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1. MEMBER POLICIES

1.1. TERM OF MEMBERSHIP

06/ 01

Payment of dues entitles a person or family to membership for one year from date of payment. This membership cannot be cancelled or downgraded to a lower level unless there is a written request from the Member to do so. Memberships can be upgraded with a payment of additional dues. If there is doubt whether a contribution is a donation or a payment of membership dues, we shall grant the donor membership privileges until we have been informed in writing that that was not their intention.

1.2. FAMILY MEMBERSHIP 

03/01 

For all subscriptions including and above the family membership category, subscribers will be asked if this is a family membership. Family memberships entitle two people (both names shall be on record) to vote for the membership seat. All categories, excepting Business subscriptions, qualify for the family membership, if desired by the Member. All family subscribers shall receive 2 ballots for all elections in which this class of membership has the right to participate.

2. BOARD POLICIES

2.1. BOARD MEMBERS

2.1.1. Eligibility

[See “Election Policies and Procedures”; see also Bylaws.]

2.1.2. Terms of Office 

03/19/96

A Board member may serve two consecutive terms or six years maximum at one time.  There shall be one year off before a Board member may serve again.

2.1.3. Officers’ Duties 

Board Officers are:  President, Vice President, Secretary, and Treasurer.  

[See Bylaws, and Policy 2.3.5, “Board Communications Procedure,” and the Officers’ Duties list in the Board binder.]

2.1.4. Disposition of Open Time statements

09/21/99

The Board President shall see to it that Open Time statements are assigned a disposition, stating how that issue is being resolved.

2.1.5. Correspondence Secretaries 

11/28/07; Rev. 04/26/11

There will be two Correspondence Secretary roles, one for email correspondence and one for handwritten notes.  It is possible for one person to be appointed to both roles.

The Correspondence Secretary responsible for email shall reply promptly to emails to the Board, thanking the person for writing, and if a further reply is indicated, saying that the Board will reply after its next meeting, or sooner. Board members shall be copied in on all emails sent on the Board’s behalf.

Sometimes a quicker reply is possible, for example when a person simply provides input to the Board, or asks a simple factual question.  In such cases, the Correspondence Secretary responsible for email will draft a reply, and give Board members three days to email that they want it discussed at the meeting.  After three days, if none object, the President shall approve the email for sending.

The Correspondence Secretary responsible for hand-written cards and notes receives assignments at Board meetings. 

2.1.6. Absences by Board Members (See also Bylaws)

10/21/97

A Board member who will be leaving for an extended period of time and will be unable to attend Board meetings is responsible to find out how other Board members feel about his/her absence. 

2.1.7. Status Change of Programmers’ or Members’ Representatives

02/20/96

A Programmers’ Representative who loses his/her show does not necessarily lose his/her Board seat.  A Members’ Representative who becomes a Programmer loses his/her Board seat.

2.2. BOARD MEETINGS

2.2.1. CPB Open Meeting Rules 

CPB open meeting rules shall be followed. See “CPB Certification Requirements for Station Grants Recipients” In Board Binder.

2.2.2. Closed Session Rules 

09/16/97; Rev. 5/24/11

Closed sessions are held to assure confidentiality when discussing certain legal, financial or personnel issues.  The occasions when closed sessions are allowed are listed in “CPB Certification Requirements for Station Grants Recipients” in the Board Orientation Binder.  The Board may also meet in closed session when sitting as a tribunal in handling matters referred to it by the Grievance Panel.  The public agenda for a Board meeting shall state which of these types of issues will be addressed.  A closed session also may be scheduled at any time during a Board meeting, should the need arise.

The Board may exclude the Station Manager from a closed session when its discussions involve her or him, usually in the case of personnel issues.

The agenda for a closed session shall be created by the Executive Committee, and the Vice President (or any officer delegated by the Committee) shall speak to all other Board members in advance of a closed session to inform them of the agenda.  The Executive Committee may invite a guest or guests to a closed session, in order to benefit the organization.  

The following protocol shall be used during each closed session: 

1) Read agenda. 

2) Read these ground rules: 

a. All discussion must relate to the agenda item(s) and will be held in confidence, except any portions the Board specifically decides to make public.  

b. Confidentiality does not mean that Board members may not, outside of the closed session, discuss what was said with each other or with others who were present.  

c.  Remarks not germane to the agenda item shall be ruled as such by the presiding officer.  These are not subject to confidentiality restrictions, but Board members are reminded to serve the organization’s best interest.  

d. Any collective record made during this session shall be given to the Board President for safekeeping.  The Secretary will be told where such materials are filed.  

3.  After deliberations, the Board shall decide, and the Secretary shall record, what is appropriate to share publicly, including language for the minutes of the meeting.  How each Board member voted will not be shared unless the Board decides to share that information.  The Board will also make plans for any needed follow-up actions or communications. 

2.2.3. Meeting Rules

10/24/06

The Board of RCR operates by its own meeting rules and best judgment.  The Board of RCR no longer operates according to Robert’s Rules of Order.

2.2.4. Ground Rules

1999; Rev 07/25/06

Speak respectfully to one another.  Focus on issues, not personalities.  Support the facilitator.  No interrupting.  Make criticism constructive, specific, substantiated and, ideally, when the person(s) are present.  When required, a five-minute break shall be granted to attendees to encourage peaceful communication.

2.2.5. Voting

04/01; Rev. 5/22/12

All matters shall be resolved by voting. Board members shall vote yes, no, or abstain.

A 2/3 majority of Board members present shall be sufficient to add, modify or delete Board protocols and policies.

A 2/3 majority of Board members shall be sufficient to change bylaws, except that only the Members and/or Programmers can make a bylaw change that adversely affects their voting rights.

A simple majority of Board members present shall be sufficient for passage or rejection of all procedural motions, e.g., close or extend debate, bring to a vote, accept consent calendar, accept minutes. This includes everything not specified previously. 

Policy and bylaws items must be on the agenda, and approved with identical wording, two times (usually at two consecutive meetings).  (See Agenda Additions/Prior Notice.)

2.2.6. Voting by Presiding Officer

01/27/04

The presiding officer always has the right to vote, and the privilege to withhold his/her vote when it is not a tie-breaker.

2.2.7. Parliamentarian

06/10/14

At each new Board's first meeting, it shall appoint a Parliamentarian who is familiar with the meeting rules in this Policy Manual. The Parliamentarian is assisted by Policy Committee members, as well as all board members, in supporting the President by keeping RCR meeting rules in mind during Board meetings.
2.2.8. Agenda  

[See also Section 2.3.5 “Board Communications Procedure.”]

2.2.8.1. Agenda Requirements for Board Meetings

08/28/07, Rev 05/22/12

Regular and Special Board meeting Agendas will include at minimum the following items; however, special Board meetings with closed session(s) as the only action item(s) shall not have "Open Time" on the agenda.
I. Call to Order

II. Approval of Agenda

III. Open Time

IV. Action Item(s)

V. Set Next Meeting Time

VI. Adjournment

2.2.8.2. Agenda additions / Prior notice

05/25/04; Rev 10/24/06

The agenda generated by the Executive Committee of the Board shall be posted publicly at least seven days prior to a regular Board meeting. In the event a New Business item is added to the agenda after such posting, it may be discussed, but not acted upon, at that meeting.

Exceptions: If two-thirds of Board members present concur that such a postponement would be deleterious to RCR, action may be taken, subject to a confirming vote at the subsequent meeting.

The actual wording of a new or revised policy shall visit two consecutive Board meetings before final adoption. However, as above, the Board may vote that a policy may take effect after the first Board approval of language to avoid negative consequences to the station.

2.2.9. Consent Calendar Procedure

01/27/04

Adopt a Consent Calendar as a part of the agenda where routine items could be approved as a group, without discussion. 

2.2.10. Criticism at Board Meetings

09/21/99

Criticism offered to an individual or to the Board shall be constructive, substantiated, and specific. Whenever possible, offer this criticism to a person when s/he is present.

