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Station Overview

HISTORY:

WHBC was founded in 1975 by Barry Mayo as a subsidiary of the Howard University Radio, Television & Film Department in the School of Communications. Since the station’s founding, WHBC 96.3 HD3 has become one of the finest training facilities that offers hands on experience to dedicated Howard University Students.
WHBC IS:

· A student-run radio station operating under the guidance of the Howard University Radio Network (WHUR 96.3 FM) and the School of Communications 
· The voice of a student body including 10,000 students across the globe

DEMOGRAPHIC: 
· 70% Female

· Age: 18-34
· Predominantly African-American/Black
DEPARTMENTS:

WHBC consists of 8 departments:

· General Management- The General Manager of the station is the leader and motivator of the WHBC 96.3 HD staff. Their primary function is to oversee the management staff and be the liaison between the station, advisors and counterparts.
· Sales- The Sales Team responsibility is to generate revenue while managing a group of clients. Clients will range from local businesses to campus organizations as the sales manager creates a professional relationship beneficial to the client and WHBC 96.3 HD3.
· Programming- The Programming department encompasses the on-air personalities as well as the music, news, and production aspect of WHBC 96.3 HD3.
· Music- The Music department is responsible for the quality, appropriateness, timeliness, and cleanliness of all the music that goes on air. The music team is responsible for understanding what the campus would like to hear and scheduling the music.
· News- The News Team keeps the campus up-to-date with campus, local, and national news while also connecting the station to the community through service initiatives.
· Production- The Production team compliments the sound of the station by creating drops, commercials, station IDs, and all other necessary audio production to make WHBC 96.3 HD3 the best sounding college radio station.
· Promotions- The Street Team acts as the face of WHBC by branding the station to the campus, promoting events and making students more aware of our content and purpose.
· Web Content- The Web department is responsible for the maintenance of the WHBC 96.3 HD3 website, social networking sites, and television channel 51 to make sure that the content is accurately presented to the market.
WHERE CAN YOU LISTEN?

· Channel 51 on any TV on Howard University’s campus
· Log onto: www.whbc963hd3.com
· Log onto: www.tunein.com and search WHBC 96.3 HD3
· Tune in via HD3 radio to station 96.3FM HD3
· Download the WHBC 96.3 HD3 phone application on iPhone or Android
Mission Statement

To produce solid programming that seeks to appeal to the needs of the Howard University audience while preparing students for a future career in media within a hands-on experience beyond coursework of the Media, Journalism, & Film Department. We also will provide an outlet for student voices within the university and Washington metropolitan community with special emphasis on creativity, leadership and skills development.
Goals of WHBC

1. Solid Programming- Content is King in solid programming.  The content should address the needs of the audience, providing a mixture of entertainment and education. Solid Programming also encompasses a set format, quality production, proper promotion of shows, and bringing the community to the listeners through commercials and sponsorship.

2. Self-Governance:  We will ensure that WHBC 96.3 HD3 is effectively managed as a student-run radio station with faculty supervision.
3. Academic Excellence: We will ensure that WHBC 96.3 HD3 provides a productive learning environment consistent with academic excellence and to be recognized as the Best College Radio Station in the nation with top quality programming and production.
4. School Spirit & Collaboration: We will develop/implement comprehensive school spirit & collaboration efforts targeting university student body, alumni & local community that incorporate on-air and on-location programs and events.
5. Commitment to Service: We will develop and implement comprehensive service and involvement efforts targeting both the university student body and the metropolitan community that will incorporate on-air and on-location programs and events.
6. Alignment:  We will align our strategies and activities with the organizational values, mission and purposes of Howard University, the School of Communications and the Howard University Radio Network.
Station Policies

WHBC Student Policy

Students currently volunteering at WHBC 96.3 HD3 must be enrolled as full-time Howard University students. Part time and Non-Howard University students must be approved at the discretion of the advisors to join the WHBC 96.3 HD3 staff in any form or fashion. Students must be committed to academic excellence and must not miss classes due to commitments to WHBC.  The management staff must train all volunteers. Afterwards, students are expected to participate at a learned level of performance. Students are assigned positions according to the department’s format and the student’s available time. Due to the expectancy of regular and punctual attendance, students are responsible to design a schedule that allows for both continued regular class attendance and regular attendance to the station. Continued student participation is based on academic performance, attendance, volunteerism, enthusiasm and attitude. The decision for continued experience beyond one semester is at the discretion of the Department Manager. 
WHBC Open Door Policy

Communication between students and management is encouraged. Any student can request a meeting with any manager if there is any adversity about the procedures or rules of the station. The management will attempt to resolve any issues the most effective way possible. The management is also available to meet during custom set office hours during which time students are able to meet with or inquire a member of the management.
General Music Policy

All music that is broadcast over the WHBC airwaves must be approved by the music and programming directors before it is put into the system.  All music must be clean and follow the FCC regulations. No music should be played with the intent to discriminate against or offend. 
WHBC On-Air Privilege

It is a privilege to participate at WHBC as an on-air personality. This privilege can be revoked at anytime provided students do not follow the general rules of the station. Students can be replaced at the General Manager and Programming Director’s discretion.
Speech Policy

The FCC defines obscenity as speech as: a) appeals to the prurient interest, b) describes or depicts, in a patently offensive manner, sexual conduct and c) taken as a whole lacks serious literary, artistic, political, or scientific value. The airing of obscene material can result in WHBC being shut down by Howard University.

