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designated youth groups.



Section 1
Welcome to KGHP-FM

Introduction
Welcome to KGHP-FM, the Peninsula area’s communaitijo station licensed to the
Peninsula School District.
KGHP-FM has two main goals:
1) To offer a unique educational training environmi@ntPeninsula School
District students.
2) To provide the region with local emergency inforimatand news while
offering a unigue community-based form of entertznt.

Where do you fit in? Perhaps a little of both. Timiay be your first venture into radio
broadcasting. In that case, we’ll sprinkle a litileof goal one over you. You will have
an opportunity to learn about radio and how it vgoak while playing your favorite
tunes, conducting hard-hitting interviews or juspressing your family and friends by
having your voice coming out of a radio. In the mteae, you will work as a trusted
“‘community voice” in the event of an emergency miadter in our area. But for the most
part you'll offer the south Puget Sound region &jua form of entertainment that can
reflect your interests and personality. Have fun.

This book is a practical guide intended to give ttoeibulk of the information you will
need to serve as a KGHP programmer. Pay speaatiath to the legal aspects of radio.
There are severe financial penalties if you vioammunications law. Read through the
policies section closely. There are severe pesatimply by violating the public’s trust.
Our motto: Be clever and never crass.

How do | get on the air?

As an adult volunteer, the course you will takedoidvgetting either an air “shift” or

“show” is as follows:

1) You will attend a 90-minute to two-hour class. Thaline for this class is contained
in section 2. Go ahead. Skip forward to Section@ @heck out all the stuff you will
learn about radio.

2) You will serve three “internships” with some of owgteran radio programmers.
Basically, you will have an opportunity to look eowbe shoulders of some very
talented radio broadcasters while they perfornr tmagic. Of the three internships,
you will be required to sit in with two differentggrammers.

3) You will meet briefly with station staff to revieWtGHP’s broadcast policies and
standards. Once you are ready to go on the airmayugo onto KGHP’s sub list.
There’s a chance you'll go right on the air withuy@wn shift or show.



Host responsibilities
Before you start the training process, there desvahings you need to know.

1)

2)

3)

4)

5)

6)

7)

8)

Once you accept a regular weekly air shift, itasiyresponsibility to line up a
substitute should you not be able to make yout.dbiice you accept a shift, be
willing to step up and sub for a fellow KGHP jogakiin time to time. The best
arrangements have always been when two fellow K@tdgrammers work together:
You sub for me and | sub for you. The one thing t#l eliminate KGHP from

public access will be if station staff routinelyt galled to sub for shows or to find
subs on short notice. Believe it or not, stati@ifshembers have lives too. In this
technical era, there are alternatives to having dadio broadcasters at the helm.
You will be responsible for the security of KGHP-Fvid for Peninsula High School.
You must learn to arm and disarm the school’s sgcsystem and perform the
required security tasks as requested. Failure woduften results in school
administrators getting phone calls in the middi¢hef night. Not good!

Since KGHP-FM is the Peninsula area’s emergenayeyahere’s a chance you'll be
on the air when the power goes off, when the smawsstrikes, or when the
earthquake hits. In this case, you will have tovkimmw to operate the station and to
broadcast vital community information. On severaasions (ice storm of 1996,
earthquake of 2001) KGHP has come to the rescue.

You will have to operate in accordance with all &l Communications
Commission rules and regulations. You will learoatstation logs, legal ID’s, the
public file, meter readings, and the Emergency tAigistem (EAS). Mess up here
and KGHP could be fined by the FCC. Don’t mess up.

What you say and what you play over the air redleqton Peninsula High School and
the Peninsula School District. Put it this way: Wlyeu were in first grade, you put
your very best painting on the wall for back toealmight. KGHP is like first grade
and back to school night.....Always put your bestkvam the wall. Moms and Dads
are listening.

Listen, watch for, and answer all incoming telepdaoalls in a business-like manner.
Take accurate and complete messages and get tessages to the person intended.
Do your part to keep the studios neat and cleaodBmd drink are never allowed in a
studio. If you play music from KGHP’s expansive meugbrary, put it back and keep
it organized.