2.2.11. Petitions 

09/23/01

The Board shall consider petitions for a specific proposal only when hand signed by Members or Programmers, with addresses and phone numbers; and the name and address of the petition circulator. Board Secretary shall validate the signatures. The Executive Committee shall screen the petition for valid concerns.

2.2.12. Guidelines for Open Time 

09/21/99

Structure of Community Participation at Board Meetings:

The Redwood Community Radio Board would like to hear from the public, but also has a pressing need to accomplish its business.  To balance these two priorities we ask you to please communicate your concerns through your representatives whenever possible.  When this is not appropriate, contributions to our meetings should be as brief and constructive as possible.  

Ground rules for Board meetings apply to all speakers:  Speak respectfully to one another.  Focus on issues, not personalities.  Support the facilitator.  No interrupting or side conversations.  Make criticism constructive, specific, substantiated and, ideally, when the person(s) are present.  When required, a five-minute break shall be granted to attendees to encourage peaceful communication.

Access to papers under discussion:  At least 2 copies of all non-confidential paperwork will be provided for public reference.  Sometimes it is necessary to share.  The Secretary may be able to assist attendees in locating paperwork.

Open Time Guidelines for Speakers:

Please sign up and state the subject(s) you will address.  Speakers will be assigned an amount of time not to exceed 5 minutes.  Please stick to your stated subject(s).

If possible, bring a succinct outline or complete statement for the Secretary

Brief and concise presentations are most effective.  If a previous speaker has made the same points, endorse them briefly.

Going a step beyond statements of problems by giving suggestions for solutions is appreciated.

The Board will give you a disposition of your item, for example it may be:

· On next month’s meeting agenda,

· Assigned to a working group or committee,

· Referred to Staff,

· Referred to existing RCR policy, or

· Information that only appears in the minutes of the meeting.

The Board’s response will probably not be discussion or action, as the Board may not act upon items that are not on the agenda.

We appreciate that you have taken the time to communicate valuable information.  Thank You!

2.2.13. Disposition of Open Time Statements

09/21/99 

The Board President shall see to it that Open Time statements are assigned a disposition, stating how that issue is being resolved.

2.3. BOARD COMMUNICATIONS

2.3.1. Board Binders

06/00; Rev 06/27/06

Board binders are compiled for new Board members each August by a member of the Election Committee.  (See Election Policies and Procedures)

Board binders, which often include confidential information, are not intended to be passed on. Board members are encouraged to pass on other appropriate information to their successors. 

2.3.1.1. Board Binders Contents List

Rev 6/27/06; Rev 07/28/09; Rev 03/27/12; Rev. 08/24/12

(This list is not a policy, so a simple vote at one Board meeting is sufficient to revise it.)

· Mission and Vision Statements

· Articles of Incorporation

· Bylaws

· Board Member Handbook and Contract

· Officers’ Duties

· Conflict of Interest Statement 

· Policy Manual

· CPB Certification Requirements for Station Grant Recipients

· NFCB Legal Handbook Access Codes (FCC Regulations, etc.)

· IRS Codes for Non Profits (Regarding Conflict of Interest)

· Contact list of Board Members with term dates 

· List of Board Committee Members with any term dates

· Contact list of Grievance Panelists with term dates

· Contact lists of Community Advisory Board Members

· Contact list of KMUD volunteers

· Operator’s Handbook

· PSA Guidelines

· Current Budget

· Compliance Calendar

· Station Manager Job Description

2.3.2. Board Member Handbook and Contract 

06/02

Board Member Handbook and Contract will be part of the Board Binder.  Board members must fill out and sign this document at the beginning of their service.  Original signed contract will be housed by management in the Board file drawer.

2.3.3. Labeling Documents 

05/01

Document labels specify document status (e.g. draft, final, proposal, memo, policy), date of issuance, origin, and author(s). 

If the document supersedes a previous document, the date of the previous document shall be noted. When the paper originates from committee, the committee name and names of members participating shall be included. This label shall be located, in small type, at the top or the bottom of each page.

2.3.4. Spokesperson Policy

12/21/99

When expressing an opinion about RCR in print or other media, Board members shall state it is his/her personal opinion, not that of the Board of Directors, unless it is a Board-approved statement.

2.3.5. Board Communications Guidelines

04/27/04; Rev 08/24/04; Rev 02/26/08; Rev 06/23/09; Rev 7/27/10; Rev 3/22/11

(This is procedure as opposed to policy, so a simple vote at one Board meeting is sufficient to revise it.)

Executive Committee, Two Weeks Before Board Meeting

The Secretary shall provide the draft minutes (by email to the entire Board) before the meeting, and agenda template on paper at the ExCom meeting.  Management shall provide reports or recommendations that require Board action. Committee chairs shall have a proposal ready, if necessary, for consideration at the coming Board meeting.

The Secretary shall, within three days of the ExCom meeting, email to all ExCom members a complete draft agenda.  All ExCom members shall promptly approve the agenda by email.  Secretary emails the agenda to Board and Management by seven days before the meeting. 

For special Board meetings, all Board members will be telephoned and emailed with time and place. ExCom members will have at least a day to approve a draft agenda by email.  The Agenda Requirements policy will be followed. Other elements of this Procedure are waived if time does not allow them to occur. 

Draft Minutes

The Secretary shall email the draft minutes to Board members as soon as possible after each Board meeting.  Board members may recommend revisions to the Secretary.  The Secretary will email the Final Draft Minutes to the Board at least seven days before the next Board meeting. Minutes may be amended by the Board at the next Board meeting.  

(Board members without email may make arrangements for receiving minutes and all other documents.)

Board Packets

Board Packets consist of the Agenda, Draft Minutes, Reports from Management (including Compliance Calendar items completed, and those due in the coming month, as well as Technical and Program Directors’ reports), Finance Committee, financial reports (Profit & Loss, Balance Sheet, Budget to Actual), other reports, proposals for consideration at the meeting, and anything else pertinent to the upcoming Board meeting.

Seven days before Board meeting: people creating these documents email them to the Board and Management.  An exception is that Management is responsible for circulating the financials: collapsed version (without individuals’ pay info.) for all photocopies and for the bulletin board, and the fully detailed version by email to Board members.  Any other documents are circulated by the President or VP, who also distributes the full packet to others who have requested it.  Also on this day, Management posts the Agenda to website and bulletin board.

On or before the Friday morning before each Tuesday Board meeting, Management shall see that packets are photocopied and distributed, as follows: for each Board member, and three copies for the public, in the Board’s mailbox by the studios; one for Management; and one copy to the bulletin board.  The packet from the previous month is filed in the Public File’s minutes file. 

Meeting and Minutes

An hour before the meeting, the Vice President shall collect any unclaimed packets and bring them to the meeting.  The Vice President shall be responsible for the meeting room, and shall obtain and return the key, and open and lock the room before and after the meeting.

The Secretary shall provide the meeting with the three copies of the Board Packet, 7 extra agendas, and a sign-in sheet for Open Time speakers to list their name and the subject they will address.

Management shall arrange for an audio recording of the meeting, provide a copy to the Secretary within three days, and archive the original at the station for two years.  Other Board members may also request a copy.  Management will provide copies to the public upon request for $10 per copy.

The Secretary shall take the best notes possible while participating fully in all discussions, read back motions as requested, and shall use those notes, others’ notes, and/or the audio recording to assist in producing accurate minutes.  Documents approved by the Board will be included in their entirety in the minutes, or, long documents may be identified by date of draft.

After Meeting

The Secretary shall email final, Board-approved Minutes, labeled within the document as such, to all Board members and Management, as soon as possible after the meeting.  When referring to submitted written reports, web-posted minutes (or, all final minutes) shall say “(See Report in Public File)” instead of just “(See Report)”.  Management shall, upon receipt of finalized Minutes, post them on website and bulletin board, and file in Public File.

On the website, Minutes from the current calendar year will appear in the “Board Meeting Minutes” section, and older minutes in the “Archived Minutes” section.  Reports will not be posted on the website.

Management shall remove outdated proposals and documents from the bulletin board.