In conjunction with obscenity, the FCC is authorized to regulate indecent speech. Indecent language is defined as “language or material that, in context, depicts or describes, in terms patently offensive, as measured by contemporary community standards for broadcast medium, sexual or excretory activities or organs.“ The FCC, not the local community, determines community standards in each case. 

WHBC 96.3 HD3 and Howard University prohibits the airing of obscene or indecent material, whether musical or otherwise. WHBC authorizes the student volunteers to audition music according to the indecency definition above, prior to approving the music for airplay.
Camera Operation Policy

While the camera is in operation at WHBC, students are to adhere to the obscenity and indecency policies. Failure to do so will result in loss of the studio privileges. Cameras are to only be operated by management.
Computer Policy
The computers in the station are for management use only. Each manager has his or her own log in name and password. The passwords for these computers are not to be divulged to anyone in the station at any time. If a staff member needs to use a computer, he/she must be logged in by and accompanied by a manager at all times. No excessive downloading may take place on these computers. Sites including pornography are prohibited. Any abuse to the computers will result in loss of privileges to an individual or the whole station.   
Food and Drink Policy

To guarantee that the station maintains a clean working environment, there is absolutely NO food and/or drink is allowed in the radio station studio at any time. It is requested that all staff (including management) eat in the hallway outside of the radio station. If one does not abide by this policy, one may be asked to leave the station until he or she is done eating. The General Manager may take privilege of eating in the office away at any time.
Cleanliness Policy
The radio station is a place of business.  Additionally, guests frequent the station. The station is to be kept clean at all times. This means that no staff (including management) is to leave personal belongings in the station unattended at any time. Every paper has its place, and if that paper is not in its place it may be considered trash, and because it is not abiding by the cleanliness policy, it may be thrown away. All papers in the studio must be kept in a binder. Abuse of station material will result in consequences determined by management. 
Personal Belongings Policy
WHBC is not responsible for any personal belongings left in the station under any circumstances. All personal belongings must be accompanied by a person at all times. WHBC is not responsible for any lost, stolen, or misplaced goods. 
Equipment Policy
WHBC staff handles expensive equipment in order to ensure that their job is done in the appropriate manner.  However, once the equipment is in the care of a staff member, that staff member then becomes responsible for the equipment. All staff must sign a waiver claiming that at any point equipment was left under his or her care, they consume 100% responsibility and agree to pay for any equipment that is lost, misplaced or stolen. Management is responsible for keeping track of each staff member that handles all equipment. All expensive equipment must be locked up and stored away and can only be accessed by management. No staff member should be able to access any equipment without the assistance of a manager. 

Sales Policies
All sponsorship requests must be made 60 days in advance of deadline. All programming logs must be signed by programming director and announcer at the end of each show and submitted by the end of the work week.  All sales must be brought through the sales department and no exchange between any business and organization should be made without the knowledge of the sales department.  No mention of any other business or organization is to be said over the air without prior knowledge and approval of the sales management. 
Management

Defining Management
Management is defined as the ability to motivate personnel to accomplish given tasks. A manager is defined as someone who coordinates and oversees the work of other managers or non-management employees so that organization goals can be accomplished. The only four functions of management are to plan, organize, lead and control. 

Planning is an important function of management because, without proper planning, goals are forgotten and it makes it difficult to organize, lead or control anything. Since all managers are students, it is very important to plan the station out in detail at least a semester in advance. For example, in the summer management should be planning for the school year; in the spring management should be making minor adjustments to the previous schedule while accomplishing current objectives. It is very important to stay ahead of the game because the moment one is “on time,” one falls behind; goals may then never be accomplished. 

To organize is to take the plans and put them into action. All plans should be in the form of obtainable objectives that can gauge the success of the goals. When plans are put into action, they are properly delegated and accomplished within a set time frame. In addition, when things are completed, accurate records are kept and are easily accessible for reference. 

To lead is to lead by example. All WHBC 96.3 HD3 managers are symbolic of the success of the station. Volunteers look to management for proper guidance and motivation to continue to master a craft and continue life successfully.  Without effective leadership, WHBC will fail. 

To control is to expect the unexpected and make the proper adjustments to make objectives obtainable. When the unexpected cannot be expected it is up to management to be able to make non-crisis decisions to solidify all situations in the best manner possible. 

Management Eligibility/Guidelines
In order to be considered for a management position a student must fulfill the following requirements:

· Must be a full-time, validated student at the time of selection; must have and maintain a cumulative 2.75 GPA; and must be in good judicial, academic and financial standing for the duration of the term as a staff member. (A full time undergraduate must b enrolled in at least 12 credits.) 

· Must demonstrate leadership, administrative and organizational skills. 

·  Must submit a completed application that will include: an application form, a brief proposal one letter of recommendation, a web copy of most recent transcript, and a current resume. 
· Every applicant must attend a scheduled interview to be considered. 
· All Applications must be turned in by the deadline.  No late applications will be accepted. 

The following are general guidelines to ensure the success of WHBC 96.3 HD3 management: 
· All managers are responsible for 40 hours of work per week, Monday through Friday during the summer internship.  

· Managers are to report to work by specified times
· Only hours completed during the specified hours will be counted toward weekly paid hours.
· Managers are granted a 1 hour lunch daily.
· All managers are to complete a minimum of 3 hours weekly during the school year with their counterpart at WHUR.

· Each manager/department is responsible for a weekly report.  

· All managers must attend the weekly staff meeting.

· Attendance is required for all managers at every WHBC 96.3 HD3 event.
· All absences and tardiness must be reported at least 24 hours in advance to the General Manager.