Understand that KGHP is a noncommercial stationr&¢eive no compensation for
airtime, however station supporters (underwritees) be acknowledged over the air.
Operators receive no compensation of money, tradeland services.



KGHP-FM

Section 2
Volunteer Training summary

|.  Introduction (In classroom)
A. Overview of the training process.
1) Orientation/training process

a) Complete this 90 minute course.

b) Complete 3 training sessions with veteran statmonteers.
c) Visit with station staff to review policies.

d) Filling in for ashift as a sub. Getting your ovghow.

2) Obligations of being a volunteer

a) Meeting legal requirements of the FCC

b) Showing up for a shift or getting a sub.

c) “Clever — Never crass.”

d) Fill board operator shifts for live community braadts, aside
from regular shifts.

e) Help with fundraising goals

f) Agree to serve up to three hours a month in addittanormal
shifts to help with station responsibilities.

g) Agree to attend all station meetings; agree toaumirgtation
manage in advance if unable to attend.

h) Agree to attend 80% of my shows scheduled, or pgeogtation
manager one month notice if planning to be absmrar extended
period of time.

Il.  The FCC and legal regulations — “The radio cops.”
(In classroom and studio A)
A. Proper board operation — “We don’t need any tickets
1) Signing in and signing out — “How to start and $top

2)

3)

a)
b)
c)
d)
e)

)

Military time

Correcting mistakes

Blue/black ink

Precision is important

Making certain operator times mesh
Sign in with legal name

Taking meter readings — “Know the speed limit, ¢hibe speedometer.”

a)
b)
c)
d)

Cannot exceed 105 percent, cannot dip below 9@perc
How to check meter readings

Cannot allow three hours to lapse.

Noting power readings on the log.

e) What to do if power is not within range.
Emergency Alert System — “Knowing the emergencysigf the road.”

a)
b)
c)

Understanding the legal requirements of the EAS
Sending a required weekly test
Logging a required weekly test
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d) The required monthly test
e) Requirements of broadcasting EAS messages.
4) Operating a mixing board — “Getting on the road. vitg.”
a) Channels
b) Potentiometer — “The gas pedal.”
c) Key (program/audition) — “The clutch.”
d) VU meter — “The tachometer.”
e) Peak meter on the rack indicates overmodulation.
f) Monitor speakers (Keep in EXT. at all times. Legaéquired)
g) How to preview material (audition).
h) “On air” lights.
5) Microphone technique
a) Distance from the mic.
b) Keep mic stationary
c) Using auxiliary mics
6) Answering the telephone
a) Why the phone doesn’t ring. Look for the light.
b) “KGHP, Can I help you.”
c) Taking quality phone messages.
d) Putting calls on the air. Only with staff permigsio
e) Putting remote broadcasts on the air.
7) The legal identification
a) Call letters and city of licens&GHP, Gig Harbor at the top of the
hour.
8) Avoiding dead air.
a) Mixing sound elements.
9) The DJ handbook
a) Located under the mini discs
b) Consult it when in doubt
c) Includes emergency phone numbers
10)The FCC Inspection and Public File
a) FCC can inspect a station at any time during bssimeurs.
b) During an inspection: Tell the truth, 24/7 accésgs, power, control
point, modulation, EAS
c) Operators must be able to demonstrate knowledgadtompetence
with radio station operation. Emphasis on EAS.
d) Public file is open for public inspection at anyé during business
hours.
e) Public file is located in station hallway. Key rsoffice.

lll.  Technical Training
(In studios A-B-C)
A. What are all these buttons and mini discs for?
1) Mixing board
a) Shadowing a KGHP volunteer.
2) Operating different devices
a) Operating and cueing CD and mini disc players.
b) Cassette deck.



3)

c) Turntables

d) Phone lines

e) Auxiliary microphones

f) Recording your show.