2.3.6. Board Polls

04/24/12

The Board may take action without a meeting when this gives significant benefit to RCR.  The Board must be unanimous to act in this way (except of course that any Board member with a conflict of interest does not vote).  Board polls shall be initiated by an email to the entire Board.  Any responses made by telephone shall be reported by email.  A copy or copies of the motion signed by all Board members must be obtained by the close of the next Board meeting.  The decision is recorded in that meeting’s minutes.    

Any Board member, including management, may initiate a poll, by first obtaining the affirmation of a second person who is a member of the Executive Committee that it would provide significant benefit to RCR.  The initiator will track responses, and file the signed copy or copies of the motion with Board minutes in the Public File.

Discussion is encouraged, and Board members may change their votes until voting is finished.


2.3.7 
Correspondence Secretaries

See Policy 2.1.5 on the two roles for Correspondence Secretaries. 

2.4. BOARD COMMITTEES

2.4.1. Standing Committees

12/16/97; Rev 08/24/04; Rev 06/27/06

The Board presently has four standing committees:  Development, Finance, Policy and Mediation.  Standing committees include at least one Board member who is the Board-appointed Chair.  Committees draw up their own goals, rules, and definitions to implement the Board’s broad plan. Committees report to the Board, which accepts, rejects, or modifies their recommendations. Standing committees can have subcommittees at their discretion. Special committees have a limited project or timeframe.  Committee expenditures shall be budgeted and approved ahead of time by the Board. Management’s committees such as the Program Selection and Review Council are advisory to and defined by management. 

2.4.2. Board Members Will Chair Standing Committees

09/23/01

A Board member shall chair all standing Board Committees.

2.4.3. Public Attendance at Committee Meetings 

04/23/02 

All committee meetings of RCR are open to all for the purpose of observation and note taking. Visitors shall not participate in committee discussion unless invited to do so by the committee chair. The exception to this rule is the Executive Committee, at which anyone may attend and suggest items for the Board’s agenda. 

2.4.4. Policy Committee Statement of Purpose

10/04

To develop and maintain a complete and concise policy manual.

To collect policies as they are made by the Board.

To assemble other rules and regulations which apply to the governance arena of RCR (CPB rules, Board meeting ground rules, FCC governance-related rules, etc.).

To review policies, rules, and bylaws, and propose improvements to the Board.

To assist the Parliamentarian.

2.4.5. Mediation Committee and Grievance Panel

2.4.5.1. Mediation Committee Guidelines and Responsibilities

11/27/07; Rev 05/26/09 and 01/24/12

Description of Committee

The Mediation Committee is a standing committee of the Board of Directors and is directed and supervised by the Board. The Board may, by majority vote, remove and replace any Mediation Committee member, for “good cause.”  “Good cause” is taken to mean such things as a Committee member’s breach of Committee ethics standards, breach of confidentiality, extreme lack of attendance of committee meetings. A member’s opinion in a matter being different than that of the Board majority is an example of a situation not considered to be “good cause”.

Membership of Committee

The Committee is to be composed of five members.  KMUD Programmers and Volunteers will elect two of these seats. The Board of Directors selects and appoints the remaining three seats made up of one Board member, one community member, and one person of any category at the Board’s discretion. To be considered a “Community Member”, a person must not be a KMUD Board Member, Programmer, or active KMUD Volunteer.  The Committee may request that a specific sixth member (of any category) be appointed by the Board. 

Regarding the length of terms for Mediation Committee members: 

Each elected member serves three years. In the eventuality that one or more of the elected members is (are) no longer able to serve, a special election will be held to replace the member(s). At the end of their three-year term, elected members may run for re-election. The three appointed seats are yearly appointments and will be re-appointed by the Board at the end of each term, or the Board will appoint a replacement member(s).

A Mediation Committee member who also serves on the RCR Board of Directors will chair the Committee. The Committee, through consensus, will choose a co-chair who will share the position and responsibilities of the chair.

Meetings of the Committee

The Mediation Committee will meet on an as needed basis. The Committee will decide when meetings are needed, or meetings may be called by either the chairperson or co-chair person. As a minimum, the Committee will meet at least twice yearly.

CPB’s Open Meetings Rules require that Committee meetings are open to the public, except when dealing with confidential material.

Responsibilities of Committee

The Mediation Committee works to help resolve personnel problems between Board members, Paid Staff, Programmers, and Volunteers that have not been resolved at the managerial level.

The Committee can mediate grievance issues only by participation of the Committee as a whole, unless a Committee member(s) chooses to recuse her/himself for reasons relating to conflict of interest, or other reasons germane to conducting a fair and timely mediation. Typically, grievance issues enter mediation as described by the “Problem Solving Procedure,” Policy 5.1.4. Concerned individuals bringing issues to the Committee for mediation will be referred to as “Mediation Clients”. A Mediation Client must be directly involved in the issue of concern. To provide flexibility, a prospective Mediation Client may contact an individual Committee member(s) to initiate a mediation within the Committee.

Confidentiality 

Sensitive issues shall be kept in strictest confidence, within the legal constraints on limits of confidentiality, unless the individual(s) involved waive(s) that confidentiality.  Board members may be included in the confidence, should their participation become necessary.

Responsibilities of Committee Members

Mediation Committee members have an obligation to meet legal standards and in addition are expected to adhere to the highest standards of ethical behavior and to perform their mediation duties in a way that facilitates fairness and respect for all parties involved in the issue before the Committee.

2.4.5.2. Code of Ethics – Mediation Committee

11/27/07 

As a Mediation Committee member I will: 

Fairly represent the interests of all people concerned in the issue being mediated, and not favor special interest inside or outside of KMUD.

Keep confidential information confidential.  In the course of this work, committee members are entrusted with materials that are held to be confidential. Any materials that pertain directly to any individual person or group, including but not limited to: evaluation materials, oral, written or recorded; evaluation results; inter-staff communications; claims of grievance, and/or materials supporting and /or resolving such claims, are absolutely confidential. I agree to abstain from any comment upon, reference to, display or distribution of confidential materials received officially or unofficially, except in communication with the KMUD Board of Directors, in session at the time, and with other members of the Mediation Committee.

Approach all mediation issues with an open mind and be prepared to make fair decisions.

Excuse myself from committee participation in any matter that the Mediation Committee is working on where I have a conflict of interest.

Focus my efforts on the mission of KMUD and not my personal goals. 

As a Mediation Committee member I will not:

Use my service on this committee for personal advantage or for the advantage of my friends or supporters.

Exercise authority as a Mediation Committee member except when acting in a meeting with the full Committee or as I am delegated by the Committee.

I have read and agree to abide by all of the above Mediation Committee Guidelines and Responsibilities and Code of Ethics, and I understand that failure to adhere to any or all of the above may result in my immediate termination from the Mediation Committee. 

Signed:

Date:

2.4.5.3. Grievance Panel

Created 05/26/09 or earlier as Arbitration Panel; not all revision dates were recorded here; Rev. 01/24/12 and 8/24/12; revised 11/26/13 
Guidelines and Responsibilities

Description of Panel

The Grievance Panel is a committee directed and supervised by the Board. The Board may overturn, by a unanimous vote of the Board, any recommendation made resulting from a Grievance Hearing. The Board may, by majority vote, remove and replace any Grievance Panel member, for “good cause.” Good causes may include, but are not limited to, such things as a Grievance Panel member’s breach of Panel ethics standards or breach of confidentiality. A member’s opinion in a matter being different than that of the Board majority is an example of a situation not considered to be “good cause.”

Membership of Panel

The panel is to be composed of three or more members, all of whom are selected by the Board based on their qualifications as being local, fair-minded and widely respected. Preferably the Grievance Panelists are not KMUD volunteers. The Panelists are appointed to serve for three years, and at the discretion of the Board, they may be re-appointed to an unlimited number of terms. 

Meeting of the Panel

The Grievance Panel shall meet on an as-needed basis. Meetings may be called by any member of the Panel or by the Board of Directors. 