· All managers are responsible for understanding the hierarchy and following the proper protocol.

· No manager shall permit any non-staff member access to any equipment that is property of WHBC while not physically present.  This includes all computers, audio and recording equipment, and studios.    

· No manager shall permit any staff member access to any equipment without proper training.

· Managers must demonstrate a positive example of WHBC at all times.

· All managers must abide by given directives from upper management.
· All managers must give 100% respect to everyone affiliated with the station

· All persons applying for the General Management position must be a full time student in good academic standing.

Summer Internship 
WHBC 96.3 HD3 summer internship is broken up into two components: a paid internship and work for housing. 

During the internship, managers are paid to plan for a successful year and receive ample training in their departments in order to strengthen their management skills in preparation for a staff in the fall. As a paid intern, the WHBC 96.3 HD3 staff is expected to work diligently to accomplish the mission the team has set forth to accomplish. This is not a typical 9am- to-5pm job. Just because one is “off the clock” does not mean work has to stop. One will only get out of what they put into this internship. It is expected of all management to put effort into making sure that we are able to achieve something spectacular. All managers are expected to be at work on time and are expected to fulfill all requirements beyond their job descriptions for the success of the station. No manager will be paid for time that is not spent in the station, nor will any manager be accepted to the internship if they are not able to work the summer. 

In order to pay for housing, management is responsible for campus events in conjunction with Residence Life. We are responsible for arriving at events before the event begins and staying to clean up the entire event. WHBC 96.3 HD3 management must abide by any contractual agreement concluded at the beginning of each summer.
Departments
General Management
General Manager
Report To: Facility Advisors, WHUR General Manager

The General Manager is responsible for overseeing the progress of the station and properly managing all departments and enforcing excusive decisions.

Job Description:

Having an efficient staff and an excellent reputation must remain the top priority at all times. The General Manager is responsible for making all executive decisions of the station in the best interest of the station. The General Manager is responsible for the everyday operations of the WHBC 96.3 HD3.  At the end of each month, the General Manager must present a report to the faculty adviser of the radio station and the General Manager at WHUR. In addition to managing the overall well-being of the station, the General Manager keeps tracks of station budgets and finances. All expenditures for the station must come through the General Manager. The General Manager must spend a minimum of three hours weekly during the summer and two hours weekly during the school year with his or her respective counterpart. He or she is responsible for having a weekly meeting with the faculty advisor.  

Assistant General Manager

Reports to: General Manager, Faculty Advisors, WHUR General Manager
As the Assistant General Manager, you are responsible for ensuring that procedures and protocol are being followed at all times, while maintaining the status quo of the radio station.

Job Description:

Having an efficient staff and an excellent reputation must remain top priority at all times. The Assistant General Manager has to be able to assume the responsibilities of the General Manager if he or she is unable to fulfill the position.  The Assistant General Manager is responsible for making sure that the policies and procedures of the station are being followed.  The Assistant General Manager must aid in planning activities of the radio station including but not limited to Bison Ball, Howard’s Hottest and Alumni functions.  He or she must spend a minimum of three hours weekly during the school year a week with their respective counterpart at WHUR.

General Duties of a General Manager

Introduction:

A general manager is responsible for the cohesiveness of the management staff as depicted in the job description. However, general managers do have specific responsibilities that must be carried out. Those responsibilities are as follows: 

GM Duties and Responsibilities: 

· Establishing a specific mission for the station for that year
· Creating a concrete plan/syllabus/schedule for the summer internship
· Maintaining the relationship with Residence Life to work out an agreement for summer housing
· Creating and abiding by an annual budget for the whole station
· Recording and keeping track of all expenses of the station 
· Maintaining the relationship between WHBC 96.3 HD3 and the School of Communications
· Maintaining the relationship between WHBC 96.3 HD3 and WHUR
· Maintaining relationships with other campus affiliates to better position the station on campus. 
· Performing regular evaluations of management staff
· Continuing to train the next general management and staff to the same standards of the previous year. 
Other Information

The General Manager is the brain of the WHBC 96.3 HD3. The General Manager is responsible for making sure all parts of the station are working properly and also command and dictate the tone, actions, and procedures of the station.  The General Manager is ultimately responsible for everything that happens in the station, good or bad; therefore, a General Manager must be prepared to face the consequences for the actions of others and also remain humble for the greatness produced by WHBC 96.3 HD3. The General Manager must always act in the best interest of WHBC 96.3 HD3 at all times. The General Manager must acquire ample knowledge of every department and must be prepared to assume the responsibility of any department given special circumstances. The future of WHBC 96.3 HD3 primarily depends on the actions of the General Manager, therefore the General Manager must display respectful attitude toward all students, faculty, and staff of the Howard University Community. If the General Manager is involved with any other campus organization, the General Manager must remember that he or she can be dismissed at any time for conflict of interest and will be replaced by the Assistant General Manager. This position is the most important of the station and must not be taken lightly. 
Sales

Sales Manager
Reports To: WHBC 96.3 HD3 General Manager, WHUR General Sales Manger  

As a Sales Manager, it is your responsibility to manage all sales and find effective strategies to maintain relationships with companies that the station works with. 