Types of announcements

a) Public Service Announcements (PSAs) Green
b) Underwriters (Station supporters) Yellow

c) Promotions for other shows, Blue

d) Liners (Station Ids, sweepers, etc.) Pink

B. Creating your own pre-recorded announcements.

1)
2)

Recording voice in studio B

Using Goldwave to mix audio.

a) Individual instruction can be arranged.

b) Announcements must be previewed and approved bgrsaff.

C. Transmitters/Translators

1)

2)

Main transmitter

a) 89.9in Longbranch.

b) Phone “talks” with the transmitter.

c) Operates with 1.5 kw (1,500 watts)

d) Audio goes from studio to transmitter via phonel(5T
e) We share 89.9 with KGRG-FM (Auburn)

f) Operator can turn on or off if needed.

Translators

a) 104.5 (80 watts) at Spring Hill near SR-16.

b) 89.3 (20 watts) on Fox Island, Nichols Comm. Center
c) Monitors in Studio A for each frequency.

V. Presenting (reading) live material (upon conset of

Station Manager)
A) Sources for material

1)

2)

3)

The PSA folder

a) Contribute material on community/non-profit evewtsen you can.

b) Read from these often.

c) Always pre-read copy

d) Be certain the PSA isn’t beyond its kill date.

Reading from other sources

a) Always rewrite information compiled from other soes.

b) Always pre-read any copy.

c) Always double check any facts in which you arecestain.

Writing broadcast copy

a) Always double space copy

b) Include slug line, kill date and approximate regdime.

c) Write in broadcast style: Present tense, shortipgnc
sentences/conversation style.



V.

VI,

Emergency Operations
A. Operator obligations
1) Power outages

2)

3)

a)
b)
c)
d)
e)
)
9)
h)

Peninsula Light partnership with KGHP

KGHP is Pen Light's emergency voice. You'll havearience.
Operators broadcast all emergency messages atlmasinutes apart.
Consult emergency booklet in back drawer of stédio

Flashlights.

Generator: Power will go off momentarily, stay be air.

Music during these times of operation. Middle of tRoad.

Station staff will arrive and take over within shobme.

Snow days

a)
b)
c)
d)

School district personnel may contact you in evgihaurs.
Broadcast any messages related to emergency bigs.rou
Emergency booklet has routes.

When on air and phone rings, lift out of cradle.

Other emergencies

a)
b)
c)
d)
e)
)
g)

Ice storm of 1996

Earthquake of 2001

Cooperate with engineering staff

Stay on the air

Bucket in class and large box in studio C have kegpp
Stay on the air until staff arrives.

Music Library
A) Use of library for shows

1) Never play music you are not familiar with for thrst time on air; always
check your song selection out first.

a)
b)

Borrowing is same as stealing
If you play it, put it back

VII. Sounding Good On The Air

A. Know your audience
1) Plan out your show

a)

Pre-read all copy

b) Select music in advance

C)

Be audience centered.

d) Plan your show 2-3 months in advance and teaspdoning shows.
2) Talking on the air
a) Develop a conversation style that is comfortabteyfu
b) Throw the mic open often.
B. Be consistent
1) Follow the clock
a) Breaks at quarter hours for announcements
b) Frequent weather

c)

Traffic available

d) News items



e) Develop a musical knowledge.
f) Don’t be so random you turn your audience away.
g) Always introduce the following announcer. “Makelean break.”



KGHP-FM

Section 3
Station policies

Mission Statement

The mission of KGHP-FM is two-fold:
KGHP-FM is an educational/community radio statimemhsed to the Peninsula
School District. KGHP-FM provides students in thensula School District with
the unique educational opportunity to explore theabcast and communications
industries. Students will receive hands-on trairang gain through an experience
that resembles a real-world job in radio broadogsti
KGHP-FM serves the interests of citizens of the Bagbor and Key peninsulas with
emergency information and community-oriented prograng exploring a wide-
range of cultural and entertainment programs. KGiPemphasizes information;
news and locally relevant programs giving spedigraion to the interests of people
historically ignored by other media.

Commitment to quality

It is important that each member of the KGHP dtaffe a purpose in mind to guide his

or her performance and involvement with the radabien.

KGHP expects all staff to strive for excellencalhaspects of station operation.