Responsibilities of the Panel

Grievance Panelists work to help resolve personnel problems between RCR Board members, Paid Staff, Programmers and Volunteers that have not been resolved at the managerial level or through mediation. Typically, grievance issues may be taken to the Grievance Panel level after attempts to mediate the problem are unsuccessful, but it is understood that parties to a dispute may seek a Grievance Panel Hearing without having completed the mediation step in the RCR Problem-Solving Procedure. As is the case with Mediation, participation in a Grievance Panel Hearing is voluntary. To assure the person filing the grievance that this process will not use up their statutory time to file a case, the Board agrees to waive applicable statutes of limitation for filing court claims so long as all claimants involved agree to the same while actively participating in these preferred processes.

The configuration of the panel that will hear the case, the “Hearing Panel,” will be at the discretion of the Grievance Panel.  The Grievance Panel shall consider as a factor whether any of the parties has requested that a particular Panelist not serve at the hearing. 
Before a hearing is scheduled, the Hearing Panel shall establish if mediation between the parties has taken place, and provide the parties with a copy of these Guidelines and Code of Ethics. If there has been no mediation the Hearing Panel shall encourage the parties to engage in mediation. In the case that mediation is refused by either or both parties, a Grievance Hearing will be scheduled. 

The Hearing Panelist(s) will take statements and supporting documents or other evidence from the disputants, each of whom will have the right to hear the other’s statements and review all the evidence presented. Each Hearing Panelist shall be provided copies of all relevant documents, arranged in chronological order. It is understood by all parties to the grievance process that any evidence introduced in a grievance hearing is no longer protected by any privilege or confidentiality should a court case arise. In addition, the Hearing Panel may do any further research they deem necessary to make an informed recommendation, provided that such research shall not be with regard to the facts of the case but only with regard to pertinent regulations or KMUD policies. The Hearing Panel will then make a recommendation to the Board that includes their rationale for said recommendation. It is understood that such recommendation is not intended to be legal advice. The Hearing Panel will notify all parties involved as to their decision.

If a grievance process is in progress, a designated Hearing Panelist will report the status of the process to the Board for its monthly Board meetings. After the Board accepts or overturns the Grievance Panel decision, the Board President will notify all parties of the Board’s decision.

Confidentiality

Grievance Panel business shall be kept in strictest confidence, within the legal constraints on limits of confidentiality, unless all the parties to the grievance waive that confidentiality. 

Responsibilities of Individual Grievance Panelists

The Grievance Panel will be responsible for developing the details of the Panel’s processes and procedures. Grievance Panel members are expected to adhere to the highest standards of ethical behavior and to perform their Grievance Panel duties in a way that facilitates fairness and respect for all parties involved in the issues before them. 

The Hearing Panelist(s) have the responsibility to act fairly and impartially between the parties, to adopt procedures suitable to the circumstances of the particular case, and to allow the parties a reasonable opportunity to present their cases and to respond to one another, so as to provide a fair means for resolution of the dispute.

Grievance Panel Code of Ethics

As a Grievance Panelist I will: 

Fairly represent the interests of all people concerned in the issue being heard, and not favor special interest inside or outside of KMUD.

Keep confidential information confidential.  In the course of this work, Grievance Panelists are entrusted with materials that are held to be confidential. Any materials that pertain directly to any individual person or group, including but not limited to: evaluation materials, oral, written or recorded; evaluation results; inter-staff communications; claims of grievance, and/or materials supporting and /or resolving such claims, are absolutely confidential. I agree to abstain from any comment upon, reference to, display or distribution of confidential materials received officially or unofficially.

Approach all grievance issues with an open mind and be prepared to make fair decisions.

Excuse myself from Grievance Panel participation in a grievance hearing where I have a conflict of interest.

Focus my efforts on the mission of KMUD and not my personal goals. 

As a Grievance Panelist I will not use my service on the Grievance Panel for personal advantage or for the advantage of my friends or supporters.

I have read and agree to abide by all of the above Grievance Panel Guidelines and Responsibilities and Code of Ethics and I understand that failure to adhere to any or all of the above may result in my immediate termination from the Grievance Panel. 

Signed:

Date:

2.4.6. Hiring Committee for Station Manager 

06/01; Rev 8/24/10 and 9/28/10

The Hiring Committee for the Station Manager position shall be composed as follows:

Two Board members, 

One staff member and

Two members from the community chosen for experience with search committees and local non-profit organizations (who could be Programmers, or not).

The committee shall advertise the position, receive applications, verify applicant references, review applications, interview applicants and, using a point system, forward to the Board a ranked list of applicants.  The committee shall solicit non-voting outside professional assistance to evaluate applicants’ technical training and experience.

Responses to advertising shall be directed to the Chair of the Hiring Committee.  All applications, correspondence, committee meetings, interviews, and final recommendations shall be confidential.

2.4.7. Evaluation Committee for Station Manager 

06/27/06; revised 4/1/14


This Committee, also known as the Management Evaluation Committee, is to start meeting each January and conduct management evaluations through March. Committee to be made up of three Board members (senior Board members recommended), one representative of the Volunteers and Programmers, and one member from the community.  All would be appointed by the Board, usually in November.  The Board shall solicit and consider input from the Programmers and Volunteers about who their representative should be.  

See Management Evaluation Procedure, Section 5.4.3.1.  

2.4.8. Building Committee 

3/23/10
-- Revised to disband Committee 03/27/12

(This committee was disbanded in March 2012, but this wording is retained in case we have need for it in the future.)  The Building Committee will work in conjunction with the Station Manager and Board to implement construction projects and improvements to the KMUD facilities, including establishing timelines and budgets for projects, weighing bid options for approval, and the recruiting of volunteers for labor.

2.4.9. Pledge Drive Coordinating Committee

3/23/10

The spring and fall on-air pledge drives shall be organized by a coordinating committee of paid and unpaid staff.  This committee will be a sub-committee of the Development Committee.

The committee will be empowered to provide direction as to themes, create the Silent Drive letter, and organize the many volunteers it takes to staff the pledge drive for the agreed-upon length of the campaign.  The committee will determine the length of the drive, and when to end the drive.

The committee will conduct trainings for volunteers and staff in the skills needed to pitch, produce and coordinate the daily work of the drive. 

2.4.10. Finance Committee

11/29/11

Purpose of the Finance Committee

The Finance Committee is the fiscal awareness component of the Board. It educates, advises and recommends to the Board and management the financial possibilities and monetary consequences of RCR’s plans, ventures and activities.

Finance Committee participants

It will consist of, at the minimum, the Station Manager, and the Board Treasurer. It is strongly recommended that the bookkeepers and underwriting representatives attend.

      It is Board policy that a Board member chair standing Board Committees.  Therefore the chair of the Finance Committee will be the Board Treasurer. Other members may be recommended by the Committee and appointed by the Board.  Finance meetings are open to Members and the public.  When discussing individual salary details or legal matters, the Committee reserves the right to go into closed session.

Finance Committee Scheduling
The meeting is monthly.  The Profit and Loss Statement, Budget-to-Actual Report and Balance Sheet for the previous month should be available at the meeting.  If these documents are not available, preliminary versions may be used to gauge trends and conduct the Finance meeting.

 Monthly Finance Committee Tasks

Discussion during the monthly meetings is expected to consider current and projected cash flow; profit and loss trends; balance sheet items; budget alignments; status of secured, pending and potential grants and loans, and communications with the issuing agencies; current and upcoming expenditures and strategies for funding and reducing costs; any policy work that might be needed; assessments of fundraisers, benefit trends, and underwriting outlook, and general financial picture.

      Any ideas for actions and solutions which are outside the manager’s authority will be brought to the Board.

      The Finance Committee will appoint one or more members to issue a written monthly report to the Board in the Board packet.  

Annual Finance Committee Tasks
The committee will begin drafting the budget for the following year starting in September and present a first draft in the Board packet for October.  Changes suggested or mandated by the Board can be incorporated by the Committee in the second draft budget, and included in the November Board packet for approval or revision at the November Board meeting.   By the next meeting of the Board, at the latest, it is expected that a final draft will be ready for approval.

      The Committee will also assist the Station Manager in reviewing potential Auditors.