Job Responsibilities:
Increasing revenues must remain the number one priority at all times. A Sales Manager must demonstrate a high level of station knowledge. Having the ability to know and understand the purpose of the station and what it has to offer will allow a sales manager to make executive decisions in relation to the best interest of the station. The Sales Manager must be able to work effectively in groups, in addition to taking instruction well from others. It is the responsibility of the sales manager to maintain the relationships of the clients by providing top class service and keeping all clients informed on their investments. The Sales Manager is also responsible for producing a monthly report including:  expected sales, actual sales, net income-net loss statement, a proposal for improvement, and summary of weekly accomplishments. The Sales Manager is also responsible for spending three hours a week with WHUR counterpart. The Sales Manager is also required to do anything else assigned to them by the General Manager. 

Assistant Sales Manager
Reports To: WHBC General Sales Manager, WHUR General Sales Manger  

As an Assistant Sales Manager, it is your responsibility to manage the sales team to make sure they are able to effectively generate revenues for the station. 

Job Responsibilities:
Increasing revenues must remain the number one priority at all times. An Assistant Sales Manager must demonstrate the ability to sell media. The Assistant Sales Manager is responsible for the direct contact between the station and clients. The Assistant Sales Manager must be able to work effectively in groups in addition to taking instruction well from others. It is the responsibility of the Assistant Sales Manager to maintain the relationships of the clients by providing top class service and keeping all clients informed on their investments. If something happens to the General Sales Manager, The Assistant Sales Manager must be able to consume that responsibility at any time. The Assistant Sales Manager is also responsible for spending three hours a week with WHUR counterpart. The Assistant Sales Manager is also required to do anything else assigned to them by the General Manager or General Sales Manager. 

WHBC Account Executive

Reports To: WHBC Assistant Sales Manager 

As an Account Executive, it is your responsibility to generate revenue and manage a group of clients. Clients will range both local businesses and campus organizations that you create a professional relationship with that is both beneficial to the client and WHBC. As an account executive you are a representation of the sales department and WHBC as a whole and therefore should conduct yourself in such manner. 
Job Responsibilities: 

Staying in continuous contact with clients and always representing WHBC in a professional manner. An account executive also must be fully knowledge about all of the non-traditional and traditional advertising available at WHBC. An Account executive must have the ability to strategize and do what is necessary to effectively and efficiently make the sale. As an account executive it is important to also follow the Selling Cycle when making a sale whether it is for a campus organization or local business. The account executive is also solely responsible for creating the script of commercials that air. Also, when making sales, account executives must be polished and professional when dealing with clients. During business meetings, sales representatives should be in full business attire and should follow all proper business protocol. 
Account Executive Expectations

WHBC needs dedicated account executives that are ready to work. The sales department requires individuals to be self-motivated and inquisitive. The purpose of this department to train Account Executives the most effective way to generate revenue through engaged learning. The department also requires disciplined time management and organization; when a task or deadline is given it is the job of the Account Executive to complete it in a timely manner. Excuses are not allowed. Management understands that this is a volunteer position in addition to the fact that Account Executives are students that are involved in other organizations however, full devotion is expected.  Project Teams help the sales department to meet specific objectives.
Sponsorship Team 

The sole responsibility of Sponsorship Team is to get sponsorships for events.  A package will be created by the management that will facilitate in the acquisition of sponsorship. It is the responsibility of the Account Executive to acquire reliable and reflective sponsors. 

Fundraising 

The main goal of the Fundraising team is to create fun and innovative ways for WHBC 96.3 HD3 to generate money through fundraising.  The team may want to think of ways to incorporate café night or fundraising from WHBC 96.3 HD3 staff.  
General  

Each account executive is responsible for maintaining a relationship with regular accounts in addition to building regular clientele for the station. Regular accounts will be assigned at the beginning of hire.  It is the responsibility of the account executive to update clientele about what is going on with WHBC and to continue to FOLLOW UP. 
 It is mandatory that all account executives set-up a respectable Gmail account with an email format like the following: Jessica Green would be jgreen.whbc@gmail.com and use it for communication with clients and the department.  It is imperative that all Account Executives remain organized and file paperwork in accordance to sales procedures. 
Conducting Sales Cycle 
Making the Sale 

The account executive must get all new accounts approved by the Assistant Sales Manager before they are made. At the sale, the account executive must present the most current package offered before working out a separate deal.  In order for a sale to be considered final, a contract must be signed by the Assistant Sales Director and the business agreeing upon advertising as well as a payment schedule.  All sales must comprise of current product offerings of the station. 
After The Sale 

The account executive must fill out the proper contract sales order form defining all terms agreed upon that day. The account executive must also file away the original contract in the sales department filing cabinet abiding by the correct filling method used. The contract sales order must be signed by and submitted to the Assistant Sales Director attached should be the client question air sheet.  

The Contract 

For all commercials and needs for production, the Assistant Sales Director must fill out a production request form a long with the client question air sheet  and send it to the production department.  For all traditional on-air advertising the Assistant Sales Director must fill out a programming form and submit it to the programming department along with the client question air sheet. For all non-traditional advertising the Assistant Sales Director must look at all specifics of the advertising and insure set up meeting within the department to make sure things are able to happen. It is the job of the General Sales manager to log in the account into the system, process a contract confirmation form, and set up the invoice system for that account. The General Sales Manager must also process an account summary of the previous sale and submit it to the General Manager.  The Sales Manager must fill in billing dates and due dates into the master schedule and also create an individual schedule for the file folders. The contract order must be filed away in the department filling cabinet abiding by the correct filing method used. 