Excellence is demonstrated by:

1) Observing all rules and regulations as mandateéé¢aeral Communications
Commission.

2) Improving one’s abilities in program production.

3) Abiding by all rules, regulations and policies aanaated by the licensee, The
Peninsula School District.

4) Having a respect for the intelligence and undedstanof the listener.

Operator responsibilities

All operators at KGHP must first complete a reqdit@ining program. The duration of
this program can be flexible depending previouseerpce and training. All operators
must go through a Washington State Patrol backgraheck. This includes providing a
copy of a thumb print on a form provided by statsvaff. Upon completion of the
required training and with passage of the WSP backyl check, volunteer operators
can be assigned regular shows on a weekly basis.

Substitutions

When regularly scheduled programmers cannot pertbein usual air shifts, it is
the responsibility of the programmer to contact armdnge for substitute
personnel. A list of other volunteer programmeiss@ible substitutes) is posted
in Studio A (with phone numbers) and in the hallveayside Studio A (without
phone numbers). Every programmer should have a abie station roster.
These are available from station staff. When tlsteras updated, it will be made
available in each programmer’s mailbox.
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Subs must have completed KGHP-FM training and lcteared the
Washington State Patrol background check.

The programmer must inform station staff of thenplked substitution within
24 hours of the air shift. The name and phone numbihe substitute must
be provided to station staff.

If the programmer cannot find a substitute withihridurs before the air
shift, the programmer must inform station staff.ISHDOES NOT RELIEVE
THE RESPONSIBILITY FOR LOCATING A SUB.

Because continuity is vital for listeners and ftation development,
substitute programmers are expected to follow tnem&t of the regularly
scheduled program, including all required annoures@s) features and other
programs.

Exceptions to these policies are made only in Ylem & of a legitimate
emergency, or with the approval of station staff.

KGHP-FM will have a “three-strikes” policy regardimttendance and
substitutes. Failure to follow the substitutiongedures will result in loss of
all duties and responsibilities at the stationluding all broadcasting
privileges.

Preemptions

To accommodate special programs such as sports, eéetion returns, special
features or station repairs, KGHP-Fm needs to pp¢eegular programming
from time to time. In these events, KGHP needsexqcts the full cooperation
of every programmer.

A.

It is not always possible to provide advance ndiicdate-breaking news or
special broadcasts. When possible, station stéifpravide seven days
advance written notice to the scheduled programeittrer through the
appropriate mailbox, or by posting schedules orbthiketin board.

In the event a regularly scheduled program is pptedhfor a taped special,
sports broadcast, or other program requiring astadtio operator, the
regularly scheduled programmer is expected to parfbe board operator
functions.

The engineering staff may preempt any program watiare for engineering
maintenance and repairs. Please cooperate witmiiieeer’s directions.

Security

Station security is everyone’s job. Get to knowakieer staff members and
programmers. Keep your eyes open: If you see songethat looks suspicious,
don’t be afraid to tell someone. Be alert: If y@e sSomeone hanging around the
station that you don’t recognize, ask if you calphbat person.

A.

Sonitrol-- The campus of Peninsula High School is equippigal a Sonitrol
security alarm system. Programmers who arrive duhe day prior to the
school building being in use may be required tauisthe Sonitrol system.
Likewise, programmers who leave after all otherostiemployees have left
may be required to arm the Sonitrol system. Program will receive
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instruction on arming and disarming the Sonitr@teyn during training
orientation sessions. Generally speaking, the diatstaff at Peninsula High
School works until 11 p.m. on weeknights. KGHP s that all volunteers
be out of the building before 11 p.m. so the owuset the alarm is on the
custodial staff. There may be exceptions to thesest Operators who fail to
arm the Sonitrol system when instructed to do sobsimmediately
terminated.

Phone in advance It is highly recommended that an incoming KGHP
volunteer programmer telephone the previous opetatet them know of
their time of arrival. Should a substitute prograenioe coming in for a shift,
it is the duty of the regular (absent) programroealert the previous
programmer about the “new face at the door.” Phurabers of station
personnel are not to be given out in person or theephone. Instead, please
take complete messages that include a name, dasmmpcalling and return
number.