      If the need for a loan is anticipated, the Committee should determine the amount necessary, and with the Board’s approval take action to secure the organization’s line of credit, either privately or with an institution for the coming year.

     The Treasurer will provide a financial report to the membership at the RCR annual membership meeting in June.

2.5. COMMMUNITY ADVISORY BOARDS

2.5.1. CPB Rule on Community Advisory Boards (CABs) 

[See “CPB Certification Requirements for Station Grants Recipients” in Board binder.]

2.5.2. Appointment of CAB 

[See Bylaws, Article XIII.]

3. ELECTION POLICIES AND PROCEDURES
3/28/06; Rev 06/27/06; Section 3.2.4 Rev. 5/26/10

3.1. GENERAL

3.1.1. Bylaws

All elections shall be governed by our bylaws in addition to this document, which establishes policies, procedures, and timelines, and which replaces and supersedes all previous Election Policies and Procedures.

3.1.2. Election Committee

The Election Committee shall be appointed by the Board of Directors at the March Board meeting. The recommended candidates are the Programmers’ and Members’ Representatives who are serving the second year of their respective terms. These two shall be the Election Coordinators for the election in their respective categories, and the Programmers’ Representative on the Committee shall conduct the Mediation Committee and the Management Evaluation Committee elections in the same mailing. A third Board member shall also be appointed, who shall be responsible for creating Board binders for the newly elected Board members, providing the Binder documents which have been updated to continuing board members, and for monitoring the progress toward each election.

3.1.3. Referee

A neutral person who is willing to receive and help count ballots shall be recommended by the Election Committee for appointment by the Board at the April Board meeting. 

3.1.4. Nominations and Eligibility

It is not necessary to confirm a person’s eligibility at the time of nomination; the Election Committee shall be responsible for this. Failure to provide a statement, attend a forum, or appear on a talk show does not disqualify a candidate.

For complete eligibility requirements see Sections 3.2.1, 3.3.1, and 3.6.1.

3.1.5. Full Disclosure

Before ballots are created, each nominee shall receive a phone call informing them of all other nominees and then confirming their willingness to run. 

3.1.6. Accountability

All elections shall be conducted in an open and transparent manner. Nominations and election results are public information. Election Coordinators shall call all candidates immediately with results, and post results on RCR’s bulletin board. 

3.1.7. Election Challenges

Any challenges to the election shall go to the Election Committee. If the challenge cannot be resolved by the committee, it shall be sent to the Board of Directors for final resolution.

3.1.8. Endorsements

Board members, Mediation and Management Evaluation Committee members, and employees shall not publicly endorse or campaign for any candidate. It is strongly recommended that Programmers not use their airtime to endorse or campaign for any candidates, and advised that they use All Sides Now if they want to express their opinions. If Programmers insist on making an endorsement during their show, they shall immediately open the phones for opposing views.

3.1.9. Campaigning

Campaigning in general is acceptable, but no money or gifts may be involved.

3.1.10. Vacancies

Vacant Members’ or Programmers’ seats shall be filled by election if more than one year remains on their term. Vacant seats with one year or less remaining shall be filled by Board appointment.

3.1.11. Work Party Exclusion

Candidates shall not be involved in any work parties to produce or count ballots. 

3.2. MEMBERS’ REPRESENTATIVES TO THE BOARD

3.2.1. Candidate Eligibility

Rev. 5/24/11

Each candidate shall be a Member in good standing of RCR 30 calendar days prior to nomination [Bylaws Article V, Section 1] and shall not be a Programmer [Bylaws Article V, Section 5]. Corporation for Public Broadcasting regulations require that candidates shall never have been convicted of a felony in which sentencing involved denial of federal benefits. Candidates may not have served two full terms immediately preceding this election [Bylaws Article IV, Section 1].

No Board member at RCR shall be in any paid position at the station.

3.2.2. Voter Eligibility

All Members in good standing as of June 1 are eligible to vote, with one ballot being issued per Member. [See Bylaws Article II, Section 1.] Animals and children under the age of five are ineligible. 

3.2.3. Candidates’ Forum

The Election Coordinator and the Program Director shall schedule at least one talk show with the candidates, to occur as soon as possible after nominations close. The Election Coordinator shall announce this show in the ballot mailing, and shall write promos for the show. 

3.2.4. Nomination Period

Rev. 5/26/10

The nomination period is from June 1st until the end of the annual membership meeting in June [Bylaws Article V, Section 3]. This shall be announced on-air starting mid-May and be aired frequently in the week preceding the annual meeting. The Election Coordinator shall post a sign at the station.  People nominated at that meeting will have 48 hours to decide whether to accept the nomination.

3.2.5. Ballots

All candidates may submit a written statement. The ballot mailing shall include the date(s) of the candidates’ talk show(s) and a return envelope addressed to the Referee. Ballots shall be mailed to all eligible Members by the close of the fifth business day in July. All ballots shall be returned postmarked no later than July 31st. Ballots shall be counted by the close of the tenth business day in August [Bylaws Article V, Section 3]. Ballot duplication shall be prevented by numbering ballots and one other security measure. 

3.2.6. Mailing List

The Membership mailing list is not available to candidates.  The Election Coordinator shall inform paid staff once there are two nominations so they can begin to prepare the database for producing mailing labels and a copy of the list for the Election Coordinator’s file. 

3.2.7. Board Member Seating

New Board members shall be seated at the beginning of the August meeting.  [See Bylaws Article V, Section 5.].

3.3. PROGRAMMERS’ REPRESENTATIVES TO THE BOARD

3.3.1. Candidate Eligibility

All candidates shall be Programmers in good standing [Bylaws Article IV, Section 4], and must have been a Member for 30 days at the time of nomination [Bylaws Article V, Section 1]. CPB regulations require that candidates shall never have been convicted of a felony in which sentencing involved denial of federal benefits. Candidates may not have served two full terms immediately preceding this election [Bylaws Article IV, Section 1].

No Board member at RCR shall be in any paid position at the station.

3.3.2. Voter Eligibility

All Programmers in good standing may vote. 

3.3.3. Candidates’ Forum

The Election Coordinator shall schedule a forum during a Programmers’ meeting before or at the beginning of the voting period. 

3.3.4. Nomination Period

Nomination period is from May 1st until the close of the last business day (Monday – Friday) in May [Bylaws Article V, Section 2]. This shall be announced in writing to all Programmers’ boxes by April 15. The Election Coordinator shall post a sign at the station. 

3.3.5. Ballots

All candidates may submit a statement. Ballots shall be mailed to all Programmers by the close of the fifth business day in June, with Mediation Committee and Management Evaluation Committee ballots in the same mailing, and with return envelopes addressed to the Referee. All ballots shall be returned postmarked no later than June 30th. Ballots shall be counted by the close of the tenth business day in July [Bylaws Article V, Section 2]. Ballot duplication shall be prevented by numbering ballots and one other security measure. 

3.3.6. Board Member Seating

New Board members shall be seated at the beginning of the regular August meeting (Bylaws Article V, Section 5).

3.4. SEATING OF NEW BOARD AND BOARD APPOINTMENT

3/21/00; Rev by policy “Voting” passed 4/01 and Bylaws 2003

The Board shall hear nominations for the annual Board appointment at the July meeting. If other candidates are nominated later, all Board members shall be notified as soon as possible, but no later than six days before the August meeting for a candidate to be eligible.

Just after the opening of the August meeting, the two newly elected Board members shall be seated. Next the Board shall choose the appointee, to be seated immediately.

Should the Board’s vote result in a tie, it shall try again in September. New candidates may be sought in an effort to reach a decisive vote. As before, the Board shall be notified of candidates as soon as possible and by six days before the meeting.

3.5. RECALL OF ELECTED BOARD MEMBERS

11/02

3.5.1. General

Elected Board members may be recalled by their respective voting class (Membership or Programmers). Those seeking recall of their representative(s) shall inform the Board of the intent to circulate a petition, to be completed within a period of 90 days from the date the Board is contacted. 

