (Thursdays) during Fall and Spring
semesters and biweekly during the summer.  Opin-
ions and ideas expressed in The Hornet Tribune are
those of the individual artists, authors, and student
editors, and are not those of Alabama State Univer-
sity, its Board of Trustees, nor the advertisers.  The
Hornet Tribune is paid for, in part, through student
fees.”

Correction Policy.  Complaints about inac-
curacy and unfairness should be taken seriously and
given priority.

Complaints often come to persons who have
nothing to do with the purported error or unfair-
ness.  Staffers who get such calls should treat the
caller courteously and get the caller to the person
who can deal with the complaint.  Usually the man-
aging editor is in charge of complaints.

We should not brush off complaints.  Several
studies have shown that most people who filed li-
bel suits simply wanted someone to listen to them.

If we are wrong, we should correct our error
without hedging.  Corrections usually run on Page

 The Hornet Tribune Staff Manual           48



2 under a standing heading, “Saying It Right”.
There are occasions when a correction is more ap-
propriately printed in another location.  That deci-
sion is made by the executive editor.

The reporter or editor who made the error that
is being corrected must write a memo to his or her
supervisor and the managing editor explaining how
the error occurred.  The purpose of such memos is
to help us find ways to avoid similar mistakes in
the future.  The Hornet Tribune never knowingly
publishes inaccuracies.  If any error is found, The
Hornet Tribune is obligated to correct the error as
soon as possible, regardless of the source of the er-
ror.

Plagiarism of Words, Art, Other.  Plagiarism
is prohibited and is illegal if the material is copy-
right protected. Plagiarism is defined, for the pur-
poses of this manual, as the word-for-word dupli-
cation of another person’s writings, artwork, re-
search and findings, with or without his/her per-
mission.  Information obtained from a published
work must be independently verified before it can
be reported as a new, original story.  Except for ex-
clusive facts, The Hornet Tribune requires that all
information be attributed.  Absolutely no exceptions
for web or Internet materials.

The use of composite characters or imaginary
situations or characters is not permitted in The Hor-
net Tribune.

Prior Reading of Copy/Prior Review.  A re-
porter should never agree to let a subject read a story
before publication, regardless of the arguments that
a subject makes.  A reporter should refer all such
requests to the editor who has the ultimate author-
ity to allow reading, but who should be discour-
aged from doing so.

If there are any questions about the story or
any facts, then the reporter should check back with
the subject prior to publication to confirm the ma-
terial.

The faculty adviser supports The Hornet Tri-
bune as an open forum and will not engage in cen-
sorship, prior restraint or even prior review. Writ-
ers and editors are encouraged to seek out the writ-
ing coach or the faculty adviser to advise on ethi-
cal, legal, or controversial matters.  In these cases,
the adviser will advise and in no way dictate.

Handling of Sensitive or Controversial
Matters.  The executive editor, after consultation
with the adviser and involved staff members, will
make the final decision on sensitive or controver-
sial matters taking care to see that matters dealing
with libel, obscenity or substantial disruption of the
educational process do not make their way into
pages of the paper.  He/she may consult with the
adviser to determine if the material falls into one of
these categories, but the final decision is his or her’s.

April Fools Issues and Satire.  April Fools
issues are strongly discouraged for several reasons.
The publication of satire by the press is often re-
sponsible for libel action.  Generally, humor is not
a legal defense.  While libel cases are not easily
won by individuals, plaintiffs who sue media de-
fendants also sue for intentional infliction of emo-
tional distress and/or invasion of privacy.  There-
fore, most satire in April Fools issues is funny and
legally unsafe, or so safe it is no longer funny.

The reputation of The Hornet Tribune should
also be considered.

Events Calendar Policy (The Nest).  In the
interest of serving the ASU community, The Hor-
net Tribune newspaper offers a “bulletin board”
service ... In order to insure fairness, consistency,
and manageability, the following guidelines apply:

(1) Eligibility for the events calendar is lim-
ited to student organizations registered with the
Office of Student Activities.

(2) The number of entries accepted for each
issue will be determined by the number of pages
for the issue, amount of designated news space, and
editorial discretion.

(3) Entries will be handled on a first come-
first served basis.

(4) Regular deadlines will be strictly adhered
to.

Use of Photographs.  Photos have a tremen-
dous impact on readers and should receive the same
scrutiny as news copy.  The question of privacy and
the public’s right to know should be considered.  The
line between good and bad taste is a narrow one
and care should be taken.

Readers expect photos and stories to be truth-
ful; set-ups, posed scenes and electronic altering
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may be used if the average reader will not be mis-
led or if the credit line defines it as a photo illustra-
tion.

Police Beat.  Staffers need to know the state
laws that govern criminal information; contact the
faculty adviser or student media coordinator for in-
formation. Generally, the names of rape victims are
not published in The Hornet Tribune.  Victims of
nonsexual crimes may be identified, but The Hor-
net Tribune has a responsibility to give some pro-
tection to the victim such as giving imprecise ad-
dresses. With the exception of felonies, an arrested
person is not named until charges are filed.

Political Involvement.  The editor strongly
advises staff members not to become involved ac-
tively in any kind of political campaign.  Active
staff participation in politics gives the impression
of partisanship.  This does not preclude The Hornet
Tribune editorial page endorsements as long as they
are marked as opinion.

Staff members should keep in mind that The
Hornet Tribune is the only newspaper serving the
campus and handle that privilege carefully.

If a staff member is involved in a political is-
sue or an outside organization that may cause a con-
flict or bias on the part of the staff member, the
staff member should make the involvement known
to the editor and should refrain from writing articles
dealing with that issue or organization.

Staff members should try to avoid any activ-
ity, outside employment or civic involvement which
could be construed as a conflict of interest.  Staff
members should make every attempt to avoid the
appearance of conflict of interest, even if none ex-
ists.

Printing of Vulgar or Obscene Words.  The
Hornet Tribune follows the guidelines in the Asso-
ciated Press Stylebook in the entry “obscenities,
profanities, vulgarities.”  Individual cases will be
judged by the editor.

Protection of Sources.  The wonderful world
of Washington journalism has given birth to all sorts
of understandings between reporters and sources,
most of them working to the detriment of the read-
ing public.

These are the most commonly understood:
Off the Record.  You cannot write this with

or without attribution, and you cannot go some-
where else and try to get it verified.

On Background or Not for Attribution.  You
can use this in direct quotes, but you can identify
who said it only in general terms, such as a high
state department official.

On Deep Background.  You can use this in-
formation but you cannot attribute it to anyone, di-
rectly or indirectly.  You are out there on your own.

The Hornet Tribune policy is for all reporters.
Never agree to conduct an interview in any way
other than on-the-record, unless the editor or man-
aging editor has been consulted before the inter-
view.  In almost every situation, the reporter can
find another way to get the story.  Agreeing to go
off-the-record usually ends up limiting the reporter
and the newspaper in the pursuit of a story.  Your
best bet is to tell the source that he should not tell
you the information unless it is on the record.

After the interview, you are not ethically bound
to keep the material out of print if you did not agree
to do so.  Be very careful with this.  You do not
want to lose a valuable source over a trivial piece
of information.  If you did agree to go off-the-record,
you are not to use the information.

This is a matter of ethics as well as The Hor-
net Tribune policy.  Ideally, all conversations with
news sources should be on the record.  As a practi-
cal matter, however, there are times when the re-
porter feels that he or she can do the job better by
reaching some understanding with a source.

In agreeing to anything other than an on-the-
record conversation, however, the reporter should
make certain that he or she is accepting informa-
tion on background and the news source thinks the
conversation is off the record, there is trouble brew-
ing.

Reporters should bear in mind that clever
sources sometimes use off-the-record agreements
to tie the reporter’s hands and to soften a story.

They should remember, too, that they are in
the business of gathering news to tell to their read-
ers, not gathering information for its own sake.  And
The Hornet Tribune rarely publishes news stories
without identifying sources.

Please see the section on confidentiality.
In some rare instance, it will be necessary for
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a reporter to protect his/her sources.  A reporter must,
however, notify the editor of the names of the anony-
mous sources.  A source must be made to under-
stand that the decision to protect a source lies with
the management, not solely with the reporter.  The
story must include the reason for protecting the
source ’s identity.   A reporter should warn the source
that the protection of confidentiality will be removed
if it is later determined that the source lied.

Avoid personal attacks (“He ’s a vicious liar”)
by unnamed sources.

A reporter should not leave any notes or other
materials in the newsroom that might contain any
confidential information or names of confidential
sources connected with a story.

FOI Tool:  State Open Record Laws.
Types of Information Available:  Varies from

state to state, however, the general idea is that all
“public records ” are available unless they fall un-
der a specific exemption listed by the state law.

Who the Law Applies to:  Varies from state
to state.  Again, however, the general idea is that all
“state agencies ” or state “public officials” must
provide access to their official records when re-
quested to do so.

How to Use it:  Many state laws, unlike the
Federal Act, allow requesters to make a simple oral
request to the person that holds the records.  In these
cases, the state official must provide reasonable and
prompt access to the requester during normal busi-
ness hours.  If your oral request is denied, it is im-
portant that you note the name, title and response
of any official you deal with.  In those states where
oral requests are not recognized-and any time such
a request has been denied -a formal written request
should be submitted.  The sample FOI request let-
ter included in this manual may be used as your
model.

As with a federal FOI request, your letter
should reasonably describe the material you are
seeking and be sent to the person(s) or agency(s)
responsible for holding that information.

Penalties for Noncompliance.  Penalties vary
by state.  Almost all states provide for an eventual
court order in which improperly concealed records
are required to be opened.  Some states require that
a requester first appeal a denial through an estab-

lished administrative process before going to court.
Many states also allow a prevailing requester to
collect money for attorney fees and court costs.
Additionally, many states also allow for the imposi-
tion of monetary fines (and some even prescribe
jail sentences) against a state agency or officer who
improperly denies an open records request.

For more information, contact the executive
editor or faculty adviser.

EDITORIAL INTEGRITY

Integrity in the Newsroom.  It is the policy
of The Hornet Tribune that all staff members are
open to disciplinary measures should they jeopar-
dize the integrity of another staff member or the
entire staff through vocalizing of information they
gathered from any staff member to others outside
The Hornet Tribune.

Each staff member must recognize that all in-
formation passed through them or heard by them
which came from other staff members is consid-
ered to have been passed in confidence, and there-
fore should not be communicated to anyone out-
side this organization.

It is of utmost importance that all staff mem-
bers enjoy the right to freely discuss ideas, story
leads and personal opinions within the confines of
the newsroom or anywhere in the student media
offices without fear of those discussions being com-
municated to others not associated with the student
media staff.