The Follow up 

The contract confirmation form must be sent to the account by the General Sales manager.  The contract confirmation form must accompany any production done by the station. The sales manager must send out all invoices to all accounts.  By the mid-point of each account, a reminder to the account executives from the Assistant Sales Director must be sent to have the business or organization fill out a survey.  All surveys must be conducted and received on the same day and returned to the General Sales Manager.  The General sales manager then logs the survey results and keeps the survey in the proper folder of the client. Two weeks before a contract ends, a reminder to the account executive from the Assistant Sales Director must be sent so the account executive can make a sale of continuance. Each holiday and at the end of each semester, and thank you card must be sent to each client an account executive works with. 

Finishing the Cycle 

At the end of each day, a program log from on-air personalities must be signed to confirm that the advertising specified for their show has run. If there were any problems, or for whatever reason, if a commercial was not played, a discrepancy report should be filled out and attached to the signed program log.  For all event sponsorships or non-traditional advertising, a form of completeness must be filled out and signed by the proper department head. At the end of each week, all program logs must be attached to the contracts and invoices must be updated. 

Advertising Opportunities at WHBC

Traditional Advertising
On Air Liners
On-Air Liners are specific written statements containing information about a company that is read live by an on-air personality. On-Air Liners are an effective way to give direct and concise information to a specific audience by a familiar voice. On-Air Liners give a business or organization the opportunity to establish that more personal connection to the audience.  
Show Sponsorships
Show sponsorships are an opportunity to have a company name tagged to the show of choice. At the top of each hour the on-air personality will state a business or organization’s name and some brief information regarding that business or organization i.e. location, slogan, products etc. This opportunity gives a business or a chance of name repetition. Every time the company’s name is heard, the more familiar the audience will be with the brand. 
Sponsored Segments
A sponsored segment is a great opportunity to grab the attention of a specific audience and become a part of our on air shows. A sponsored segment gives a company three minutes of time during a specific show which may air one to three days during the week and allows the company to either provide entertainment or educational information about their business or organization. A company has the option of developing their own theme for a segment and we will find which show can best cater to that segment, or the company can choose from segments that have already been developed by our personalities. 
Commercials
Commercials are pre-recorded advertisements that will play throughout programmed shows. WHBC’s Production Department then prepares a 30 or 60 second commercial with information supplied by the business. Commercials may include music, slogans, descriptive phrases regarding your company’s products or service, business locations, and phone numbers.  This opportunity allows for the audience to learn more about a business or organization and will also increase company recognition. 

Non-Traditional Advertising
TV Slide Advertisements

WHBC Channel 51 broadcasts on cable network 24 hours a day. With a TV slide advertisement allows businesses to have the opportunity to advertise their business visually. The slides will run a various amount of times in a 24 hour period depending on how much a business would like their slide to advertise. This opportunity gives a business a chance to be visually present to their audience. 

Promotional Distribution

WHBC is present at just about all Howard University major events and sporting events. WHBC is giving business the opportunity to be present at these events as well. With a promotional distribution, a business or organization can provide promotional material into our promotional bags that are distributed at various events. This opportunity allows businesses and organization to let the campus know they support Howard in every single way.

Web Advertisement 

All web advertisements will be posted on www.whb963hd3.com for a month span. Advertisements can be made at the station and can also be provided by your business or organization. A business is given the opportunity to link the campus from our page to their page while also having a visual presence. Because WHBC airs on-line, this is an excellent opportunity for businesses to advertise because this site is frequently visited by our student body. 

Event Sponsorship
If traditional advertising or even simple non-traditional advertising doesn’t allow a business to feel as connected to the campus as they would like, an event sponsorship would. With an event sponsorship, a business would be given the opportunity to have a presence at one or more of the many events WHBC hosts on campus. As a sponsor, a business or organization has the opportunity to have anything from their name attached to the event to the business actually being present at the event with their promotional items and people. Event Sponsorships truly allow a business or organization to not only establish a strong relationship with WHBC, but with the students as well. 
Social Media Promotion
The WHBC social media accounts are opportunities for a business to reach a potential 10,000 students throughout the year. A set number of social media posts are to be determined by the sales manager in conjunction with the web and promotions managers.
For more information on sales opportunities with WHBC 96.3 HD3 contact the Sales Manager or General Manager.
Promotions
Promotions Director
Reports To: WHBC General Sales Manager, WHUR Promotions Director   

As a Promotions Director, it is your responsibility to maintain the image of the station through promotion and presence on campus. 

Job Responsibilities:
Maintaining the image of the station must remain the number one priority at all times. A Promotions Director must demonstrate the ability to understand the station’s audience and find creative ways to keep the listeners interested in the station. The Promotions Director is responsible for event planning, branding, and on-air promotions. The Promotions Director must be able to work effectively in groups in addition to taking instruction well from others. It is the responsibility of the Promotions Director to make effective decisions on what promotional mediums will best fit the stations needs at that time and be able to maintain and stay within a budget. The Promotions Director is also responsible for spending three hours a week with his or her WHUR counterpart. The Promotions Director is also required to do anything else assigned to them by the General Manager or General Sales Manager. 

Assistant Promotions Director
Reports To: WHBC Promotions Director, WHUR Promotions Director   
As the Assistant Promotions Director, it is your responsibility to maintain the image of the station through its promotion and presence on campus in addition to maintaining the status quo of the street team.