A written petition signed by 25% of the Programmers, or 10% of the Members, requesting the recall, shall be presented to the Secretary of the Board. Upon presentation of such a petition, the Secretary shall promptly determine if the petition is valid. Upon validation, the Board at its next meeting shall establish a date for a recall election mailing to be sent within 30 days. 

The ballot shall ask the question: Do you, or do you not favor the recall of said Board member? The Board member(s) whose recall is being sought may submit a statement for inclusion with the ballot. A Board committee, consisting of three Board members whose recall is not being sought, shall be established to conduct the recall election. This election shall follow standard RCR election policy. A majority of voting Programmers or Members shall be sufficient to recall a Board member. Upon the validated count, and a vote of the full Board (excluding the parties in question) for certification of process, the term of the recalled Board member(s) ends. 

3.5.2. Replacement of Recalled Board Member(s)

If the recall is successful, the Board committee shall announce that there is a seat or seats available, and open a nomination period, not to exceed 30 days. If any Board member’s seat is vacated with one year or less remaining in that term, the Board shall appoint a replacement. If an election is needed, it shall be conducted according to RCR election policy.

3.5.3. Seating of New Board Member(s)

The new Board member(s) shall be seated at the next Board meeting, and shall serve out the remaining term.

3.6. REPRESENTATIVES TO THE MEDIATION COMMITTEE

3/28/06; Rev 06/27/06; rev. to delete Mgmt Eval Com on 4/1/14

3.6.1. Election Coordinator; Term of Office; Candidate Eligibility

This election is coordinated by the Programmers’ Election Coordinator, when one or both of the elected seats on the Mediation Committee is vacant.  Terms for those seats are three years.
All candidates shall be Programmers or Volunteers in good standing 30 calendar days prior to nomination.  (Note:  An employee or person contracted for services is ineligible.)  See also Policy 5.2.1.

3.6.2. Voter Eligibility

All Programmers and Volunteers in good standing may vote. A Volunteer that delivers six hours of service to the organization in a six month period may vote. 

3.6.3. Candidates’ Forum

The Election Coordinator shall schedule a forum during a Programmers’ and Volunteers’ meeting before or at the beginning of the voting period. 

3.6.4. Nomination Period

The nomination period is from May 1st until the close of the last business day (Monday – Friday) in May. The Election Coordinator shall notify the Programmers and Volunteers in writing (to the extent feasible, for example, listserves and mailboxes) and shall post a sign near the studios. 

3.6.5. Ballots

One or two representatives will be elected to the Mediation Committee, when the three-year term(s) are expired or there is otherwise a vacancy. All candidates may submit a statement. Ballots shall be mailed to all Programmers and eligible Volunteers* by the close of the fifth business day in June, and with return envelopes addressed to the Referee. For Programmers, the ballots will be sent in the same mailing as the Programmers’ Representative ballots. 

*If a mailing list is not available for eligible non-Programmer Volunteers, the posted sign and other notices can announce that these Volunteers may ask the Volunteer Coordinator or Station Manager for their Committee ballots. 

All ballots shall be returned postmarked no later than June 30. Ballots shall be counted by the close of the tenth business day in July.  Note:  RCR’s general election policies apply.  See Section 3.1.

3.6.6. Committee Member Seating

New representatives to the Mediation Committee shall be seated at the August committee meeting, or the first meeting after August. 

4.0
FINANCIAL POLICIES

4.1
CPB FINANCIAL RULES

See “CPB Certification Requirements for Station Grants Recipients” in Board Binder.

4.2
AUDITOR HIRE

12/09/03

The Station Manager shall solicit auditor candidates and bring a recommendation to the Board for approval in a timely manner to complete CPB’s required annual audit.

4.3
BUDGET

02/17/98

The Station Manager shall submit a yearly budget draft to the Board by October, and the budget shall be approved by the Board by December 1st.

4.4
EXPENDITURE APPROVAL

04/01; Rev 01/25/05

Off-budget expenditures of $1500 or more must have prior Board approval. Any decision that leads to a series of expenditures totaling $1500 or more must be authorized by the Board. After approval, such expenditure(s) shall be reported to the Board at the following Board meeting in the Station Manager’s narrative report.

4.5
LOANS

01/27/04; Rev. 10/25/11

A majority of the entire Board must approve the incurring of debt or the granting of collateral for loans.
4.6
FINANCIAL EMERGENCIES 

06/16/98

Regarding emergency fund sources RCR shall: 

· Set up and maintain a $20,000 line of credit with an acceptable financial institution. 

· Compile a list of private sources of funding within the community. 

· Disallow paid staff or Board members to lend money to RCR, to avoid any perception that they are profiting from a financial shortfall. 

· To request a specific amount of money to deal with a financial emergency, the Station Manager shall contact the Executive Committee to facilitate a Board decision. Proper emergency Board meeting procedure [see Bylaws, Article III, Section 4] or legal Board poll protocol shall be followed.

4.7
USE OF LINE OF CREDIT

03/16/99 

A request to utilize the line of credit shall be in writing and shall be signed by at least one of the Executive Committee and the Station Manager.

4.8
Deleted  07/24/12

4.9
STUDIO AND EQUIPMENT RENTAL

11/20/91

Any commercial use of RCR equipment shall be paid for.

04/19/94

Management may charge for studio rental when they deem it to be appropriate.

4.10
FUNDRAISING

4.10.1
Specific-Purpose Fundraising

10/03/89

Any money raised with the stipulation that it be used for a specific purpose shall not be used for any other purpose without prior Board approval.

4.10.2
Activities Sponsored or Produced by RCR 

03/15/93 

All activities using RCR’s or KMUD’s name shall be cleared in advance with the Station Manager or the Development Committee, and a financial report shall be made when appropriate within a reasonable amount of time following the event.

4.10.3
Fundraising Stipends 

11/21/95

Those who do fundraisers, other than the On-Air Fundraiser, may receive a $50.00 stipend and 10% of the net profit. 

4.10.4
Grant Writing 

07/17/91; Rev. 3/23/10

Grants submitted on behalf of RCR may be initiated by Management except as they entail new projects or staff positions, or represent any major changes for RCR.  Those latter grant applications shall be approved in concept by the Executive Committee in advance of any significant investment of work time.  If there is any doubt about these criteria, ExCom approval shall be sought.

4.10.5
Telemarketing

05/17/94

Telemarketing shall be done only by station personnel, if at all. 

5.0
PERSONNEL POLICIES
5.1
APPLYING TO ALL PERSONNEL (INCLUDING VOLUNTEERS)

5.1.1
Standards of Conduct

05/17/13

KMUD respects liberty and allows wide discretion in programming and other KMUD-related activities in order to promote creativity and preserve individuality and diversity.  That said, there are certain standards of conduct that must be respected by participants in KMUD activities.  We must have an agreed understanding regarding acceptable interpersonal conduct in order to maintain the civil and welcoming working atmosphere that promotes quality programming.  In this way we can successfully keep the station alive and meet the standards imposed upon us by various governing agencies.

We will treat each other respectfully, whatever our personal opinions may be.  We will not engage in personal attacks, disparagement, name-calling, discrimination, or humiliation, let alone overt or veiled physical threats.  This applies to all communications as we work with RCR, including emails, social media and postings on the listserves. 

This policy applies to all programmers, employees, volunteers and participants in KMUD activities. Additional rules for programmers are stated on in the Programmer’s Agreement, Policy 6.1.  Additional rules for non-programming volunteers are stated in the Volunteer’s Agreement, Policy 5.2.2. Additional rules for employees are stated in KMUD’s Personnel Policies, Section 5.4.  Copies of these are available to anyone upon request. 
The rules are not necessarily exhaustive, and KMUD reserves the right to pursue disciplinary action against any individual who violates any law, or acts in a manner that is unduly disruptive, destructive, or obstructive in the station’s efforts to provide good community radio regardless of whether the behavior in particular is specifically prohibited in any posted or printed rules. For example, fighting on KMUD property is obviously prohibited although it’s not specifically mentioned on the Programmer’s Agreement or Volunteer’s Agreement. 