The Hornet Tribune is a student newspaper
which is led, produced and managed by student staff
members.  These students produce the newspaper
once per week and also can make daily editions on
the web site at www.thehornettribune.com.  This
requires that they develop mutual respect and con-
fidence between one another.  This trust must be
preserved.

All story ideas, possible leads and personal
opinions vocalized and written between staff mem-
bers should be considered privileged information
and therefore should not be shared with anyone
besides those staff members who were intimately
involved in the discussion.

It is the mission to both inform the campus
community and serve as a regulator for student or-
ganization; this newspaper tackles a number of is-
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sues, which requires its staff to investigate people
and organizations without those individuals being
aware of their work.

All persons detailed in or involved with a cer-
tain story will be contacted and interviewed prior
to a story’s publication.  Do not assume that inform-
ing someone of the actions of the publication, per-
sonal opinions or ongoing investigations by our staff
is the fair thing to do.  This violates numerous jour-
nalistic codes of ethics and makes the publication
open to scrutiny and legal action.  They will be given
the opportunity to address any charges or assertions
made by the staff prior to publication which might
concern them.

In the event that a staff member is accused of
disclosing damaging or sensitive information to
individuals outside The Hornet Tribune, or other-
wise jeopardize the integrity of this organization
that student shall face disciplinary action (Appen-
dix J) from the executive editor and/or OSM.

A staff member accused of any wrong doing
in this area will be notified by the executive editor
of the accusations made against him/her, at which
time the executive editor will arrange a meeting with
the staff member to allow for the explanation of the
incident.  The executive editor will then decide if
any disciplinary action is necessary and the indi-
vidual will be notified in writing.

The executive editor reserves the right to sus-
pend, fine or terminate the employment of the staff
member, provided that the staff member facing such
action is given the opportunity to address the charges
made against him/her.

While the student media coordinator will be
informed of any such situations, the final judgment
will come from the executive editor who alone as-
sumes all responsibility for any actions taken,
whether they are terminated, fined or suspended.

Dealing with the Readership.  We like for
our readers to have a proprietary feeling toward their
newspaper.  So when readers want to talk with the
people who are putting out their newspaper, we need
to treat them with courtesy and an open mind.

We formulate rules to try to ensure that we pro-
duce an accurate, well-edited newspaper in a timely
fashion.  But we should never let rules get in the
way of common sense in dealing with our reader-
ship.

Many of the students, faculty and staff who
contact the newspaper to try to get the news in the
paper do not know how the newspaper is organized
or how it works.  Sometimes they do not even know
what department of the newspaper to ask for.  There
is no reason why they should.

We should approach our dealings with them
with the attitude that we are going to try to help.
We may not be able to do exactly what they ask,
but with the variety of sections we produce, we
should be able to find some way of dealing with
almost any item.

In dealing with the public, we should:
(1) Always be courteous in our contacts with

the public.
(2) If we cannot answer a question directly,

make a courteous effort to direct callers to some-
one who can.

(3) If a caller is not satisfied with how we think
his news should be handled, tell him he can discuss
it with the managing editor.   Then brief the manag-
ing editor about the matter BEFORE he is called.

(4) Never promise a specific publication date.
There simply are too many variables that could pre-
vent us from keeping such a promise.

Lawsuits.  Many lawsuits are newsworthy.  We
should bear in mind, though, that anyone who can
pay the filing fee can file a lawsuit.  And in the
lawsuit, the person can allege almost anything.  The
fact that it is alleged does not make it true.

In general, we will not write stories based on a
statement, either by a lawyer or potential plaintiff,
that the person intends to file a suit.  We will in-
stead, wait until the suit is actually filed.  In writing
about a lawsuit, we will make every effort to reach
the person or company being sued for comment.  If
we are unable to reach a spokesman, we will say so
in the story, or if the sued party declines to com-
ment, we will say so.

We should be particularly wary of damage fig-
ures sought in lawsuits.  The suit can ask for astro-
nomical amounts and usually does.  The lead should
not center on the amount of damages sought, nor
should the headlines.

Fairness.  Our goal in the news columns of
The Hornet Tribune  is to provide a truthful, intelli-
gent account of the week’s news in a context that
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will allow our readers to make their own judgments.
We report the news to the very best of our abil-

ity without fear or favor and do not use the news
columns to reward friends or punish enemies.  Nor
do we allow others to use our news columns to carry
out their own agendas.

We do not allow anonymous sources to assail
the character of another person.  When an accusa-
tion is made against a person by a named source,
we make every effort to give the accused person an
opportunity to respond in the same news story.

In any story that contains charges against or
criticism of an institution or an individual, we will
give the institution or individual a proportionate and
reasonable opportunity to reply to criticisms or al-
leged inaccuracies that are published about them.

We should make a diligent effort to report the
outcome of cases in which a person is accused of a
crime or ethics violation.  When a person is found
innocent of charges that were played prominently,
we should give prominent display to the disposi-
tion of the case.

We do not set out with a pre-conceived vision
of the truth and gather only information that sup-
ports that viewpoint.  We should avoid saying, even
in conversation with newsroom peers, anything that
indicates a bias against a person or institution we
are covering.

We recognize that there is more than one way
to interpret most sets of facts.  Where there are con-
flicting interpretations of the facts, we tell our read-
ers that.

We recognize that none of us can, or should
be neutral about life.  We all have values and expe-
riences that shape us and our view of the world.
But we have an obligation to recognize our own
biases and to eliminate them from our reporting.

We should recognize that opinions we form in
dealing with people are just that and might be
wrong.  And we should make certain that in our
news columns we give the readers a balanced, fac-
tual presentation so that they can form their own
opinions.  The reader should not know from read-
ing a news story what the writer’s personal opin-
ions are.

Likewise, we should treat news sources with
professional detachment, regardless of our personal
opinion of that person or his or her performance.

Putting the news into context can serve the

leader well, but it also presents the opportunity for
unfairness to creep in.  As Melvin Mencher put it in
his widely used textbook, News Reporting and Writ-
ing: “Since writing is as much an act of the uncon-
scious as it is conscious use of controlled and disci-
plined intelligence, the feelings of reporters crop
up now and then.  Similes and metaphors can cause
trouble because their use sometimes leads the re-
porter to inject his or her feelings into a piece.”

A perfectly fair and balanced story can still be
unfair if it is played in such a way as to inflate or
diminish its importance within the context of other
news about a similar topic. And a successfully bal-
anced story can be presented unfairly if the head-
line reflects only one side of the issue.

Conflicts of Interest.  In seeking to cover the
news accurately and fairly, we should avoid con-
flicts of interest or even the appearance of conflicts.
That means we should remain free of obligations
to news sources and special interests.

No set of rules can address every possible situ-
ation.  A good rule of thumb is to avoid any con-
duct in dealing with news sources or any other in-
terest group that you would not want your readers
to know about.  If your gut tells you something is
wrong, it probably is.

While we can not cover every case in a rule,
we can cite some examples of conduct that should
be avoided.

We should not accept gifts or special favors
from the people or businesses we cover.

That means not hanging out with student gov-
ernment officials at whatever local watering hole is
the current hot spot, lapping up food and drink while
someone else is picking up the tab.

That means not accepting use of a condo at
the beach belonging to a person whom you cover.

That means the business editor does not ac-
cept free haircuts from a cosmetologist who might
be featured in his/her section.

It does not mean that a reporter never buys
lunch for a news source or accepts gracefully if a
news source insists on picking up the tab for a mod-
erately priced lunch.  It does mean that he/she exer-
cises extreme care in such matters.  A reasonable
rule of thumb is that you pick up the tab at least
every other time.

We should not cover news about matters in
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which we have a financial interest.
That means a business editor who owns stock

in a local bank should not write a story about that
bank or its competitors.

We should not accept outside employment
from people we cover.

We should recognize that personal or roman-
tic involvement with a person or persons we cover
could create a conflict and remove ourselves from
covering such persons.

We recognize that life exists outside the news-
paper.  There are many opportunities to become in-
volved in community affairs and social causes.  Re-
porters and editors should take great care that such
involvements do not create a conflict of interest or
the appearance of a conflict.

Avoidance of conflict of interest, real or ap-
parent, requires exercise of good judgment.  If a
reporter, photographer or editor has doubts or a
question about a situation, he or she should check
with the managing editor and/or the executive edi-
tor.

Confidentiality.  In general, it is our policy to
identify sources in our news stories.  Reporters
should make every effort to get information from
sources willing to be on the record before the grant-
ing of anonymity is considered.

There are times, however, when the only way
to obtain newsworthy information is to grant confi-
dentiality to a new source.

The following spells out our position on con-
fidentiality:

What is confidentiality?  It is a promise not to
reveal the identity of a person or persons who have
provided information to the newspaper.

Who may promise confidentiality?  Only the
the executive editor or managing editor may pledge
confidentiality.  In any discussions with a news
source about confidentiality, the reporter should
make clear that he or she will disclose the source’s
identity to that editor.

We will not violate a confidentiality pledge.
There are several varieties of confidential in-

formation:
1. Information accepted in confidence that can

be authenticated without regard to the identity of
the person providing the information.

2. Information that cannot be independently

verified.  If the newspaper pledges to protect the
identity of a source, we are honor-bound to keep
our word.

It is important, therefore, to have a clear un-
derstanding with the source on the limits of confi-
dentiality:

3. Will the source allow us to identify him or
her if we are ordered to do so by a judge?

4. Will the source come forward and testify if
the information we accept from him or her becomes
the subject of a libel suit?

The names of confidential sources should be
closely held and should not become part of a news-
room discussions.  Disclosure of the names of con-
fidential sources to fellow staffers or to persons out-
side the newspaper could weaken any claim we
might make to privilege.

Disclosure of the names of confidential sources
can lead to dismissal.

There is another aspect of confidentiality that
should be kept in mind.  Story projects, editorial
endorsements, evaluations of news stories, and what
news sources are saying are often part of newsroom
discussions.  They should be regarded as confiden-
tial.  As the sign in many detective bureaus puts it:
What you Hear Here, Leave Here.

Privacy.  In terms of the law, the area of pri-
vacy remains somewhat murkey. We should, how-
ever, use extreme care in dealing with the private
lives of individuals.

In general, the only reasons for probing the
private lives of individuals is to detect or expose
crime or serious anti-social conduct or to explore a
contradiction between the public statements or ac-
tions of an individual and his or her private actions.

Making investigations of the personal lives of
individuals without their consent is generally not
acceptable.  Nor is publishing information about
their personal lives without their consent.  What we
are talking about here is a person’s health, personal
relationships, his or her private papers.