Job Responsibilities:
Maintaining the image of the station must remain the number one priority at all times. The Assistant Promotions Director must demonstrate the ability to motivate and inspire the promotions team to operate at maximum efficiency. The Assistant Promotions Director is responsible for maintaining all paperwork of the department and making sure all proper protocol and procedures are being met. The Assistant Promotions Director must be able to work effectively in groups in addition to taking instruction well from others. It is the responsibility of the Assistant Promotions Director to follow up with the promotions director to make sure that everything is running effectively. The Assistant Promotions Director must have the ability to take the responsibility of the Promotions Director in the case that the Promotions Director was not able to satisfy his or her job requirements. The Assistant Promotions Director is also responsible for spending three hours a week with WHUR counterpart. The Assistant Promotions Director is also required to do anything else assigned to them by the General Manager or General Sales Manager. 

Street Team Expectations
Being a part of the street team is an exciting job being that it gives the station a chance to interact with our audience.  Street team members are the active face of the station; they will be remembered by the student body.  The following are general guidelines and certain conduct that must be exhibited at all times: 

· Report to all events at least 45 minutes in advance and/or expect to stay after all events 45 minutes late.  This allows WHBC 96.3 HD3 to have a strong set up/break down team.  

· Use care when handling material and WHBC 96.3 HD3 equipment. 

· Demonstrate initiative.  Many times, things will need to be done and managers will need assistance but will not have time to delegate specific tasks.  Before, during, and after an event, Street Team members should never be idle.  

· Follow Café Night/Loud Lunch Protocol.  Street team members do not eat while working these events since it reflects a lack of professionalism.  Also remember that while it is encouraged that you hype the crowd and have fun, it is also expected that you refrain from any inappropriate or vulgar behavior and/or dancing.  
· Remember that you are representing WHBC.  

Programming
Programming Director

Reports To: WHBC General Manager, WHUR Programming Director
As the Programming Director, it is your responsibility to manage all broadcast on the airwaves while developing innovative programs for the audience.

Job Responsibilities: 

Quality radio must remain top priority at all times. It is the responsibility of the Programming Director to ensure that programs abide by the FCC guidelines and all other policies set forth by the department. He or she must ensure that all personalities and broadcasters are properly trained to operate the studio equipment, including the telephone, CD player, and the operation board. He or she must teach all staff members how to properly complete the programming log and read and follow the show clock.  The Programming Director must maintain accurate logs of all music, commercials, drops, and newscasts played over the airwaves.  The Programming Director is responsible for the actions of his or her whole department including: music, production, and news. The Programming Director must spend a minimum of three hours during the school year a week at WHUR with their counterpart.  The Programming manager is responsible for all duties outlined in the job descriptions and all other task asked of them.

Assistant Programming Director

Reports To: WHBC Programming Director

As the Assistant Programming Director you are required produce commercial radio quality programming in addition to maintaining the status quo of the programming staff.

Job Description:

Quality radio must remain top priority at all times. The Assistant Programming Director must be able to take the place of the Programming Director in the case that the Programming Director is not able to fulfill their job requirements. The Assistant Programming Director has to make sure that all guests that come to the station are properly scheduled and accommodated. He or she is to assist in training of staff members to properly do their job. The Assistant Programming Director must spend a minimum of three hours a week during the school year in WHUR with the programming director.  The Assistant Programming Director is responsible for all duties outlined in the job description as well as all other duties assigned.  

Studio Etiquette
Rules of the Studio:
· There is absolutely no food or drinks in the studio. 
· Every announcer and board operator must have a pair of headphones and must be in use at all times while on-air. 
· The board operator needs to make sure that the levels produce excellent sound
· Respect studio materials
· All guests are to be approved by program manager before their scheduled visit
· Do not excessively move the mics. They should only be moved once at the beginning of a segment to adjust to your height. 
Show Prep

· Official show prep must always be done 24 hours before scheduled show and submitted to the program director.
· All shows should be planned out in detail during the training sessions with all proposed and pre-scheduled guests and segment ideas. 
Must Know Info: 
· Phone Number: 202-865-8698
· Website: www.whbc963hd3.com
· Imaging: Let the listeners know Your name, Show, and the Request line # (i.e. Your tuned in to you  # 1 College Radio Station WHBC, On HU Speaks with @HUGirl123 call in 202-865-8698
Artist Interviews: 
· No artist is allowed to interview without consent from Program Director
· When conducting an artist interview, stay in complete control of the show.

·  Explain to the artist that swearing on air is not permitted. 

· Have at least 20 questions prepared for the artist 

· Always do research and know what artist is currently working on or doing in the industry 

· Stay calm when interviewing celebrities and do not act star struck. WHBC 96.3 HD3 has a reputation for interviewing a lot of celebrities, so act as professional as possible. 

· Interviewing an artist is not the time for you to promote your album or your business. Conflicts of interest such as this will lead to loss of position. 

· Always get celebrities to record drops in production before they leave the station. A person from production will be there to record.

· If a personality is unprepared and or too nervous to host the interview, the programming manager must know more than 24 hours in advance. 

· If you have a camera, and you would like to record the artist interview then we will allow you to with the artist consent. All footage and pictures must be given to promotions and web departments before personal use.
·  Make sure that you give every artist a WHBC promo bag before they leave. Always promote the station through the phone number, website, twitter, and events.

Phone Interview: 
· If a phone interview has been assigned, make sure at least 20 questions are prepared in advance and submitted to the program director for approval. 

· If a phone interview is requested by the personality, it must be approved just as if a live interview was to take place. 
Liner Cards: 
There will be liner cards in a folder titled liner cards. There will be two separate cards for promo liners and sales liners. There will be instructions for each sales liner and promo to either be read over an instrumental or without an instrumental on the liner card. There will be slots for the announcers to fill in the time that the liner was read on the corresponding liner card. All liner cards must be initialed by the personality stating that the liners were read at that time
Production
Production Director

Report To: WHBC 96.3 HD3 Asst. Programming Director, WHUR Production Director
The Production Director is responsible for using production equipment to develop commercial radio quality commercials, drops, and news packages and other audio used for the radio station.