Guests- While we understand that programmers may wabhtita friends
and family to the station, this isn’t encouragede6&is who are “just visiting”
can be a big distraction when you are doing a rathgram. Limit guests to
one at a time and to persons who are involvedamtbgram such as
interview subjects, co-hosts, etc. Programmersemgonsible for the actions
of their guests, including liability for all broaast regulations and damages
to station equipment and fixtures. Be sure all gpiesmply with KGHP
policies.

Locking up— If you are the last scheduled programmer duthiegoroadcast
day, you are responsible for locking up the stalbiefore you leave. Shut off
all lights in the studios, classroom and hallwaksg all doors.

Cleanliness- Pick up after yourself. Put away any and all pant discs,

mini discs scripts, etc. Work to keep PSA scriptstber materials in their
proper folders. A microwave oven and sink is preddn the classroom.
Programmers are to provide their own dishes andesggonsible to wash
their own dishes and discard of any garbage.

Personal responsibility and disciplinary actions

This is a community radio station. We work to resgbroblems whenever
possible. However, KGHP-FM operates in a manndrdeemands a high degree
of personal responsibility and integrity. In thisv@onment, there are a few
situations or infractions that lead to immediat@ogal from all duties and
responsibilities at the station, including all batoasting privileges:

A.

o

o0

m

Removing (stealing) KGHP property: equipment, rdsptapes, CDs, paper,
office supplies, etc.

Consuming alcoholic beverages or controlled suloemon the premises;
appearing intoxicated on premises is prohibited.

Smoking in the studios or anywhere on school prtgper

Physical violence or threatening behavior againstl@er person or station
property.

Neglect of FCC-mandated rules and regulations:dwasting legal Ids,
allowing transmitter to operate unattended andvermodulated for an
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extraordinary period of time, obscenities, slandemajor violations of
station policies regarding the broadcast of religior political materials.
F. Not abiding by district policies and procedures.

Management staff will hold the right to suspenexpel programmers for the
following causes.

Consistent failure to correct log errors.

Consistent failure to perform duties required bg EhC.C.

Consistent failure to arrive on time for an assayabift. (Three strikes and
you're out).

Failure to perform an assigned shift.

Failure to secure trained substitute personnehoaissigned shift.
Consistent abuse of equipment.

Violations of the station’s policies on political eligious commentary.
Eating or drinking in the studio facilities.

Failure to frequently broadcast messages pertaioitacal emergencies.
Representing KGHP-FM to obtaining gifts, event passr credentials
without staff consent.

Failure to answer the phone during your shift.

“TIemMmo Ow>»

A

Appeal process

Any management staff decision may be appealed. &pshould first be directed
to the Station Manager. If no resolution can bemed, an appeal can be made by
contacting the following administrative staff:

1) Building Principal
2) Technology Director
3) CTE Program Coordinator

These three make up the oversight management téasevdecision will be
final.

Operator guidelines for program content

As a KGHP-FM programmer, what you say, what yowy glad how you follow the rules
reflects no only upon the Peninsula School Disthat also upon the station’s license
from the Federal Communications Commission. Ownise is our life. Do your best to
keep the station logs clean the programming cleadrttze studio clean. If so, your future
with KGHP will be bright.

Our motto: Clever — Never Crass. While other (comuiad stations push the envelope in
regard to obscene or indecent material and langwa@gelP-FM will play by a higher set
of rules. With the flick of a radio switch, schabstrict patrons (plus thousands
elsewhere in the south Puget Sound region) caa gainple of our schools. You should
always strive to sound creative, intelligent anthpetent.

Obscene and indecent language
Under FCC regulations, it is illegal to broadcadssa@ene program material at any
time. The FCC defines “obscene” as material witlredeeming social value,
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appealing only to prurienOpsessively interested in matters of a sexual nature)
interest. The FCC defines as “indecent” any maténat depicts or suggests acts
of sexual or anal intercourse, or elimination (excent).