This does not apply to how a person conducts
his or her trade or business.

We should not intrude into personal grief or
shock, particularly in the aftermath of a crime or
accident, without a compelling reason to do so.
When it is necessary to approach such persons, we
should do so with sympathy and discretion.
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We should not identify relatives or friends or
persons accused of crimes unless their identifica-
tion is essential to the accuracy and fairness of a
story.

We should not interview or photograph chil-
dren under the age of 16 without the consent of a
parent or guardian.

Sex Crimes.  Minors:  We do not use the
name, address or other identification of minors who
are victims of rape, incest or other sex crimes.  We
must be particularly careful about naming adults in
stories about such crimes in a manner that leads to
the identification of the minor.

Adults:  We do not use the name, address or
other identification of the  victims/complainants in
rape or other sex crimes except in the most unusual
of circumstances (the death of the victim or charg-
ing of the complainant with filing a false report are
examples of circumstances that may lead to use of
identification).  This applies to follow-up stories and
trial coverage as well as to the original complaint.
If there appears to be compelling reason to identify
the victim/complainant, the decision to make an ex-
ception must be made by the executive editor.

In reporting rapes, we give a general neigh-
borhood location, avoiding being specific enough
to lead to the identification of the victim, whether
prominent or not.  We refrain from swelling on ex-
plicit details which appeal only to prurient inter-
ests.

We report the names of suspects in sex crimes
only when they have been charged.  It is important
that we tell our readers of the disposition of cases.
We need to be particularly alert to reporting when
charges against a person are dropped.

Taste.  It is our goal to have our customers
look forward to their newspaper each week as a
welcomed guest into their homes.  We must recog-
nize that no one has to read the newspaper.

We do not shock merely for the sake of shock.
We do not pander to the lowest denominator.  We
do not run gruesome pictures just because of their
impact.  We do not use language that offends the
sensibilities of our readers unless there is compel-
ling reason to do so.  That includes profanity.  If
there is any question about language, consult the
managing editor or the executive editor.

We must recognize that we in the newsrooms
are not necessarily reflective of our readers.  We
are less likely to find coarse language offensive or
gruesome photos revolting.  But we are not putting
out the newspapers for ourselves, and it is the re-
sponsibility of each editor to act as an advocate for
the audience we serve.

Honesty.  In gathering news, we do not try to
hide our identity as journalists, either by lying or
by allowing someone to assume that we are some-
thing else.

We use press credentials only for the purpose
of gathering news.  We do not use our credentials
to gain special treatment when we are not working.

We do not lend press credentials to other per-
sons, either in the newspaper or outside.  (The ex-
ecutive editor or the managing editor may, how-
ever, on occasion issue a letter attesting to the au-
thenticity of a free-lance writer who is working on
a piece that we may or may not purchase.)

With members of the public who might not be
accustomed to dealing with members of the press,
we should lean over backwards to make certain the
person we are talking with understands that we are
taking notes and that what is said may appear in the
newspaper.

We do not trespass to get a story.
We do not go through another person’s desk

or filing cabinets to get a story.

Racial.  It is our policy that a person is identi-
fied by race only when race is a relevant part of the
story.

That policy statement is purposely broad, be-
cause no policy statement can cover every eventu-
ality.  It is the intent of the policy statement, how-
ever, to convey that in most stories race is not rel-
evant and to remind writers and editors to consider
carefully every time they start to type a racial iden-
tification.

In crime stories, we do not routinely report the
race of persons involved.  In some crime stories,
the editors may decide that a description of sus-
pects, still-at-large may help law enforcement au-
thorities.  In such cases, the description should be
complete enough to make the person described dis-
tinctive.

A statement that the suspect was 5-foot-9,
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weighed about 170 pounds, and was black (or white)
describes a very large proportion of the males in
Montgomery.

However, saying that the suspect was a 5-foot-
9 white male in his mid-30s weighing about 170
pounds, and who was wearing striped trousers and
a plaid shirt when he was seen fleeing down Dexter
Avenue at 9 p.m., separates that person from most
others.

Crime Victims.  Our general policy is to pub-
lish the names of crime victims (see section on sex
crimes).  Names will not be used if identification is
likely to endanger the life or health of the victim.  A
request by police, a victim or representative of the
victim to withhold the name from a news story for
such reasons should be given careful consideration.

In general, we do not list specific addresses of
crime victims:  A South Jackson Street man was
mugged Monday night.

If the crime occurs in a commercial establish-
ment, public building or other well known site
(Hank Williams’ grave, for example) or the victim’s
place of employment, the exact address should be
published.

We should be wary of publishing unnecessary
information that might put the victim or the victim’s
family at risk.

When we are talking with the relatives of crime
victims, we should make certain they know they
are talking to a reporter and do not object to being
quoted.  We should identify relatives by their rela-
tionship, but we should not use their addresses un-
less it is an essential element of the story.

In many cases, witnesses to crimes should not
be identified.  We should ask ourselves whether the
witness would be placed at risk if he or she were
named publicly.  This is particularly, true, of course,
if the person or persons who committed the crime
are still at large.

Identification of witnesses is acceptable when
the witness knowingly gives approval to be identi-
fied or when no danger to the witness can be fore-
seen.

This policy does not apply to trial coverage,
where witnesses who testify in public proceedings
should be identified.

Please see the AP Stylebook for more infor-
mation.

Representing The Hornet Tribune.  Staff
members often are invited to make speeches and
serve on panels, because they happen to work for
The Hornet Tribune.  They should be aware that
how they conduct themselves reflects on The Hor-
net Tribune.

Appearances in which a newsroom staffer is
put into a position of taking an editorial stand should
be avoided.  If a staff member takes an editorial
position, he or she may find that it makes him or
her unable to cover the beat in a objective manner.

We should be cautious about making appear-
ances that turn into debates or which benefit some
special interest organization to the detriment of the
newspaper.

In all cases, invitations to make speeches or to
appear on panels (television and otherwise) should
be cleared with a senior editor (the managing edi-
tor or the executive editor).

Polls.  Polls are a constant part of news.  They
gain the greatest attention during election time, and
political operatives often try to float their latest poll,
naturally showing that their candidate is gaining
ground, to reporters.

Some polls are legitimate and the information
they provide is of interest to our readers.  Others
are self-serving and inaccurate and treating them
as if they were scientific ill-serves our readers and
in the long run hurts our credibility.

Even if a poll is legitimate, we should be aware
that even the most accurate poll captures only pub-
lic opinion at the time it is taken.  A single poll
doesn’t establish a  trend.

Before we write about any poll, we should
estabilsh its legitimacy.

The National Council on Public Polls offers
a list of questions it says we should ask in estab-
lishing the validity of a poll:

1. Who did the poll?  You need to know who
conducted the poll in order to ask the other ques-
tions.

2. Who paid for the poll and why was it done?
That tells you and the reader who thought the topic
at hand was worth spending money to find out what
people think.  If the motive for doing the poll cre-
ates serious doubts about its validity, we should re-
frain from giving it news space.
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3. How many people were interviewed in the
survey?  Generally, the more people interviewed in
a scientific poll, the smaller the error due to sample
size.

4. How were those people chosen?  In the sci-
entific polls, the pollster uses a specific method for
picking respondents.  In many non-scientific polls,
the respondents are self-selected.

5. What area: nation, state or region — or what
group: teachers, lawyers, Democratic voters, etc.
— were these people chosen from?

6. How were the interviews conducted?  The
three main possibilities are in person at home, by
telephone or by mail.  Mail surveys can yield valu-
able information, but may be outdated by the time
the results are tabulated.  They can have errors, too,
because of low response rates. Surveys done in a
specific location, such as a shopping mall, should
never be treated as a scientific reflection of public
opinion.

7. Is this a dial-in-poll, a mail-in-poll, or a cou-
pon poll?  In all of these, the respondents are self-
selected, which means the numbers, no matter how
impressive they may sound, have no scientific va-
lidity.  (The coupons we run from time to time to
let readers sound off about the comic strips may
produce some interesting comments, but by no
means a valid reading of public opinion.)

8. What is the sampling error for the poll re-
sults?  It is possible for a scientific sample of 1,000
adults to accurately reflect the opinions of more
tham 185 million American adults.  For example, a
poll with a 3 percentage point of margin of error
with 95 percent of the time.  (Note:  There can be
other errors caused by bias in the questions or in
the way the poll taker conducts the interview.)

9.  What other kinds of mistakes can skew poll
results?  The way questions are phrased and ordered
can alter the poll results.  That’s why you need to
examine the questions.  Sometime poll results are
“weighted” to account for unequal probability of
selection and to correct demographics in the sample.
The experts note that a poll can be unduly manipu-
lated to give a desired result through weighting.

10.  What questions were asked?  You should
examine the exact questions that were asked to see
whether they appear to produce a desired result.  In
reporting on polls of particularly sensitive issues
— such as abortions — we ought to include the

wording of the questions in our news stories.
11.  In what order were the questions asked?

The order of questions can have an impact on the
poll’s results.  Sometimes that impact is interna-
tional, sometimes it is not.

12.  What other polls have been done on the
same topic?  So they show the same or different
results?  If the results are similar, it tends to vali-
date the poll.  If they differ, check the timing of the
polls.  If they were done about the same time, it
could indicate that one of the polls was rigged.  If
they were done at different times, it should indicate
a shift in public opinion.

13.  Was the poll part of a fund raising effort?
If so, it falls into the ranks of pseudo-polls.

EDITORIAL CYCLE

Reporter’s Beats.  Each staff member will be
assigned a beat (territory) that he/she must visit each
week and talk with specific individuals about what
is going on in that specific beat.  The intended use
of the beat is to ensure that all aspects of the uni-
versity are properly covered in a timely manner.

Once “occurrences” are identified, they should
be properly written up on the Reporter’s Beat Sheet
(Appendix E) and submitted to the general assign-
ment editor each Friday.

Editorial News Cycle.  All stories must fol-
low the prescribed editorial news cycle to achieve
both quality and quantity control.

1.  As story ideas are derived from the beats, a
“Beat Sheet” will be completed, which lists the story
idea, background information and the pertinent con-
tact information to set up an interview and gather
more facts.  The Beat Sheet should be forwarded to
the general assignment editor.

2.  The general assignment editor will collect
all of the Beat Sheets, review them thoroughly and
assign stories to each respective section through the
use of a general assignment sheet (Appendix F) -
indicating the date of the assignment, the due date,
the event, and the section that the story will be
placed.  The general assignment editor will then
place the completed general assignment sheet in the
respective section editor’s mailbox on Saturday af-
ternoon before the weekly editorial board meeting.
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After completing all of the general assignment
sheets, a composite weekly assignment sheet will
be prepared by the general assignment editor and
disseminated in each mailbox before noon on Mon-
day.