Job Description:

Quality sound must remain top priority at all times. It is the responsibility of the Production Director to create and implement commercials, drops, and other audio used for the station.  The Production Director must maintain communication between the sales department and promotions department to ensure that all necessities are correctly met.  He or she must submit all new materials to the programming department for approval before placing it on air.  The Production Director is responsible for finding an audio team to work on the production of drops and commercials.  They are responsible for developing the Commercial Play Log and updating it daily.  The Production Director must spend a minimum of three hours during school year a week in WHUR with your respective counterpart.   The Production is responsible for all duties outlined in the job description and all other duties assigned.
Assistant Production Director
Reports To: WHBC 96.3 Production Director, WHUR Production Manager
As the Assistant Production Director it is your responsibility to create quality productions while maintaining the status quo of the production department.

Job Description:

It is the responsibility of the Assistant Production Director to be able to take the responsibilities of the Production Director in the case that the Production Director was not able to fulfill the requirements of the position.   The Assistant Production Director must maintain the morals and productivity of the production staff.  He or she is responsible for assisting in the development of the commercial logs.  The Assistant Production Director is required to spend a minimum of three hours during the school year a week at WHUR with their respective counterpart. The Assistant Production Director is responsible for all the duties outlined in the job description and all other duties assigned
News
News Director

Reports To: WHBC 96.3 Asst. Programming Director, WHUR News Director  

Summary:  
As a News Director, it is your responsibility to report all relevant campus, local, and national news to the campus. 

Job Responsibilities:
Reporting accurate, timely, and relevant news must remain the number one priority at all times. The News Director must demonstrate a high interest in current news. Having the ability to know and understand the purpose of delivering the news to the campus will allow a News Director to make executive decisions in relation to the best interest of the station. The News Director must be able to work effectively in groups in addition to taking instruction well from others. The News Director is also responsible for producing a monthly report including:  Expected Goals, actual goals, and proposal for improvement. The News Director is also responsible for spending three hours a week with WHUR counterpart. The News Director is also required to do anything else assigned to them by the General Manager or Program Director. 

Assistant News Director
Reports To: WHBC News Director, WHUR News Director  

Summary:  
As the Assistant News Director, it is your responsibility to report all relevant campus, local, and national news to the campus in addition to maintaining the status quo of the News Department. 

Job Responsibilities:
Reporting accurate, timely, and relevant news must remain the number one priority at all times. The Assistant News Director must demonstrate a high interest in current news. Having the ability to know to make executive decisions in relation to the best interest of the station. The Assistant News Director must be able to work effectively in groups in addition to taking instruction well from others. The Assistant News Director must be able to consume the position of the News Director in the case that the News Director was not able to fulfill his or her job requirements. The Assistant News director is also responsible for the regular evaluations of the News Department. The Assistant News Director is also responsible for spending three hours a week with WHUR counterpart. The Assistant News Director is also required to do anything else assigned to them by the General Manager or Programming Director. 

Reporters
Reports To: WHBC 96.3HD3 News Directors, Programming Directors, 
Location: WHBC
Summary:  
As a reporter, it is your responsibility to report all relevant campus, local, and national news to the campus in addition to maintaining the status quo of the News Department. 
Job Responsibilities:
Reporting accurate, timely, and relevant news must remain the number one priority at all times. A reporter must demonstrate a high competence of current news. Having the ability to know and understand the purpose of delivering the news to the campus will allow reporter to make decisions in relation to the best interest of the WHBC listeners. The reporter must be able to work effectively in groups in addition to taking instruction well from others. The reporter must be able to deliver 2 minute news scripts along with 2 minute packages consisting of out in the field news. In the case the reporter is not able to fulfill his or her job requirements the reporter should inform a News Director immediately. The reporter will receive regular evaluations from the News Department on their performance and improvement. The Reporter is also responsible for coming in an hour early to work on their news scripts for the scheduled time. As a reporter you are required to do all assigned stories. 
News Team: 

Along with drops and commercials, each production member is responsible for generating news packages. Each production member will be expected to complete news packages for their designated news counterpart. It is your responsibility to contact your news partner at least once a week to see if there are any assigned stories that need to be recorded.  During production meetings, an update on the progress of news packages will be expected. It is the primary responsibility of the news reporter to contact you to schedule meeting times to create news packages. After you have finished the news package, sign the finished project sheet with your name and the reporter's name and the file it is under. Please have a separate folder for all your news stories. Also, contact the Programming manager(s) when finished. The Production, Programming and News managers must listen and approve all projects before they can be put into the system. 

Music
Music Director

Reports To: WHBC 96.3 HD3 Asst. Programming Director, WHUR Music Director
As the Music Director, you are required to keep WHBC updated with music as well as updating Selector regularly.

Job Description: 

Music Director is responsible for making sure that Selector and Audio Vault are correctly programmed and a large variety of music is available in the system. He or she must reach out to all record labels and ensure that WHBC 96.3 HD3 is on the priority list for music.  They must also submit new music selections to the programming director before placing them into the system. It is the responsibility of the music director to research and find new music that is keeping up with the current trends of the target audience of WHBC 96.3 HD3.  He or she must ensure that all music is FCC appropriate and approved by the Programming Director before adding it to the system. The Music Director must spend at least three hours during the school year a week in WHUR with their respective counterpart.  The Music Director is responsible for all duties outlined in the job description as well as all other duties assigned.

