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Introduction

KKFI’s Mission Statement

KKFI is the Kansas City area’s independent, non-commercial community radio station.  We seek to stimulate, educate, and entertain our audience, to reflect the diversity of the local and world community, and to provide a channel for individuals and groups, issues and music that have been overlooked, suppressed or under-represented by other media.

KKFI’s Philosophy Statement

KKFI is committed to diversity in programming and discourse and seeks to create a climate of mutual respect and collaboration among volunteers and staff.

90.1 FM KKFI is a non-commercial, educational, public radio station licensed to Mid-Coast Radio Project, Incorporated.
As a public radio licensee, KKFI is subject to a variety of statutory and regulatory requirements and restrictions.  These include the federal statutes under which licensees must operate, as well as other applicable federal and state laws.  The policies in this handbook are not meant to supersede any local, state, or federal laws which govern Mid-Coast Radio Project, Incorporated.
This manual, when approved in full or in part by the Board of Directors of KKFI, will replace corresponding sections of previous manuals.
It is required that all persons associated with KKFI familiarize themselves with this manual and other applicable rules and regulations.
Infractions of some policies contained in this manual may cause the offending individual(s) as well as the station to incur local, state or federal criminal charges and/or fines.
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Glossary
I.
KKFI Code of Conduct
A.
Grievous Harm
Any person(s) whose act or failure to act endangers the broadcast license of KKFI or its democratic system of governance or who otherwise contrives, causes, or attempts to cause harm of a serious or potentially fatal nature may be determined to be working against the best interests of KKFI, and to have betrayed the Mission and Philosophy of KKFI and Mid-Coast Radio Project, Inc.
Penalty: Immediate Termination by General Manager/Executive Director or other Designated Person
B.
Theft
Theft of any kind will not be tolerated.
Penalty: Immediate Termination by General Manager/Executive Director or other Designated Person
C.
Vandalism
Destruction or intentional damage to the station and/or equipment will not be tolerated.
Penalty: Immediate Termination by General Manager/Executive Director or other Designated Person
D.
Alcohol/Drugs
As required by the Drug Free Workplace Act and other applicable laws, KKFI will provide an alcohol-free and drug-free workplace.  The unlawful manufacture, distribution, dispensing, possession, or use of a controlled substance is absolutely prohibited in any KKFI workplace or property.  No one is allowed to be at the station, either on or off the air while under the influence of alcohol or illegal drugs, or otherwise impaired by medication.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
E.
Equipment Damage/Tampering
Diligent care must be given in the use of all KKFI equipment.  Misuse or unauthorized tampering is strictly prohibited.  The General Manager/Executive Director must approve any changes in the configuration or use of equipment.  You may be held liable for careless, accidental, or intentional damage to equipment.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
F.
Threat to the Safety of Others
Everyone has the right to feel safe while at KKFI.  No firearms or other weapons are allowed on KKFI premises at any time.  Physical violence or threatening a KKFI volunteer, staff member or guest, either on or off the premises, will not be tolerated.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
G.
Editorializing/Commentary
A programmer may not editorialize or act as a station spokesperson without permission from the Mid-Coast Radio Board of Directors or station management.  All other opinions are called “comments” or “commentary,” and should be accompanied by a statement that the opinions expressed are your own.  If there is any doubt, issue an on-air disclaimer at the beginning or end of your program.
Penalty: Verbal Warning, Written Warning, Suspension, Termination
H.
Loitering/Unauthorized Parties
Although we are a community-oriented group, we cannot provide unlimited access to our facilities for non-essential persons or gatherings of persons.
Penalty: Verbal Warning, Written Warning, Suspension, Termination

I.
Food and/or Beverage in Studio
No food is allowed in the on-air studio or production room.  Beverages are allowed only in spill-proof containers, and must be kept away from electrical equipment.  Food and non-alcoholic beverages may be consumed in the Green Room and other designated areas.
Penalty: For Evaluation by the General Manager/Executive Director
J.
Guests
Guests should be informed of our basic station rules and policies.  You are responsible for the behavior of your guests.
Penalty: For Evaluation by the General Manager/Executive Director
K.
Malicious Mischief
The intentional sabotage of station property or operations will not be tolerated.
Penalty: For Evaluation by the General Manager/Executive Director
L.
Personal Use of Equipment
Neither volunteers, staff members, nor the general public can access our office or studio equipment for personal use.  All equipment is for the use of KKFI business and broadcasts only except as permitted by the General Manager/Executive Director.
Penalty: For Evaluation by the General Manager/Executive Director
M.
Posters, Notices, Etc.
Posters or flyers posted or circulated on station property will be screened for content and offensive language.  Items posted on the station bulletin board must be dated.
Penalty: For Evaluation by the General Manager/Executive Director
N.
Respect for Others
Volunteers, staff, listeners, guests, and callers must be treated with respect and courtesy.
Penalty: For Evaluation by the General Manager/Executive Director
O.
Smoke/Fragrance in Studio