3.  Upon receipt of the general assignment
sheets, the content editor will review the assign-
ments in detail, and disseminate them to each of
his/her reporters/writers.  The section editor should
meet with each of the reporters/writers on Sunday
evening or Monday morning and conduct a front
line editing session to ensure that the assigned re-
porters/writers fully understand the assignments and
will conduct the interview(s) in a manner to obtain
all the information needed for a comprehensive
story.

4.  After reviewing the assignment, the re-
porter/writer will take the assignment to the writ-
ing coach for direction, angle and sources.

5.  The reporter/writer will interview, re-
search and gather the facts, and once the facts have
been gathered, the reporter/writer will write the story
on a Microsoft Word file, save the story in the proper
categorized file on the desktop of the computer, print
the story, proofread the story and staple the story to
the general assignment sheet.  The reporter/writer
will then take the story to the writing coach who
will then read the story with the writer and deter-
mine if any more information is required and
whether the proper angle was taken to achieve the
proper results.  If the writing coach recommends
that more sources are interviewed, the reporter/
writer will go back and interview more sources and
repeat the process.

6.  One the writing coach gives approval for
the story to move forward, the reporter writer will
print out the new story, staple it to the general as-
signment sheet, sign it under verification for re-
porter/writer and place it in the appropriate section
editor’s mailbox and send the story electronically
to the appropriate section editor’s mailbox.

7.  Upon receipt of the story, the section edi-
tor should read the story thoroughly for content first
and then edit the story for structure, grammar, ac-
curacy and news style using the Student Media
Stylebook and the Associated Press Stylebook.

8. Once the story has been evaluated for er-
rors by the section editor, and the corrections are
marked clearly in red ink, the hard copy of the story

should be sent back to the reporter/writer’s mail-
box so that the necessary corrections can be made
by the reporter/writer.  The section editor should
then send the story back to the reporter/writer elec-
tronically, letting the reporter/writer know that it is
not acceptable.  Once the corrections have been
made, a clean copy of the story should be printed
and stapled behind the corrected copy and both cop-
ies stapled to the general assignment sheet and re-
turned to the section editor, both manually and elec-
tronically, for review.

 9.  Once the section editor has reviewed the
story again and ensured that all corrections have
been made by the reporter/writer, the section editor
should staple the new copy of the story to the gen-
eral assignment sheet and provide the signatures
necessary under “Verification Signatures” and sub-
mit the story, both manually and electronically, to
the copy editor while returning the original story to
the reporter/writer for filing.

10.  Upon receipt of the story, the copy editor
shall read the copy thoroughly for errors using the
Associated Press Stylebook, The Hornet Tribune
Styleguide and the Copy Editor’s Checklist (Ap-
pendix G).  Once the copy is read and all errors
have been detected, a final headline should be as-
signed by the copy editor to the story.  If the story
has too many errors, the errors should be indicated
on the story and sent back to the appropriate sec-
tion editor for corrections.  If the errors are minor,
the copy editor should make the corrections him-
self/herself print out a new copy of the story, attach
it to the general assignment sheet, sign and date the
general assignment sheet under “Verification Sig-
natures,” and send the story to the managing editor
both physically to the managing editor’s mailbox
and electronically.

11.  Upon receipt of the printed copy of the
story, the managing editor will check the weekly
assignment sheet against the story to ensure the right
story is submitted for the assigned week.  Then the
story should be checked once more by the manag-
ing editor for errors, and the managing editor should
make any changes necessary for the story to be com-
plete and final.  If changes are necessary  the man-
aging editor should make them, sign the general as-
signment sheet and send the story, stapled to the
general assignment sheet, to the executive editor’s
mailbox both physically, and electronically.
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12.  The executive editor will read each story
thoroughly for content.  If errors are detected, the
executive editor will make the corrections on the
copy, and then make corrections electronically.

13.  After the corrections have been made by
the executive editor, the executive editor should
print out a final copy and place one copy in the
mailbox of the reporter/writer and send the other
copy, along with a Copy Submission Form (Appen-
dix H), to the Design Editor, both physically (in
his/her mailbox) and electronically.

Deadline Schedule.  In order for any campus
newspaper to be effective, it must be published regu-
larly and maintain a consistent schedule with cur-
rent, up-to-date reporting.  Therefore, it is essential
that deadlines are met.   It is the job of each section
editor to ensure that his/her section is complete.

1.  Assignment sheets will be completed and
placed in the mailboxes by the general assignment
editor between 1 p.m. and 8 p.m. on Saturday after-
noon.  These assignment sheets will have all of the
pertinent information needed to complete the as-
signment.

2. Standard weekly assignments such as com-
mentaries, crime reports, staff editorials and etc. are
due each Tuesday by noon.  All advertising should
be submitted to the presentation and design editor
no later than noon each Wednesday.

3. All other assignments are due not later than
Thursday at midnight unless the event will not oc-
cur until Friday or Saturday (basketball games and
etc.)  In that case the assignment is due the next day
by 5 p.m.

4.  Breaking news assignments are due 24
hours upon receipt.

5.  Deadlines are not an option.

PHOTOGRAPHY

All photos taken by staff photographers for the
purpose of publication are the property of the Of-
fice of Student Media, and not any individual pho-
tographer unless otherwise stipulated in writing by
the student media coordinator.

Photographs are not to be altered in any way
that deforms the actual event, which it captures or

otherwise alters its meaning or the representation
of the events depicted therein.

Great care should be taken to ensure that pho-
tos not be used in situations in which the photo
would serve to needlessly inflict greater duress on
individuals involved in the story surrounding the
shot.

The following guidelines apply to photos:

1. Photos taken for the newspaper should be
shot using digital cameras.

2. All photos appearing in The Hornet Tribune
must contain a photo credit as well as a caption to
clearly explain the situation captured.

3. Photographers must use taste and decorum
when taking pictures of their fellow students.

4. Do not take a picture of an individual if he/
she does not want to be pictured in a student publi-
cation, especially a candid photo.  In the event of
an actual news event, photographers are free to take
the pictures without getting an individual’s permis-
sion.

5. Photographers are required to get the names
of the persons pictured.  This is especially neces-
sary when four or less persons are in the photograph.
An editor has the right to refuse any photograph
that is not properly identified.

6. Image requests are mandatory.  Please
give visual services editor a three-day notice, ex-
cept for breaking stories.

Request for Images.
1.  The general assignment editor will com-

plete a Request for Images form (Appendix I) at
the same time that he/she completes the General
Assignment Sheet.

2.  Once the Request for Images has been com-
pleted thoroughly, it should be forwarded to visual
services editor.

3. The visual services editor will review the
forms closely to ensure that all the pertinent infor-
mation is included.

4.  If the information is complete, the visual
services editor will sign off on the request and as-
sign a staff photographer to fill the order.  If the
information is not complete, the visual services edi-
tor will forward the Request for Images back to
the general assignment editor indicating the infor-
mation that is missing.



5. Once the Request for Images has been
completed by the staff photographer, the visual ser-
vices editor will fill the order and sending the im-
ages electronically to thtdesign2011@gmail.com.

NEWS STORY STRUCTURE

Components of a news story.  There’s a spe-
cific formula that newspaper journalists should fol-
low when authoring a news story, and when done
correctly, the writer can effectively educate and en-
tertain readers from all walks of life. The “lead” of
a news story, typically the first paragraph, should
provide a clear and concise overview of the main
point(s) (who, what, when, where, how and why),
thereby conveying to the reader what he or she will
be learning about in the piece.

The content of a news story should be unbi-
ased, and completely fact-based. Sources of the in-
formation should be clearly cited and integrated into
the piece.

Sentences should be clear, concise and worded
in a manner that is appropriate for the audience.

Another important concept to keep in mind
when writing a news story is the pyramid format,
developed in the early years of broadcasting when
reception was often inconsistent. News reporters
placed the most important facts at the beginning of
the broadcast and additional information was men-
tioned in order of descending importance so that
listeners received the most important information
first, even in the event that a listener’s reception
was interrupted part-way through the broadcast.
Using the pyramid style of reporting ensured that
the most important information would be dissemi-
nated first.

Today, the pyramid format serves to present
the reader the most important facts first, drawing
him in to read the remainder of the story. Facts
should be mentioned in order of descending impor-
tance.

“Quotes can be a wonderful tool for a news
writer, when used appropriately,” explained long-
time journalist Doug Wood-Boyle, who has worked
in the field for over a quarter century.

He added, “Quotations can clearly illustrate
opposing opinions. They can also add a human feel

to a story, while also providing the writer with an
outlet to clearly illustrate a person’s thoughts or
opinion on an issue. They’re also perfect when
someone says something or illustrates a point more
effectively than you, the reporter, can accomplish.”

Consider the Newspaper Audience.  Writers
should also provide background information when
writing about the latest in a series of stories on a
particular subject. Provide background information
on past proceedings and clearly outline the evolu-
tion of the story. Writers should always assume that
the reader has no prior knowledge of the event, or-
ganization, etc. This same rule can also be applied
when covering an event or when writing a story
about an organization.

“My rule of thumb is this: Assume that the
reader has never read your publication. Reporters
should then fill-in any gaps in the information,”
Wood-Boyle explained.

Complementary information, such as the his-
tory of an organization or event, should be promi-
nently cited in a story. Often, this information is
included at the end of the piece, after the most im-
portant and timely information is discussed.

Preparing to Submit a Newspaper Article.
Once the author has completed the actual writing
process, there are several additional steps that should
be taken to ensure that the piece is ready for publi-
cation. Facts cited in the story should be verified in
order to ensure accuracy. Spelling and grammati-
cal errors can serve as a distraction to the reader, so
accuracy is key and all errors should be corrected
before a news story is submitted.

To aid in the newspaper article revision pro-
cess, news writers should be familiar with the jour-
nalistic writing style when authoring a piece.

Reference guides, such as The Associated
Press Stylebook and Libel Manual, can provide
detailed information on elements of proper journal-
istic style, including word and number usage. Is-
sued on a yearly basis by the Associated Press (AP),
The Associated Press Stylebook and Libel Manual
serves as the industry standard for journalistic writ-
ing style.
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ADVERTISING POLICIES
For complete information,consult the adver-

tising manager, advisor, and current advertising rate
card.