5.1.2
Disciplinary Policy

07/24/07; Rev. 11/29/11, 2/4/14

DISCIPLINARY PROCESS

The following process exists for the protection of individuals from unfair or arbitrary actions on the part of management, and to avoid undue politicization of the disciplinary process.  Further protections are provided by KMUD’s Problem-Solving Procedure (See Section 5.1.5).

Friendly Corrective Measures

Most disciplinary matters should be resolved simply by verbal correction, consisting of suggestions as to how to improve performance, or a warning depending on the nature of the transgression or omission. A verbal correction is not in itself a punishment, but is recorded in an individual’s confidential personnel file, with specific details including date, time, place, and what occurred, as well as what was said by management or the supervisor.  On-air violations should be saved in recorded form, with date and time. Whenever reasonable, a verbal correction will be favored over all other forms of discipline. Obviously the friendly process will be inadequate in either of the following situations:

1) When the transgressive behavior is repeated despite verbal corrections and warnings.

2) When the transgression is so serious that it requires a more decisive response. 

Written Notice

In the event that verbal correction is inadequate, a written notice will follow with the demand for a behavior change. The notice will be dated when issued by management, and it will be filed in the individual’s confidential personnel file.  The individual is asked to sign the notice (as a receipt only - not as an acknowledgment of wrongdoing). If the notice is mailed, a self-addressed stamped envelope shall be enclosed with the notice. 

The written notice shall set out: 

1) A clear account of the problem, with specific details including date, time and place; 

2) Comments about any positive elements of the individual’s behavior related to the problem;

3) An invitation to write their account of the occurrence, which will be included in the file;

4) A plan for improvement; and 

5) A time period for correction. 

A simple warning that the next transgression will result in further disciplinary action will do, when appropriate to the circumstances.  In the case of employees, the written notice will state that it is hoped that corrective action will prevent any need to discuss possible termination.  Any subsequent written notice, consistent with the stated time frame, will then serve as a notice of specific disciplinary action, if any. 

After a reasonable amount of time an individual may ask that the notice(s) be removed from the individual’s file. Management shall have discretion with regard to all such requests. An individual may inspect his or her file. Any individual may submit a memo to management about incidents that have resulted in disciplinary action, including positive commentary about the individual, and these will be included in the individual’s file.  If a grievance is filed in the future, the file would be given to the Grievance Panelists, with documents in chronological order.

Suspension, Banning, Probation and Other Serious Action

In the event that verbal and written warnings do not result in corrective behavior on the part of the individual in question, in the case of employees please refer to the Termination Policy for further steps.  In the case of volunteers, management shall hold a hearing. The individual shall be given at minimum one week notice of the hearing and shall be allowed to be present at all stages of any disciplinary proceeding. The one week notice is a bare minimum standard for urgent situations, and every effort shall be made to provide adequate notice for the individual to present her/his case, and to notify material witnesses. Continuances shall be granted upon request of the individual unless management determines that the urgency of the matter warrants a denial thereof (this decision may be appealed to the Board pursuant to the procedure outlined below). The individual may bring supportive witnesses, passive listeners, and/or recording devices to any hearing at any stage of the process. All parties attending must sign and abide by the Problem Solving Procedure. Management will document the outcome of any such hearing with a memo to the individual’s personnel file, and copies to all persons directly affected.

Immediate Suspension 

In cases of severe misconduct management may be excused from offering corrective measures or issuing warnings, and may issue immediate suspension of the individual (or termination of paid employment) and discharge him/her from her/his responsibilities with KMUD until a proper hearing can be held. Generally, such behavior would be of the kind that is an imminent hazard to people, property, or the existence of the station. This would include, but not be limited to:

1. Knowing airing material which could be considered "obscene" by FCC guidelines 

2. Theft, willful destruction, or misappropriation of station property 

3. Physical assault or excessive verbal abuse of another person on station premises or at a station sponsored event 

4. Unsanctioned interference with a broadcast (i.e. yelling into an on-air studio) 

5. Being impaired from the use of alcohol or other controlled substance while on air 

6. Defamatory or other comments on the air that could open the station to liability 

7. Failure to appear for scheduled programming without prior discussion with the Program Director.

8. Clearly felonious actions and other dangerous or destructive behavior requiring a strong, immediate response

Management will document any such suspension or termination with a memo to the individual’s personnel file, and copies to all persons directly affected. This memo will include a clear account of the problem, with specific details including date, time, and place.  As above, on-air violations should be saved in recorded form, with date and time.

Reinstatement of Suspended Individuals

In the case of a suspension, the memo will specify the duration of the suspension, and any conditions for reinstatement (for example, study the Operator’s Handbook, or, take anger management class).  For programmers, it will specify whether the programmer will be reinstated to the same show, or whether at the end of the suspension that person must submit a new program proposal for consideration.  

If an individual was suspended without a clear statement of conditions for reinstatement, they may ask the Station Manager to reinstate them.  The Station Manager then researches the personnel file and talks to parties involved in the incident(s) leading to suspension and then meets with the person requesting reinstatement. The station manager then decides if reinstatement is to be made at this time, sets a timeline and conditions for reinstatement or decides that no reinstatement should occur. As in all disciplinary matters the person has the right to appeal the Station Manager’s decision (see Policy 5.1.5).

Right to Appeal

Regarding employees, see Termination Policy.

Any individual who has been subjected to disciplinary action has a right to appeal. The most obvious and quickest step is to ask management for reconsideration at a special hearing to take place within two weeks of your request. You may ask someone to accompany you at this special hearing.  If no resolution is forthcoming, the issue can be appealed to the Mediation Committee, if all parties agree to mediate.  This mediation will ideally occur within two weeks of the request in closed session and render a decision in a timely manner and attempt to facilitate a resolution to the issue.  In the event that the mediation process does not resolve the issue, or if one or both of the parties involved in the dispute refuse mediation, then the RCR Grievance Panel may be contacted (See the seven-step Problem-Solving Procedure, Policy 5.1.5). Its decision will be binding unless overturned by the Board in a unanimous decision. The Grievance Panel shall recommend that your appeal be granted if they find the disciplinary action to be: 

Factually unsubstantiated,

without basis in policy,

in violation of procedure, or

otherwise in basic violation of principles of fairness.

Station management will ensure that all Grievance Panel recommendations are placed in the personnel file(s) of affected individual(s).  

Further information can be found in the Grievance Panel Guidelines, Policy 2.4.5.3.  

Board’s Power of Last Resort 

Ultimately the issue may be placed before the Board, to decide whether to accept the recommendation of the Grievance Panel. In order to override a decision of a Grievance Panelist, the Board would have to be unanimous.  It would act in closed session.  

The Board President will make sure all affected parties are notified of the Board’s decision, and that documentation of the Board’s action is placed in affected individuals’ personnel file(s).  Management will confirm that documentation has been properly filed.  


Inclusive Disciplinary Process

This process is applicable to any person participating at KMUD, whose behavior is deemed in need of correction or discipline, not excluding Board members or management. This process may be initiated as part of the Problem-Solving Procedure. 

Miscellaneous Issues 

The burden of proof shall be on the management to justify the discipline throughout the process, meaning that if management or witnesses in support of the disciplinary action do not show up to the noticed hearing, the matter shall either be continued (once and once only) or dropped. 

Management, the Mediation Committee, the Grievance Panel and the Board shall keep all disciplinary matters confidential, unless the situation calls for a discreet statement from management or the Board to the KMUD community, a portion thereof, or the public, or unless the individual waives that confidentiality by issuing public statements requiring measured response from the management or the Board. 

Programmers, staff and volunteers are responsible at all times for the behavior not only of their guests at the station, but also for the behavior of unauthorized individuals.

5.1.3
Conflict of Interest

11/28/06

A conflict of interest is a conflict between the private interests and the professional responsibilities of a person in a position of trust. Board members, staff members, and volunteers should act in the best interest of the organization rather than in the furtherance of personal interests or the interests of third parties.

The Board or management may make exceptions to the policies outlined below, when this serves the best interests of RCR, by following the IRS Code governing Conflict of Interest for nonprofits. See “IRS Code For Non-Profits” in Board Binder.