Smoking or burning of candles or incense is not allowed in the studios or offices of KKFI.  Smoke damages the equipment and its effects cannot be counteracted.  Smoking is allowed outside the building as per Kansas City, Missouri City Ordinance.
Penalty: For Evaluation by the General Manager/Executive Director
P.
Station Cleanliness
All public areas of KKFI should be kept clean.  Clean up after yourself and your guests, and return equipment and materials to their proper places.
Penalty: For Evaluation by the General Manager/Executive Director
II.
Broadcasting Rules
These rules are intended to comply with Federal Communications Commission regulations as well as KKFI policies.

A.
Unattended Operation
A KKFI Certified Radio Operator must be signed in and in control of the station at all times, even during a pre-recorded program.  You may not leave the station unattended or shut it down for any reason unless instructed to do so by the station technical engineer, the General Manager/Executive Director or other qualified staff person.
Penalty: Immediate Termination by General Manager/Executive Director or other Designated Person
B.
Call -To-Action
“Call-to-Action” means you are directing the listener to go somewhere and/or do something in regard to a product, service, or event.  Do not promote or encourage any action on behalf of a commercial event or business, and do not mention prices.
Examples of promotional phrases include:
· “Don’t miss it.” 


· “Call ahead.”
· “I’ll be there.”
· 
“Be there or be square.”
· “I had a great meal.”
· “They are so friendly there.”

Legitimate Not-for-Profit organizations are exempt from this rule, and it is the programmer’s responsibility to correctly determine this status.
Please remember, our duty as a non-commercial station is simply to present information to the public.  We sell underwriting spots to both commercial and non-profit organizations, and do station-sponsored promotions.  It is not healthy for our station to produce unpaid infomercials.

Promotions, benefits and fund-raisers for KKFI must be pre-approved.
Artists may mention their venue at the beginning and end of an interview.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
C.
Election Broadcast Violations
One of the primary reasons KKFI exists is to provide listeners with information about the community, and to help them make informed choices.  The laws surrounding political broadcasting are complex, but the following guidelines will help keep you and the station out of trouble:
· Never personally endorse or support a candidate or party by name on the air during an election.
· If you are interested in covering political issues, do so only with the guidance of the General Manager/Executive Director.
· The KKFI Interview Issues Log Form showing qualified candidates you plan to have as guests on the air should be given to the General Manager/Executive Director at least 48 hours prior to broadcast.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
D.
Obscene/Indecent/Profane Broadcasts
Policies against obscene, indecent and/or profane radio broadcasts are always in force at KKFI.  There is no “safe harbor” at any time of the day or night when it is OK to broadcast such language.
Obscene, indecent, and/or profane broadcasts can be defined as:
· Pandering, titillating, lewd, lustful, vulgar or shocking
· Descriptive of or referring to sexual or excretory organs or activities which would be offensive to most people
· Suggestive material, consisting of innuendo and double meanings
· Repetitive, explicit or graphic language
· Cursing (includes, but is not limited to the seven deadly words:  “shit, piss, fuck, motherfucker, cocksucker, tit, and cunt”)
Humor is no defense.  Obscuring or bleeping offensive words is not considered helpful if the meaning can still be understood or deciphered.  The material must have other serious literary, artistic, political, or scientific merit when taken in context.
It is the programmer’s responsibility to make sure the 7‑second delay is in operation and used properly.  Preview all music for offensive language, and carefully monitor all speech that goes out on the airways.  Federal criminal charges and fines against the announcer are possible.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
E.
Payola/Plugola
Payola - It is illegal for anyone affiliated with a station to directly receive money or other items of value in exchange for a station promotion.  Event tickets and/or other consideration must be sent to the station office to be distributed, not given directly to the recipient.
Plugola - It is illegal for any person to endorse or promote ventures which could directly or indirectly benefit themselves or an organization with which they are affiliated without disclosing that affiliation on the air and to station management.  If you have a guest with whom you have a personal or professional relationship, that affiliation must also be disclosed.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
F.
Personal Attacks
You may not attack the personal honesty, character, integrity or other personal qualities of any private citizen or group over the air.
Penalty: Suspension or Termination by General Manager/
Executive Director or other Designated Person
G.
Station lD
KKFI identifies itself as close to the top of each hour as feasible during a “natural break in programming.”
Our only acceptable station ID is:

90.1 FM KKFI-Kansas City Community Radio
The ID is usually given verbally.  Anything can be added before or after the legal ID, but nothing may be inserted.
When the on-air staff is changing, the person coming on the air is responsible for giving the ID.
Penalty: Verbal Warning, Written Warning, Suspension, Termination
H.
Operator Duties
While signed onto the Transmitter log, you are responsible for performing any procedure that may be required during your shift.  Duties include but are not limited to:
· Filling out Transmitter and Program logs correctly
· Taking transmitter readings every two hours, and monitoring our signal
· Starting pre-recorded or satellite programs (PAL)
· Taking EAS tests and making notes on the Transmitter and Program Logs which include the time, your initials, the type of procedure and any other relevant information
· Performing emergency broadcast procedures as needed
Penalty: Verbal Warning, Written Warning, Suspension, Termination

I.
Transmitter Log
Your signature on the Transmitter Log is considered proof that you took control of our signal.  The operator’s signature following yours on the log indicates that control of the station was passed to the next person.  Sign the log at the beginning and end of your shift.
Penalty: Verbal Warning, Written Warning, Suspension, Termination
J.
Program Log

The Program Log (also known as the Traffic Log) is a daily schedule of station IDs, programs and announcements that should be aired as close as possible to the scheduled time.  Sign ON with the time and your signature, and sign OFF with the time and your signature, and make sure the person before and after you do the same.  This is considered proof that you operated the board during the times you indicate on the log.
Write the time and your initials beside each scheduled announcement you play or read.  If there is a problem with the announcements, note it on the log.

Community Bulletin Boards exclusive to your program do not have to be recorded in the log.

Penalty:  Verbal Warning, Written Warning, Suspension, Termination

K.
Copyright Infringement/Rebroadcasts
A copyright establishes ownership of a piece of created work.  The copyright holder may then sell, lease, or grant permission for its use.  We pay royalties to use most commercially recorded copyrighted recordings.  For all other material, published or unpublished, foreign or domestic, permission must be obtained in writing from the copyright owner, and provided to the KKFI Program Director.
However, copyrighted material may be broadcast in small portions for purposes of criticism, comment, news reporting, teaching, scholarship or research without written permission from the copyright holder if proper credit is given.
Some material has no current owner and is considered to be either “Orphaned” or in the “Public Domain.”  This material may be used only after a documented search for the copyright holder in good faith according to the rules of the United States Copyright Office by the person wishing to use the material, and guided by the KKFI Program Director.

Also, you may not rebroadcast a program from another radio or television station in substantial part or in its entirety without written permission from the copyright holder.
Penalty: For Evaluation by the General Manager/Executive Director
L.
False Information
It is illegal to falsely identify the station, or to intentionally broadcast false or deceptive information.
Penalty: For Evaluation by the General Manager/Executive Director
M.
Telephone Calls
Permission must be obtained in advance from persons whose voices or music are to be broadcast via telephone.  This includes live or recorded, incoming or outgoing calls.
However, regularly scheduled call-in shows need only answer the phone with: “You’re on the air!”
Penalty: For Evaluation by the General Manager/Executive Director
GLOSSARY

EAS-Emergency Alert System
Editorialize-Public statement of opinion by the board or management of a radio station
Engineer-Technical specialist who keeps the station running
FCC-Federal Communications Commission
Green Room-Staging area for on-air guests
Grievous-Potentially fatal-gravely serious-treasonous
ID-Identification
Operator-Person who operates the on-air control board
PAL-Program Air Log-Computerized on-air play panel
Production Room-Also known as Studio B-The recording studio
Producer-Person responsible for the show
Program Log-Also known as the Traffic Log-A running list of scheduled shows, IDs, PSAs, promos, and underwriting announcements planned for the day
Programmer-An on-air personality
Promo-Promotion
PSA-Public Service Announcement
Suspension-Temporary expulsion from some or all activities related to the station
Termination-Permanent expulsion from all activities related to the station
Transmitter Log-Also known as the Operator Log-An ongoing tabulation of station functions required by the FCC
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