Advertising Terms of Acceptance.  Adver-
tising is not acceptable which, in the opinion of The
Hornet Tribune student newspaper, is libelous, pro-
motes academic dishonesty, violates any federal,
state, or local laws, or encourages discrimination
against any individual or group on the basis of race,
sex, sexual orientation, age, color, creed, religion,
national origin, or disability.

Further, The Hornet Tribune reserves the right
to refuse advertising that is felt to be in poor taste
or judgment; that is ambiguously or deceptively
worded or portrayed, making the product or ser-
vice unclear or open to misrepresentation.  The
Hornet Tribune reserves the right to edit or reject
any advertisement which it deems objectionable due
to subject matter, illustration, phraseology or setup.

The Hornet Tribune Free Ad Policy.  The
Hornet Tribune student newspaper sets its adver-
tising rates by balancing the total operating costs
of the newspaper against the student activity fee
allotment received and total revenue such advertis-
ing may raise.  This advertising percentage is fur-
ther broken down so that the lowest possible rates
are available to students, student groups, and col-
lege affiliated offices and still meet revenue require-
ments.  By following these procedures, The Hornet
Tribune is able to continue as a newspaper, as a “true
to life” training experience, and contribute to the
educational mission in its role as a student organi-
zation at this university.

In the interest of serving the ASU community,
The Hornet Tribune newspaper offers a “free ad-
vertising ” policy ... In order to insure fairness, con-
sistency, and manageability, the following guide-
lines apply:

Eligibility for free advertising is limited to stu-
dent organizations registered with the Office of Stu-
dent Activities.  Line item organizations and uni-
versity offices are not eligible.

Each organization is eligible for fifteen (15)
column inches (e.g., quarter page ad or variation)
per semester.  This amount cannot be divided or

spread over more than one issue.
The number of free advertisements accepted

for each issue will be determined by the number of
pages for the issue, amount of designated news
space, and editorial discretion.  Placement of free
advertising should not add to the number of pages
nor detract from paid advertising.

Free ads will be handled on a first come, first
serve basis.

Regular deadlines will be strictly adhered to.
Free advertisements must be camera-ready.
All free advertisement requests must be routed

through The Hornet Tribune ad manager or adviser.
Free ads may not be reserved/placed in spe-

cial issues (orientation,etc.)
Please understand that The Hornet Tribune’s

advertising revenue plays a part in the newspaper’s
total operating budget; this policy is intended as a
public service to the ASU community, but cannot
interfere with the need to meet revenue requirements
as approved by the SMB.

If you have any questions, please contact the
ad manager or the advisor.

Public Service Advertisements.  PSA’s are
filler ads.  These are nonspecific, no consideration
given ads which are placed by the production staff
after advertising and editorial layout is completed
to fill space.  PSA’s or fillers are never included in
the layout or paste-up stages.

Gratis Advertising.  Gratis Advertising is free
advertising.  While they may be PSA’s in text or
format, what defines these ads as free ads is that,
while space and dates are specifically reserved, no
charge is assessed.  The Hornet Tribune believes
that this practice is easily abused, unfair and un-
ethical.  Not acceptable by The Hornet Tribune.

Trade-outs.  Trade-outs are advertising space
given in exchange, in whole or part,for something
of value other than money (e.g., airline tickets,
movie passes,etc.).  The Hornet Tribune again be-
lieves that this practice is easily abused, unfair, and
unethical. Currently not acceptable by The Hornet
Tribune.

Editorial Space.  Editorial Space comes un-
der the direct domain of the student editorial staff



and is space reserved for editorial matter.
Classified Advertising.  Advertisers may

place classified ads via the web.  Classified adver-
tising must be prepaid and only by check or credit
card.  Cash cannot be accepted.  If the ad staff is
not in the office, staffers should contact the advi-
sor.   Be polite to clients.  Remember, the ad rev-
enue helps pay your salary.

Society of Professional
Journalists Code of Ethics

Preamble
Members of the Society of Professional Jour-

nalists believe that public enlightenment is the fore-
runner of justice and the foundation of democracy.
The duty of the journalist is to further those ends
by seeking truth and providing a fair and compre-
hensive account of events and issues.  Conscien-
tious journalists from all media and specialties strive
to serve the public with thoroughness and honesty.
Professional integrity is the cornerstone of a
journalist's credibility.  Members of the Society
share a dedication to ethical behavior and adopt this
code to declare the Society's principles and stan-
dards of practice.

Seek Truth and Report It

Journalists should be honest, fair and coura-
geous in gathering, reporting and interpreting in-
formation.

Journalists should:

* Test the accuracy of information from all
sources and exercise care to avoid inadvertent er-
ror. Deliberate distortion is never permissible.

* Diligently seek out subjects of news stories
to give them the opportunity to respond to allega-
tions of wrongdoing.

* Identify sources whenever feasible. The
public is entitled to as much information as pos-
sible on sources' reliability.

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

* Make certain that headlines, news teases and

promotional material, photos, video, audio, graph-
ics, sound bites and quotations do not misrepresent.
They should not oversimplify or highlight incidents
out of context.

* Never distort the content of news photos or
video. Image enhancement for technical clarity is
always permissible. Label montages and photo il-
lustrations.

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

* Avoid undercover or other surreptitious
methods of gathering information except when tra-
ditional open methods will not yield information
vital to the public. Use of such methods should be
explained as part of the story

* Never plagiarize.
* Tell the story of the diversity and magni-

tude of the human experience boldly, even when it
is unpopular to do so.

* Examine their own cultural values and avoid
imposing those values on others.

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

* Support the open exchange of views, even
views they find repugnant.

* Give voice to the voiceless; official and
unofficial sources of information can be equally
valid.

* Distinguish between advocacy and news
reporting. Analysis and commentary should be la-
beled and not misrepresent fact or context.

* Distinguish news from advertising and shun
hybrids that blur the lines between the two.

* Recognize a special obligation to ensure that
the public's business is conducted in the open and
that government records are open to inspection.

Minimize Harm

Ethical journalists treat sources, subjects and
colleagues as human beings deserving of respect.

Journalists should:

* Show compassion for those who may be
affected adversely by news coverage. Use special
sensitivity when dealing with children and inexpe-
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rienced sources or subjects.
* Be sensitive when seeking or using inter-

views or photographs of those affected by tragedy
or grief.

* Recognize that gathering and reporting in-
formation may cause harm or discomfort. Pursuit
of the news is not a license for arrogance.

* Recognize that private people have a greater
right to control information about themselves than
do public officials and others who seek power, in-
fluence or attention. Only an overriding public need
can justify intrusion into anyone’s privacy.

* Show good taste. Avoid pandering to lurid
curiosity.

* Be cautious about identifying juvenile sus-
pects or victims of sex crimes.

* Be judicious about naming criminal suspects
before the formal filing of charges.

* Balance a criminal suspect’s fair trial rights
with the public’s right to be informed.

Act Independently

Journalists should be free of obligation to any
interest other than the public's right to know.

Journalists should:

* Avoid conflicts of interest, real or perceived.
* Remain free of associations and activities

that may compromise integrity or damage credibil-
ity.

* Refuse gifts, favors, fees, free travel and
special treatment, and shun secondary employment,
political involvement, public office and service in
community organizations if they compromise jour-
nalistic integrity.

* Disclose unavoidable conflicts.
* Be vigilant and courageous about holding

those with power accountable.
* Deny favored treatment to advertisers and

special interests and resist their pressure to influ-
ence news coverage.

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

Be Accountable

Journalists are accountable to their readers, lis-

teners, viewers and each other.

Journalists should:

* Clarify and explain news coverage and in-
vite dialogue with the public over journalistic con-
duct.

* Encourage the public to voice grievances
against the news media.

* Admit mistakes and correct them promptly.
* Expose unethical practices of journalists and

the news media.
* Abide by the same high standards to which

they hold others.

Overview
To seek truth and to publish it is the two-step

goal of a journalist. Despite the complexities of
today’s college media world, truth-seeking remains
paramount. To help journalists be true to this goal,
newspapers, magazines and yearbooks adopt rules
and guidelines, which are often called a code of eth-
ics, for their members to follow. The code contains
specific standards of conduct and moral judgments.
Some points are specific and inflexible; others may
be imprecise due to extenuating circumstances.
Some are based on law. Once a code is adopted, it
brings desirable uniformity to some degree in the
group’s search for truth. The code answers ques-
tions and reminds those who operate under it that
standards of honesty and performance exist. A code
of ethics is not a burden; rather, a code is a useful
license to practice news gathering and publishing
free of much uncertainty. The code can be used in-
dividually by men and women to measure their
work. The code can also be used to evaluate the
integrity of the publication as a consumer product.
Readers should expect nothing less than the truth;
adoption of a code of ethics by those who publish
helps safeguard the public trust given to journal-
ists.

A model ethics policy statement may be
adopted without changes, but it is more likely that
a staff will want to individualize the code to fit any
unique characteristics of the campus and the publi-
cation. Ideally, this model will be suitable for news-

Associated Collegiate
Press Model Code of Ethics



cilities at these events may only be used by staff
members who are assigned to cover the event. Free
tickets or passes may be accepted by staff members
for personal use only if tickets are available on the
same complimentary basis to non-journalists.

04      Ownership of Books, Records, Other
Products Given for Review

Any materials given to the publication for re-
view become the property of the publication and
not of any individual staff member.

05     Other Employment
Other employment must not conflict with the

staffers first responsibilities to the publication. The
staffer must report any other employment to the edi-
tor to avoid any conflicts of interest with assign-
ments or other staff editorial or business responsi-
bilities or influences.

06      Other Campus Media Work
To avoid a conflict of interest, a staffer may

not hold two or more similar positions on two or
more campus news, public information or public
relations mediums or organizations.

07   Other Off-campus or Freelance Media
Work

Approval of work for an off-campus medium
and freelance work should be sought in advance of
the commitment. It is permissible only in a non-
competitive medium, on a staffer’s own time and
should not conflict with the staffer’s obligations to
the publication.

08      Membership in Campus Organiza-
tions

 Staffers may not cover a campus organization
they belong to or participate in any editorial or busi-
ness decisions regarding that organization. Staffers
may provide story leads about the organizations to
which they belong to other staffers. Staffers should
report their memberships to their supervising edi-
tor. To maintain the role of the press as an indepen-
dent watchdog of government, a staffer should not
be an elected or appointed member of student gov-
ernment.

papers, yearbooks and magazines published by stu-
dents. However, some of the points may be more
appropriate for one type of publication than another.
Finally, the realities of budgets and staff numbers
may make some points impractical or impossible
to follow completely. If the complete model is un-
attainable, a staff will want to adopt those points
which are important and attainable regardless of
limitations caused by budgets and other factors.