A. Obscene or indecent material? It starts with GeQa@din’s seven dirty
words: shit, piss, fuck, motherfucker, cock, codksr, tits. But KGHP-FM
will uphold to a higher standard. Stay away frong eeferences to human
waste or material. Arriving at a clear-cut definitifor “obscene” is difficult,
programmers are asked to review any borderlinaiestipnable material
with station staff.

B. KGHP-FM does not allow disclaimers that allow fdd&ture Audience”
material.

C. Programmers are responsible for preventing all nzgarior to airplay.
Ignorance of the content of program material da#scanstitute a valid
excuse for policy violations.

D. If an album, song titles or artist name contairtesent language, do not
announce the title. Titles and names may not heainsed.

Religious material

Defining religious material within the boundaridsactistic musical expression is
difficult. KGHP-FM’s policy is that programmers sheefrain from any content
that can be deemed “deliberately religious.” Progreers are advised to consult
station staff with any questions regarding thisgol

Political material

No person may do political commentary on behalkK@HP-FM or the Peninsula
School District. Individual political commentary programs reflecting an
opinion must be have prior approval from stati@aifsProgrammers are advised
to consult station staff with any questions regagahis policy.

Libel

It is illegal to broadcast false statements attamg. Libel is defined as a false
broadcast statement which brings a person intagabhtempt or ridicule;
causes a person to be shunned or avoided; or srguperson in their business or
profession.

Broadcasting phone calls

Programmers shall refrain from broadcasting phatis without the prior
consent of station staff. Prior to broadcastingleghone call, the caller must be
informed that the call is going on the air, or thatill be recorded.

Unfair advantage

If a KGHP-FM staff member will be paid or compemrsghfor involvement in a
public event not associated with KGHP-FM, KGHP Radiay publicize the
event as long as the event receives no more cavénag other/similar events.
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Personal attack

When program content attacks the honesty, charactategrity of a person or
group, in the context of a controversial issuet geason or group must be
offered, within seven days, the chance to responthe air to allegations. A
script, tape or summary of the broadcast must bdadle to the (attacked) person
or entity. Public affairs and issues programmemkhspeak with station staff for
more details.

Media credentials

KGHP-FM programmers may not use their involvemeithh WGHP Radio to
obtain media passes or complimentary tickets totsyeoncerts, sporting events,
etc. Should a programmer wish to cover an eventdéars or public information
purposes, prior arrangements must be made thrdagbrsstaff.
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Volunteer Acceptance of Agreement

Peninsula School District recognizes and valuegeam of volunteers that contribute to
the success of local community radio. Your timéref thoughts and opinions are
appreciated and make this station unique.

Peninsula School District also has responsibilitiefollow FCC guidelines, to be
accountable for responsible management, to maiatérel of professionalism, and to
steer the team in a direction that aligns withrthgsion of the station. The Station
Manager is tasked as the first level to oversegetii@ngs. It is our hope that volunteers
understand and support this role, and realizettfwtdcasting is a special privilege, not
an individual right. From time-to-time the Statiblanager may need to instigate changes
that affect a volunteer’s level of involvement irder to be responsive to these
responsibilities.

Thank you for taking into consideration all thespexcts of radio operation, and for your
interest in joining our team of volunteers!

Directions: Please read through the Volunteer Handbook giwsmot by the Station
Manager. After you have done so, please initialdeesach statement and sign below.

| have been given my own copy of the Volentéandbook
| have read and do acknowledge the contétite® VVolunteer Handbook

| understand that, as a volunteer, thersteot legal guidelines to follow when
broadcasting on-air

| understand that my position as a voluritextndes the responsibility to
participate in fundraising activitiesid am willing to fulfill both duties—being a
DJ and fundraising.

| understand that as a presence on publaoksgrounds | am expected to
practice professional and respectéhiayior

| understand that my first point of conta¢he Station Manager

| understand the appeal process, if negessat agree to follow the proper steps
of communication

l, , have read the contents of this packet,
(primame)

and agree to abide by the guidelines and praatiessribed in it.

(Sigue) (date)

Your Option: | am available | am noavailable to be put on the sub list
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