Assistant Music Director
Report To: WHBC 96.3 HD3 Music Director and WHUR Music Director

As the Assistant Music Director, you are responsible for bringing new music of all genres to the station in addition to maintaining the status quo of the music department.  

Job Description: 

The Assistant Music Director must be able to take the job of the Music Director in the case that the Music Director is not able to fulfill his or her responsibilities.  He or she must research all genres to find new and trendy music. The Assistant Music Director is responsible for maintaining the moral and productivity of the music team. The Assistant Music Director is responsible for ensuring all music in the system meet the FCC guidelines.  He or she must submit all material to the Programming Director for approval before adding it to the system.  The Assistant Music Director must spend at least three hours a week during the school year at WHUR with their respective counterpart. The music director is responsible for all duties outlined in the job description and all other duties assigned.

Music Team:
We’re looking for individuals who have a strong ear for different types of music.  It is important that potential members are open to hearing music that is outside of their comfort zones.  Fast learners are also wanted because there are a number of computer programs that the music team must learn.

Relationship with Programming:
The music department’s most important relationship is the one it holds with the programming department.  In order to effectively build on this relationship, the music directors must establish a system that will only strengthen the connection between music and programming.

Organization:
During the fall semester of each academic year, the music department will select a number of music specialists; this number may vary.  By working with the programming department, the music department will determine how many specialists should be selected, based on the number of programs for that semester or year and the similarities in musical selections for each program.  Depending on the strength of those selected during the fall semester, there may or may not be a second round of selections during the spring semester.

Music Requests:
Members of the programming department (personalities) must submit a music request form to the music department.  Before making a song request, it is required that the announcer who is requesting the music thoroughly browse the system to verify that the requested song is not already in the system.  All request forms should be contained in a notebook in the WHBC 96.3 HD3 studio.  The music director or assistant music director will collect forms on a regular basis and assign them accordingly to members of the music team.

Music Submissions:
Music can be submitted to the music department by campus or local artists.  Submissions can be made online via www.whbc963hd3.com or by completing a music submission form at our station.  Submission packets must include the following: a brief artist bio (no more than 3-5 sentences), a photo, and both a clean and instrumental version of your song.  All music MUST be mastered in order to be considered.  If packet is submitted online, it must include the same accompanying requirements listed above and sent to whbcmusic@gmail.com.  Additionally, if submitted online, all music must be in MP3 format only.  If submitted to our station, all requirements must be enclosed in a manila folder with the words “ATTN: WHBC Music” written on the outside of the folder.

Web Content/Multimedia

Web Content Director

Reports To: WHBC General Manager
As the Web Content Director, it’s your responsibility to develop refreshing and engaging content for the WHBC 96.3 HD3 website.    

Job Responsibilities: 

A quality website must be the top priority at all times.  It is the responsibility of the Web Content Director to ensure that the website is updated frequently with content that appeals to the audience.  He or she must make sure that the website contains updated show and personality information for the audience as well as make sure the station information is as up-to-date as possible.  The website should provide the audience with timely information about what’s going on in and around the station, from celebrity interviews to events that WHBC participated in.  The Web Content Director must secure graphic designers, reporters, bloggers and more.  The Director must work with all other departments to make the website a true reflection of the station, using the other departments to garner content for the site.  The Web Content Director must also work with the Promotions Department in managing social networking sites such as Twitter and Facebook to promote the updated website.  The Web Content Director must spend a minimum of three hours during the summer internship and two hours during the school year a week at WHUR with their counterpart.  The Web Content Director is responsible for all duties outlined in the job descriptions and all other task asked of them.

Web Content Volunteer

Reports To: Web Content Director

Summary:

As a Web Content Volunteer, you are the communication guide of the station. You work on our website, help manage the Twitter and Facebook accounts, and also provide the content streaming on Channel 51.

Job Description:

The Web Content Volunteers are some of the most diverse of the WHBC staff. The volunteers are comprised of photographers, journalists/blog writers, and graphic designers.  Web Content Volunteers can be responsible for anything making event fliers to writing articles and taking photos of events.

Agreement

This manual was designed to ensure the foundation of WHBC as a lasting legacy. This agreement is between the WHBC Managers, WHBC faculty advisor, and the WHUR General Manager. The terms of this agreement are to be signed by all parties recognizing that all terms are understood and that the management staff will keep oath to making sure this legacy is continued.  

This manual will only be as effective as the support behind it, and by signing this agreement all parties understand the necessity of his or her participation in the success of WHBC and will henceforth play an active role in making sure that WHBC continuing success due to the responsibilities of his or her position. 

If for whatever reason, a member feels that another member is not helping in the facilitation of the progress of WHBC, they are to report acquisitions to the General Manager. All members in question are granted the right to fair trial in the presence of The General Manager, Faculty advisors and WHUR General Manager before dismissal. 
This agreement also states that WHBC will always remain as a subsidiary of School of Communications Department of Radio TV and Film and will continue to act as a teaching environment for students to perfect a craft and best prepare Howard University students for success in this desired environment. 

This manual must be continuously updated by the General Management of WHBC and the faculty board in accordance to necessary change. 
__________________      ____         _____________________     ____     __________________         ____

Prof. J. Holloway,              Date         Dr. J. Moore Latta  
             Date      Jim Watkins

    Date

WHBC Faculty Advisor 

      WHBC Faculty Advisor
              WHUR General Manager
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