A staff should view a code of ethics as a living
document. All staff members should have a copy;
it should be discussed at a staff meeting at the start
of a publishing term; all new recruits, including vol-
unteers and paid staff, should be introduced to the
code as a part of their orientation. It should be re-
vised as needs change and it should be compared to
other codes for completeness. Collegiate journal-
ists who follow a code of ethics will find the transi-
tion to commercial or nonstudent media easier.

01      Free Travel
To remain as free of influence or obligation to

report a story, the journalist should not accept free
travel, accommodations or meals related to travel.
For convenience, sports reporters may travel on
team charters, but the publication should pay the
cost of the transportation and related expenses. The
same pay-as-you-go policy should apply to non-
sports reporting as well, including businesses and
governments. Free travel and accommodations
which are non-coverage related and which may be
provided by a vendor may be accepted if the pri-
mary purpose is for education or training and is re-
lated to the fulfillment of an agreement or contract.

02      Gifts
Gifts should not be accepted. Any gift should

be returned to the sender or sent to a charity. If the
gift is of no significant value, such as a desk trin-
ket, small food item or pen, the staff member may
retain the gift.

03      Free Tickets, Passes, Discounts
If money is available, staffers assigned to cover

a sporting event, lecture, play, concert, movie or
other entertainment event should pay for admission.
Free tickets or passes may be accepted by staff
members assigned to cover an event or by those
attending for legitimate news purposes. Press fa-
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09  Outside Activities, Including Political
Political involvement, holding public office

off-campus and service in community organizations
should be considered carefully to avoid compro-
mising personal integrity and that of the publica-
tion. The notion of the journalist as an independent
observer and fact-finder is important to preserve. A
staffer involved in specific political action should
not be assigned to cover that involvement. Staffers
should conduct their personal lives in a manner
which will not lead to conflicts of interest.

10   Relationships and Coverage
Staffers must declare conflicts and avoid in-

volvement in stories dealing with members of their
families. Staff members must not cover- in words,
photographs or artwork- or make news judgments
about family members or persons with whom they
have a financial, adversarial or close relationship.

11  Use of Alcoholic Beverages
While on Assignment Even though a staffer

may be able to drink legally, no or only light drink-
ing in a social setting such as a dinner or reception
is recommended to avoid any suspicion by a source
or the public that the staffer’s judgment, credibility
or objectivity is impaired by alcohol. When cover-
ing an event where alcohol is served, staffers should
not accept free drinks. Staffers should avoid the
appearance that they are being “wined and dined”
by any source or agency.

12      Sexual Harassment
Sexual harassment is: (verbal) suggestive com-

ments, sexual innuendo, threats, insults, jokes about
sex-specific traits, sexual propositions; (nonverbal)
vulgar gestures, whistling, leering, suggestive or
insulting noises; (physical) touching, pinching,
brushing the body, coercing sexual intercourse, as-
sault. This conduct can be called jobrelated harass-
ment when submission is made implicitly or ex-
plicitly a condition of employment, a condition of
workrelated assignments, compensation and other
factors, and if such conduct interferes with the
staffer’s performance or creates a hostile, intimi-
dating or offensive work environment. Sexual ha-
rassment is prohibited. A staff should establish a
procedure to report any harassment claim. That pro-
cedure should include two alternate methods of re-

porting, information on how the claim will be in-
vestigated, and what will be done to correct the situ-
ation if it is real harassment. A staff meeting that
includes a discussion of sexual harassment and
working conditions is recommended at the start of
each publishing term.

13      Plagiarism of Words, Art, Other
Plagiarism is prohibited and is illegal if the

material is copyright protected. For the purposes of
this code, plagiarism is defined as the word-for-word
duplication of another person’s writing and shall
be limited to passages that contain distinctively per-
sonal thoughts, uniquely stylized phraseology or ex-
clusive facts. A comparable prohibition applies to
the use of graphics. Information obtained from a
published work must be independently verified be-
fore it can be reported as a new, original story. This
policy also forbids lifting verbatim paragraphs from
a wire service without attribution, or pointing out
that wire stories were used in compiling the story.

14      Fabrication of Any Kind
The use of composite characters or imaginary

situations or characters will not be allowed in news
or feature stories. A columnist may, occasionally,
use such an approach in developing a piece, but it
must be clear to the reader that the person or situa-
tion is fictional.

15      Electronically Altered Photos
Electronically altering the content of photos

for news and general feature stories or as stand-
alone news and feature photos is not allowed. Con-
tent may be altered as a special effect for a limited
number of features if the caption or credit line in-
cludes that fact and if an average reader would not
mistake the photo for reality. Readers expect pho-
tos and stories to be truthful.

16   Photo Illustration
Set-ups or posed scenes may be used if the

average reader will not be misled or if the caption
or credit line tells readers that it is a photo illustra-
tion.

17  Use of Photographs of Victims of Acci-
dents, Fires, Natural Disasters

Photos have a tremendous impact on readers.
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The question of privacy versus the public’s right to
know should be considered. The line between good
and bad taste and reality and sensationalism is not
always easy to draw. Care should be taken to main-
tain the dignity of the subject as much as possible
without undermining the truth of the event.

18      Reporting Names, Addresses of Crime
Victims

Staffers need to know the state laws that gov-
ern the publication of the names of rape and sexual
assault victims. Generally, the names of rape vic-
tims are not published; however there is a trend to
ask rape victims to go public. This may be negoti-
ated between the victim and the publication. Vic-
tims of non-sexual crimes may be identified, but
the publication has a responsibility to give some
protection to the victim such as giving imprecise
addresses. With the exception of major crimes, an
arrested person is not named until charges are filed.

19   Cooperation with Law Enforcement,
Government, College Administration

To be an effective watchdog on other agen-
cies, a publication must remain independent. The
publication should not take over any of the duties
of any outside agency; cooperation or involvement
in the work of these agencies should be restricted
to what is required by law. Staffers should know
any freedom of information, open meetings and
shield laws that apply to their work. If a staffer
thinks any public authority is interfering with the
staffer’s functions as a journalist, the incident should
be reported to the editor.

20 Scrutiny of a Public Person ’s Life
Conflicts exist between a person ’s desire for

privacy and the public good or the public ’s right to
know about a public person ’s life.  Persons who
freely choose to become public celebrities or pub-
lic servants should expect a greater level of scru-
tiny of their life than a private person-even a pri-
vate person who suddenly is involved in a public
situation.  Staffers should make judgments based
on the real news value of the situation, common
sense and decency.  Reporters and photographers
should not badger a person who has made it clear
that he or she does not want to be interviewed or
photographed.  One exception is those who are in-

volved in criminal activity or in court.  Publishing
intimate details of a person ’s life,such as their health
or sexual activities,should be done with extreme
care and only if the facts are important for the com-
pleteness of a story and reflect in a significant way
upon the person’s public life.

21 Profane,Vulgar Words, Explicit Sexual
Language

The primary audience of a college publication
is adults.  Profane and vulgar words are a part of
everyday conversation, but not generally used for
scholarly writing.  During the interview stage of
news gathering, staffers will encounter interviewees
who use words viewed as vulgar and profane.  The
staff may publish these words if the words are im-
portant to the reader ’s understanding of the situa-
tion-the reality of life-or if the words help establish
the character of the interviewee.  The staff may de-
cide to limit references to prevent the vulgar or pro-
fane language from overshadowing the other, more
important facts of the story.  Profane and vulgar
words are not acceptable for opinion writing.
Though they may be vulgar or profane, individual
words are not obscene.  Explicit language-but not
vulgar, street language-describing sexual activities
and human body parts and functions should be used
for accurate reporting of health stories and, in a more
limited way, for sexual crime stories.

22 Sexist Language
Staffers will avoid sexist labels and descrip-

tive language and replace them with neutral terms
and descriptions.

23 Negative Stereotyping
Staffers will take care in writing to avoid ap-

plying commonly thought but usually erroneous
group stereotypes to individuals who are members
of a particular group.  Generalizations based upon
stereotypes can be misleading and inaccurate.  In a
broader sense, writers and photographers should
avoid more subtle stereotyping in their selection of
interviewees and subjects of photographs.Some
examples of negative stereotypes:  unmarried, black,
teenage, welfare mothers; unemployed, alcohol-
using Native Americans; overweight, long-haired,
white, biker outlaws; limp-wristed, effeminate gays;
inarticulate, dumb, blonde women.
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24 Use of Racial, Ethnic Other Group Iden-
tifiers

Identification of a person as a member of any
population group should be limited to those cases
when that membership is essential for the reader’s
complete understanding of the story; it should be
done with great care so as not to perpetuate nega-
tive group stereotyping.  When identifiers are used,
it is important that the correct one be used. Some
examples of identifiers:  Hispanic, Jew, lesbian, Ital-
ian, person with AIDS (PWA), physically chal-
lenged, hearing impaired.

25 False Identity, Stolen Documents, Con-
cealed Recording, Eavesdropping

In the ordinary course of reporting, no staffers
shall misrepresent themselves as anything other than
representatives of the publication. In extraordinary
circumstances, when an editor judges that the in-
formation cannot be obtained in any other way and
the value of that information to the readers is im-
portant, the editor may authorize a misrepresenta-
tion.  Staffers may not steal or knowingly receive
stolen materials.  Except in situations judged by an
editor as extraordinary, a staffer shall not record an
interview or meeting without the interviewee’s per-
mission or the obvious placement of a recording
device (not hidden) at the start of the interview or
meeting in which case the interviewee or
newsmakers do not object and are aware of the pres-
ence of the recording device.  Committing an ille-
gal act to eavesdrop on a source is not allowed.  State
laws on the use of recording devices should be
checked.

26 Granting and Preserving Confidential-
ity to Sources

A reporter should not promise confidentiality
to a source without the permission of the editor.
Confidentiality should only be given if there is a
real danger that physical, emotional or financial
harm will come to the source if his or her name
were revealed.  The editor should have all the facts
and the source’s name before the decision is made.
The editor should know of any laws pertaining to
confidentiality and disclosure before a decision is
made.  A reporter should make every attempt to get
the same information from another source who
agrees to be named since the goal is to attribute all

information to a specific source for all stories.

27 Anonymous Sources
Generally, anonymous sources are not used in

stories.  Information that comes from an unnamed
or unknown source should not be used unless it can
be verified through another, known source.  If two
independent sources verify the information and both
are unnamed, an editor may decide to publish the
information with careful consideration of the need
for immediacy and the news value of the informa-
tion.  The source may be identified generally as one
associated with an agency to give some degree of
credibility to the information.(See confidentiality.)
The danger exists that the reader may not believe
the information ifsources are not given; the
publication’s credibility may suffer; information ob-
tained later from a named source and verified may
disprove the information given by the unnamed or
unknown sources.

28 Corrections
An inaccuracy is never knowingly published.

If any error is found, the publication is obligated to
correct the error as soon as possible, regardless of
the source of the error.  A consistent location for
the publication of corrections is recommended.
Such a location could be on the editorial or op-ed
page of a newspaper.  It should be clearly and promi-
nently labeled as a correction.  A magazine or year-
book published semi-or annually may want to pub-
lish a correction in the student newspaper which is
published more frequently.  Clarification may also
be labeled and published in the same manner.

29 Ownership of Work
Regardless if a staffer is paid or is a volunteer,

the publication “owns” the published and unpub-
lished work done by staffers if the work was done
as a staff assignment.  Ownership of unpublished
work may revert to the staffer at a certain time if
the editor agrees with this arrangement.  The publi-
cation has unlimited use of the work.  The act of
voluntarily joining a staff indicates approval of this
policy.
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ACCESS LISTACCESS LISTACCESS LISTACCESS LISTACCESS LIST
The following students have been given permission to access the Offices of Student Media

during the period____________________________________________________________

to complete necessary assignments or work for one of the student mediums:

Name

Name

Name

Name

Name

Name

Name

Name

Name

Name

Name

Name

Division Head

Student Media Coordinator

University Center Director

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student Identification #

Student MediaStudent MediaStudent MediaStudent MediaStudent Media

�“Where the Ordinary
become Extraordinary�”
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KEY REQUEST FORM

I understand that I have been selected to have a key to the ____________________________

____________ student media office.  My acceptance of this key is according to the following

guidelines:

• I will keep the key in my possession at all times.

• I will be responsible for the operation of the office anytime that my key is used to gain access.

• I will be responsible for all items in the Office when my key is used to gain access.

• I agree to return my key at any time due to the request of the division head or student media
coordinator.

• Upon completion of the academic year, I will return the key to the student media director.

I agree to the above terms for borrowing a key to the _______________________________

student media office.

Request made by ____________________________________ Date________________

Division Head________________________________________ Date________________

FOR OFFICE USE:

Key # issued
Key returned

Key # issued
Key returned

Semester/Year
Date

Semester/Year
Date

Student MediaStudent MediaStudent MediaStudent MediaStudent Media

�“Where the Ordinary
become Extraordinary�”
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Let it be known that _________________________________________________________
has been appointed to the position of ___________________________________  for
the____________________________ year.  The term of this appointment will be from May 1,
______ to April 30, ______.  This position is directly advised by faculty adviser, writing coach and
the student media coordinator.

With the signing of this agreement, the person named above:
1)  Has read and agrees to abide by The Hornet Tribune Policies and Procedures Manual

before the term or appointment begins.
2)  Has read and agrees to follow the position description for this position.
3)  Knows that attendance at Student Media Board meetings, retreats, and/or training sessions

may be required.
4)  Will enforce all deadlines as established by staff and contracts.
5)  Understands that if he/she is selected for payment, this position is a minimal sum ($7.25

an hour) and for volunteer participation in student media work which is not considered an employ-
ment relationship by the WHPC Divisions of the U. S. Department of Labor.

6) Understands that his/her participation is strictly voluntary and that payment cannot be
considered until after one semester spent as a correspondent.

7)  Clearly understands that The Hornet Tribune is published for all students and other seg-
ments of the university and not just a small group.

Executive Editor Date

Student Media Coordinator Date

Student Media Board Chairman Date

Associate Provost for Student Services Date

RIBUNEThe Hornet

 www.thehornettribune.com

Student MediaStudent MediaStudent MediaStudent MediaStudent Media

�“Where the Ordinary
become Extraordinary�”
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STORY 1:

News

Context

Impact

Reporter

Editor:

Photograph:

Breakout:

Graphics:

Length:

Deadline:

STORY 2:

News:

Context:

Impact:

Reporter

Editor:

Photograph:

Breakout:

Graphics:

Length:

Deadline:
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REPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEET
Attending and maintaining a beat is the most comprehensive mechanism utilized to ensure comprehensive campus
coverage of news events and activities.  Each reporter has been assigned a beat and is expected to cover that beat
daily either by visiting in person or by the use of telephone.  Each Friday, this form should be submitted to the
general assignment editor.  The information obtained from this form will be used to make assignments for stories.
Therefore, please be specific with the details.

Date:

Beat:

Upcoming Activity or Event

Date and Time of Acrtivity or Event

Location/Building/Room # of Activity or Event

Best Contact(s) to find out more information about event/activity:

Telephone number(s) to reach contacts:

REPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEETREPORTER�’S BEAT SHEET
Attending and maintaining a beat is the most comprehensive mechanism utilized to ensure comprehensive campus
coverage of news events and activities.  Each reporter has been assigned a beat and is expected to cover that beat
daily either by visiting in person or by the use of telephone.  Each Friday, this form should be submitted to the
general assignment editor.  The information obtained from this form will be used to make assignments for stories.
Therefore, please be specific with the details.

Date:

Beat:

Upcoming Activity or Event

Date and Time of Acrtivity or Event

Location/Building/Room # of Activity or Event

Best Contact(s) to find out more information about event/activity:

Telephone number(s) to reach contacts:
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RIBUNEThe Hornet

 www.thehornettribune.com

General Assignment Editor

Date and Time Assigned

Section Assigned

Date and Time Assignment Due

Event To Be Covered

Title of the Story

Contacts for the Story

Time and Location of Event

Number of Photographs to be Used

Reporter/Writer Assigned

VERIFICATION SIGNATURES
Reporter/Writer Assigned

Date and Time Completed

Writing Coach
Date and Time Completed

Section Editor
Date and Time Completed

Copy Editor
Date and Time Completed

Copy Desk Chief
Date and Time Completed

Managing Editor
Date and Time Completed

Executive Editor
Date and Time Completed

Faculty Adviser
Date and Time Completed
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COPY EDITOR�’S CHECKLISTCOPY EDITOR�’S CHECKLISTCOPY EDITOR�’S CHECKLISTCOPY EDITOR�’S CHECKLISTCOPY EDITOR�’S CHECKLIST

Name of Story

Reporter/Writer of Story

Date Story Received

Name of Editor/Date Story Edited

Reading for Understanding

Improving the Organization and Focus

Editing for Accuracy

Editing for Grammar and Style

Editing for Language and Sentence Structure

               Incomplete    Complete

Recommended Headline

Should graphics be added to the story?

What kind of pictures would be recommended?

Do the quotes add color to the story?

Does the writer using AP style correctly?

Accept:

Reject:

Comments:



APPENDIX H
Copy Submission Form



 The Hornet Tribune Staff Manual       83

RIBUNEThe Hornet

 www.thehornettribune.com

COPY SUBMISSION FORM

Date and Time Submitted to P&D Editor

Title of Story

Section:

Reporter/Writer of Story

Story to be placed on World Wide Web

Executive Editor

DESIGN AND GRAPHICS
Graphics and Design Editor

Design Technician

Quality Control Editor

Graphics and Design Editor
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Student MediaStudent MediaStudent MediaStudent MediaStudent Media

INTERNAL IMAGE REQUEST FORMINTERNAL IMAGE REQUEST FORMINTERNAL IMAGE REQUEST FORMINTERNAL IMAGE REQUEST FORMINTERNAL IMAGE REQUEST FORM
Date Image Request is made

Date of the Event or Activity

Name of the Publication or Division Requesting Images

Event or Activity to be Covered

Location of Event or Activity to be Covered

Number of Images Needed

Description of the Images Needed

Name of the Requestor

Email Address Telephone Number

Date Images are Needed

Signature Date

FOR OFFICE USE ONLY
Staff Photographer Assigned

Date and Time Staff Photographer Completed Assignment

Number of Images captionized by Staff Photographer

Name of Camera and Lenses Used

Email Address images were forwarded

Number of  Images mailed to E-mail address

Visual Services Editor

�“Where the Ordinary
become Extraordinary�”
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Operating Instructions for
Apple Computers

1. Turn the computer to the �“ON�” mode by depressing the button on the side of the
computer.

2. Once the computer �“boots up�” and is ready for use, select the word processing
program that you want to use from the dock located at the bottom of the screen
(Apple Works, Claris Works, Microsoft Word, Excel, etc.).

3. Once selected, click twice on the icon with the mouse.  This should open the
program that you have selected.

4. When the program opens, complete the desired job such as typing in your
story.

5. When finished, save the article with the appropriate name and save it to the
appropriate folder.  (No articles should be left on the desktop).

6. Once you have saved the the article and placed it into the appropriate folder,
go to APPLE icon in the upper left hand corner and move the cursor to
SHUT DOWN.

7. This action will turn the computer completely off.
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Using the Telephone



Dialing Instructions for
Telephone Features

To Place a Call on Hold

*Flash the switch-hook and dial *4

To Return to the Call

*Depress and hold swicth-hook. The call will ring back

Call Waiting

*When the call waiting tone is heard, flash the switch-hook and dial *4

*To return to the first call, depress and hold switch-hook. The first call will ring back

*To juggle between calls, flash the switch-hook and dial *4

Call Transfer (On campus only)

*Flash the switch-hook, then dial extension (announce the call if desired) and hang up.

*If the extension is busy or no answer, flash the switch-hook twice to return to the caller.

Three-Way Calling

*Flash switch-hook and dial the party to be added.

*When the party to be added answer, flash switch-hook to join all parties.

*If the number to be added is busy, doesn�’t answer, or is misdialed, flash the switch-hook twice
to return to the first caller

Automatic Call-Back (On campus only)

*Flash the switch and dial *5 and hang up. Your telephone will rang when the party you are
calling is available

*To cancel, dial #5 and hung up.

Last Number Dialed

*To have the system redial the last number you dialed, dial #9
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January 1, 2011

Mr. Henry Davis, Executive Director
Department of Public Safety
Alabama State University
915 South Jackson Street
Montgomery, Alabama  36104

Dear Mr. Davis:

Pursuant to the state open records law, Alabama Section Code 36-12-40, I write to request
access to and a copy of the incident report and any other documents prepared or collected
by your department relating to the assault that occurred outside Levi Watkins Learning
Resource Center on the evening of September 1, 2010.  If your office does not maintain
these public records, please let me know who does and include the proper custodian�’s
name and address.

I agree to pay any reasonable copying and postage fees of not more than $5.  If the cost
would be greater than this amount, please notify me.  Please provide a receipt indicating
the charges for each document.

As provided by the open records law, I will expect your response within ten (10) business
days.

If you choose to deny this request, please provide a written explanation for the denial
including a reference to the specific statutory exemption(s) upon which you rely.  Also,
please provide all segregable portions of otherwise exempt material.

Please be advised that I am prepared to pursue whatever legal remedy necessary to
obtain access to the requested records.  I would note that willful violation of the open
records law can result in a fine of up to $500 and the award of court costs and attorney
fees.

Thank you for your assistance.

Sincerely,

Kieyana Edwards
Executive Editor
The Hornet Tribune
Alabama State University
915 South Jackson Street
Montgomery, Alabama  36104
(334) 229-4273
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Employee
Name________________________________________SS#:________________________________

Job
Title______________________________________________________________________________

Division___________________________________________________________________________

Period of Evaluation: From __________________________ To_______________________________

Time in current position ________________Time with Office of Student Media___________________

PART I - INSTRUCTIONS TO RATER
Listed below are five performance factors, seven behavioral traits, and five supervisory factors that are
important in the performance of the employee�’s job. Performance factors and behavioral traits must be
utilized for all employees. The supervisor factors should be utilized only for employees with supervisory
responsibilities.
NOTE: A rating of Unacceptable (1) Needs Improvement (2) or Superior (5) requires comments.
The �“overall performance�” evaluation should reflect the employee�’s total performance, including the
performance factors as related to the employee�’s responsibilities and duties as set forth in the job
description, behavioral traits and supervisory factors, if applicable.

Distribution Instructions: 1. Return the original form to Office of Student Media, Alabama State
University, 915 South Jackson Street, Montgomery, Ala.  36104

2. Maintain one copy for departmental records.
3. Distribute one copy to the employee.

Marking Instructions: The supervisor should indicate the employee�’s performance
by circling the appropriate level of performance.

The following rating scale guide is being provided to assist the evaluator in assigning the most appro-
priate measurement of the employee�’s performance factors, behavioral traits and supervisory factors.

1 = Unacceptable - Consistently fails to meet job requirements; performance clearly
below minimum requirements. Immediate improvement required
to maintain employment.

2 = Needs Improvement �– Occasionally fails to meet job requirements; performance must
improve to meet expectations of position.

3 = Meets expectations �– Able to perform 100% of job duties satisfactorily. Normal guidance
and supervision are required.

4 = Exceeds expectations �– Frequently exceeds job requirements; all planned objectives were
   achieved above the established standards and accomplish
   ments were made in unexpected areas as well.

5 = Superior �– Consistently exceeds job requirements; this is the highest level of
performance that can be attained.
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PART II - PERFORMANCE FACTORS

1. Knowledge, Skills, Abilities �– Consider the degree to which the employee exhibits the required level of
 job knowledge and/or skills to perform the job and this employee�’s use of established techniques, materials
and equipment as they relate to performance.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments____________________________________________________________________________
_____________________________________________________________________________________

2. Quality of Work �– Does the employee complete assignments meeting quality standards? Consider accu-
racy, neatness, thoroughness and adherence to standards and safety rules.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments___________________________________________________________________________
____________________________________________________________________________________

3. Quantity of Work �– Consider the results of this employee�’s efforts. Does the employee demonstrate the
ability to manage several responsibilities simultaneously; perform work in a productive and timely
manner; meet work schedules?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments___________________________________________________________________________
____________________________________________________________________________________

4. Work Habits �– To what extent does the employee display a positive, cooperative attitude toward work
assignments and requirements? Consider compliance with established work rules and organizational
policies.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments___________________________________________________________________________
____________________________________________________________________________________

5. Communication �– Consider job related effectiveness in dealing with others. Does the employee express
ideas clearly both orally and in writing, listen well and respond appropriately?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments____________________________________________________________________________
_____________________________________________________________________________________

PART III - BEHAVIORAL TRAITS

1. Dependability �– Consider the amount of time spent directing this employee. Does the employee monitor
projects and exercise follow-through; adhere to time frames; is on time for meetings and appointments; and
responds appropriately to instructions and procedures?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments___________________________________________________________________________
____________________________________________________________________________________



2. Cooperation �– How well does the employee work with co-workers and supervisors as a contributing
team member? Does the employee demonstrate consideration of others; maintain rapport with others;
help others willingly?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________

3. Initiative �– Consider how well the employee seeks and assumes greater responsibility, monitors projects
independently, and follows through appropriately.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________

4. Adaptability �– Consider the ease with which the employee adjusts to any change in duties, procedures,
supervisors or work environment. How well does the employee accept new ideas and approaches to work,
respond appropriately to constructive criticism and to suggestions for work improvement?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________

5. Judgment �– Consider how well the employee effectively analyzes problems, determines appropriate
action for solutions, and exhibits timely and decisive action; thinks logically.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________

6. Attendance �– Consider number of absences.

_________Unacceptable __________Acceptable
Comments_____________________________________________________________________________
______________________________________________________________________________________

7. Punctuality �– Consider work arrival and departure in accordance with departmental and University policy.

_________Unacceptable __________Acceptable
Comments_____________________________________________________________________________
______________________________________________________________________________________

PART IV - SUPERVISORY FACTORS

1. Leadership �– Consider how well the employee demonstrates effective supervisory abilities; gains respect
and cooperation; inspires and motivates subordinates; directs work group toward common goal.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior N/A
1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________



2. Delegation �– How well does the employee demonstrate the ability to direct others in accomplishing work;
effectively select and motivate staff; define assignments; oversee the work of subordinates?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior N/A
     1 2 3 4 5

Comments_____________________________________________________________________________
______________________________________________________________________________________

3. Planning and Organizing �– Consider how well the employee plans and organizes work; coordinates with
others, and establishes appropriate priorities; anticipates future needs; carries out assignments effectively.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior N/A
     1 2 3 4 5

Comments____________________________________________________________________________
_____________________________________________________________________________________

4. Administration �– How well does the employee perform day-to-day administrative tasks; manage time;
administer policies and implement procedures; maintain appropriate contact with supervisor and utilize
funds, staff or equipment?

    Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior N/A
     1 2 3 4 5

Comments______________________________________________________________________________
_______________________________________________________________________________________

5. Personnel Management �– Consider how well the employee serves as a role model; provides guidance
and opportunities to their staff for their development and advancement; resolves work-related employee
problems; assists subordinates in accomplishing their work-related objectives. Does the employee
communicate well with subordinates in a clear, concise, accurate, and timely manner and make useful
suggestions?

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior N/A
     1 2 3 4 5

Comments____________________________________________________________________________
_____________________________________________________________________________________

PART V - GOALS/OBJECTIVES/SPECIAL ASSIGNMENTS

Where goals, objectives, projects, special assignments, etc. have been clearly established, progress of these
tasks should be evaluated. In cases where special goals or objectives are not appropriate, the supervisor
should identify the major duties and/or responsibilities of the job and evaluate the employee accordingly.
List and evaluate progress made on major pre-determined goals, objectives, projects, job duties and special
assignments by marking the appropriate box. The �“Comments�” space may be used for satisfactory progress
but must be used for unsatisfactory progress. Attach additional sheets if necessary.

1. Goal/Objective/Project/Major Job Duty/Special Assignment

_____ Accomplished or Satisfactory Progress _____ Unsatisfactory Progress (See �“Comments�” Below)
Comments:____________________________________________________________________________
______________________________________________________________________________________

2. Goal/Objective/Project/Major Job Duty/Special Assignment

_____ Accomplished or Satisfactory Progress _____ Unsatisfactory Progress (See �“Comments�” Below)
Comments:____________________________________________________________________________
_____________________________________________________________________________________



3. Goal/Objective/Project/Major Job Duty/Special Assignment

_____ Accomplished or Satisfactory Progress _____ Unsatisfactory Progress (See �“Comments�” Below)
Comments:___________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

4. Goal/Objective/Project/Major Job Duty/Special Assignment

_____ Accomplished or Satisfactory Progress _____ Unsatisfactory Progress (See �“Comments�”
Below)
Comments:____________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

PART VI - OVERALL PERFORMANCE
Please use this space to describe the overall performance rating. The overall rating should be a reflection of
the performance factors, behavioral traits and supervisory factors.

     Unacceptable�…�…�…�…�…�…�…�…�…�…�…�…�…�….Superior
     1 2 3 4 5

Comments____________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

SIGNATURES
Rater: ________________________________________________ Date:________________

Reviewer:_____________________________________________ Date:________________

Comments____________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

PART VII - To the Employee:
I have been advised of my performance ratings. I have discussed the contents of this review with my
supervisor. My signature does not necessarily imply agreement. My comments are as follows (optional)
(attach additional sheets if necessary):
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

Signature ________________________________________________________Date ________________



PERFORMANCE RATING FACTORS          5         4         3          2         1

Approach to routine stories

Suggesting and developing story ideas

Producing enterprise stories

Developing sources

Uses other than official sources

Depth, perspective, insight

Research

Awareness of the news

Community awareness

Legal Awareness/Sense of Fairness

Judgement

Coverage of beat/assignment

Managing Time

Meeting Weekly Deadlines

Mainstreaming

Reporter�’s Notebook

REPORTING

Carries press credentials

Questions prepared and written

Send a copy of the story along with a note of thanks

Read back all quotes for accuracy



Spelling, stylebook, types

Attributing information to sources

Factually accurate information

Verifying identities, addresses

Using best possible sources

Calling errors to editor�’s attention

Organizing story

Recognizing important story elements

Copy tightly written

Word Selection

Writing under deadline pressure

Writing is creative

Leads:  Are they compelling?

Grammar

Punctuation

PERFORMANCE RATING FACTORS         5           4          3         2         1

WRITING



Identifying important story elements

Organizing story

Editing copy tightly

Legal awareness

Sense of fairness

Critical Judgment

Commmunty Awareness

Awareness of the news

Roundups

Packaging

Meeting deadlines

Managing Time

Identifying best headline angle

Clarity

Accurate

Does each paragraph follow a logical order?

PERFORMANCE RATING FACTORS          5           4         3          2         1

EDITING



Eager to try new  ideas

Enthusiastic and willing to assist public and co-workers

Ability to accept and respect constructive criticism

Does not complain about the work that needs to be done

Demonstrates ability to work without close supervision

Polite and courteous to public and co-workers

Seeks new responsibilities

Working with editors to develop stories

Working with editor to improve stories

Using feedback for development

Working with other staff members

Keeping editor informed

Contrast with the public

Contest Participation

Suggesting picture and graphic ideas

ATTITUDE

PERFORMANCE RATING FACTORS         5           4          3          2        1

Pleasant in most situations
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