5.1.3.1
Conflict of Interest, Financial

This policy applies to all Board members, and to some staff and volunteers who have significant decision making authority regarding the financial resources of RCR.

Conflict of Interest Statement (this form will be part of the Board Binder):   Everyone mentioned above is covered by this policy and has the responsibility to disclose potential conflicts of interest. They must fill out and sign the Conflict of Interest Statement at the beginning of their service. Board President, Committee Chairpersons, or the Station Manager will provide a copy of this Conflict of Interest policy to signatories; supervise signing, and file current copies of Conflict of Interest Statements in the Board file drawer. 

Board members who have an actual or potential conflict of interest shall not participate in discussions or vote in such instances.

Staff members or volunteers who have an actual or potential conflict shall not be substantively involved in decision-making affecting such transactions.

5.1.3.2
Nepotism

It is the policy of RCR that relatives of paid staff or volunteers may not serve in managerial or evaluative capacities that affect relatives. These include work assignments, performance evaluations, promotions, demotions, disciplinary actions, and discharge. 

Staff or independent contractors who receive remuneration from RCR and their relatives may not serve on the Board of Directors, the Mediation Committee, or the Evaluation Committee.

For the purposes of this policy, a relative is defined as a blood relative, a spouse, a domestic partner, an in-law, or a step-relative.

5.1.4
Sexual Harassment

Original Policy

State regulations define sexual harassment as unwanted sexual advances, or visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of offensive behavior, such as:

· Unwanted sexual advances;

· Offering employment benefits in exchange for sexual advances;

· Making or threatening reprisals after a negative response to sexual advances;

· Visual conduct, leering, making sexual gestures, displaying of sexually suggestive objects or pictures, cartoons, or posters;

· Verbal conduct making or using derogatory comments, epithets, slurs, and jokes;

· Verbal sexual advances or propositions;
· Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually degrading words used to describe an individual;

· Suggestive or obscene letters, notes, or invitations, and

· Physical conduct such as touching, impeding, or blocking movement, and assault.

Every California employer is covered by the state regulations regarding sexual harassment. Because an act of harassment, by itself, is unlawful, a victim may be entitled to damages even though no employment opportunity has been denied and there is no actual loss of pay or benefits.

If harassment does occur, the employer may be liable even if management was not aware of the harassment. If, however, the employer has a program to prevent harassment, the employer might avoid liability when the harasser is a rank and file employee.

Personal liability for damages could be assessed against the harasser, as well as any management representative who knew about the harassment and condoned or ratified it.

“All reasonable steps to prevent harassment from occurring” is the requirement for every employer, according to state law. When those preventive measures are not taken, the employer could be held liable for the employee’s harassment.
5.1.5
Problem-Solving Procedure

Rev. 11/27/07; Rev 05/26/09; and then revised to conform with Grievance Panel Guidelines (minor error fixed 11/26/13)

“Communication is the key to effective problem solving.”  

This procedure gives guidelines for effective problem solving within the KMUD organization. The essence of this procedure is for paid staff, Programmers and volunteers at KMUD to engage, with respect and empathy, to solve problems as they arise. If at any step in this process communication breaks down, and the problem persists, then any staff, Programmers and volunteers involved in the problem may bring the issue to the attention of the Mediation Committee. The Mediation Committee is committed to assist in resolving issues in a fair and respectful manner when the involved parties get stuck. The Mediation Committee may assist or give counsel to the parties at any step of the process.

As a Staff member, Programmer, or other Volunteer at KMUD when a problem related to your activities at KMUD arises you should:

Step 1:

Attempt to resolve the problem directly with those involved in the issue.

Step 2:

If Step 1 fails, bring the issue to the staff member most directly involved. For example, programming issues should go to the Program Director.

Step 3:

If Step 2 fails to resolve the problem, discuss the issue with the Station Manager.

Step 4:

In the event that the problem is not satisfactorily resolved in the preceding steps, parties to the dispute are encouraged to enter into mediation with the Mediation Committee, but it is understood that the mediation process is entirely voluntary.

Step 5: 

In the event that the mediation process does not resolve the issue, it will be referred to the RCR Grievance Panel.  This will be accomplished without incurring cost to RCR.

Step 6: 

Upon completion of the grievance hearing, the hearing officer will submit a recommendation to the Board of Directors. 

Step 7: 

The Board of Directors will either accept the recommendations of the Grievance Panel Hearing Panelist(s) or the Board may, by unanimous vote of the Board, overturn that decision and make a different ruling to resolve the issue.

Remember, the Mediation Committee is here to help. If in your particular issue any of the earlier steps are found not to be practical, individuals involved in the issue may contact the Committee at any time.

The Mediation Committee has a mailbox in the KMUD Office.  The Committee contact information is also posted on the KMUD bulletin board and on the KMUD Website.

5.2
VOLUNTEERS

5.2.1
Non-Programmer Volunteer Eligibility for Privileges 

10/24/06; revised 4/1/14

To qualify to vote or run for representation on the Mediation Committee, and for access to RCR’s Problem-Solving Procedure, a non-Programmer Volunteer shall have signed a current Volunteer Agreement (see Section 5.2.2) and have given at least six hours of volunteer time in the last six month period.

5.2.2
Volunteer Agreement 

10/24/06

Thank you for volunteering at KMUD!

KMUD depends on volunteer energy.  To offer the community great programming, access to the airwaves and a diversity of voices, we need to pay the bills and keep our facilities maintained.   From answering phones during the fund drives to tidying up the kitchen and staffing benefit events, volunteer energy is the glue that holds it all together.  In this way, each volunteer, whether or not they are a Programmer, is a citizen of the KMUD community.  These are some elements of that citizenship.

1. I agree to obtain permission from the Station Manager or Board of Directors before acting as a spokesperson or agent for KMUD, and before using KMUD’s name in association with any public event or activity.

2. I agree not to be impaired by alcohol or controlled substances while performing volunteer activities for KMUD. 

3. If I so choose, I may exchange six hours of volunteer work (pre-approved by the Station Manager) for a one-year membership in KMUD.

4. If I perform six hours of approved volunteer work within a six-month period, I will be eligible to vote for and run for the positions of Programmer/Volunteer representatives on the Mediation Committee.   I will also have access to the Problem-Solving Procedure, if needed.
__________________________________
____________________________

VOLUNTEER




DATE SIGNED

__________________________________
____________________________

VOLUNTEER COORDINATOR

DATE SIGNED

Thank you for your time and energy!

5.3
PROGRAMMERS

5.3.1
Completion of Programmer Training

03/11/93

The Program Director shall decide when Programmers are sufficiently trained to go on air. 

5.3.2
Refused Access to Station

03/11/93

Programmers may be refused access if they are considered by the Program Director or Station Manager to pose a significant threat to the security or operations of the station.

5.3.3
Programmer Membership 

07/20/93; Rev 04/28/09

Programmers will be offered a free membership in RCR in appreciation for their services.

5.4
EMPLOYEES

5.4.1
CPB Equal Employment Opportunity Rules

See “CPB Certification Requirements for Station Grants Recipients” in Board Binder.

5.4.2
Hiring

01/08/94 

The station shall advertise all paid staff openings, full- or part-time, as far and wide as the RCR broadcast area.

The Station Manager is responsible for all hires, except of course his/her own (see Section 2.4.7, “Hiring Committee for Station Manager”). 

Job applications shall be kept on file for one year in case of immediate job opening.

5.4.3
Evaluations

09/20/93; Rev 06/27/06

The Station Manager shall evaluate general staff performance, first at three months, then at six months or a year. Files shall confidential. Files shall be maintained for future reference. The Board’s Management Evaluation Committee shall prepare recommendations for the Board regarding Management performance, according to the following procedure.


5.4.3.1
Management Evaluation Procedure

                        11/29/11 – revised and made part of Manual; Rev 10/23/12

Note:  This is a procedure, not a policy, so one Board action is sufficient to revise it.

Evaluation is a tool intended to improve both personal and overall organizational performance.  Used properly, the evaluation process clarifies the needs of RCR, measures how well those needs are currently being met, makes suggestions for improvements, awards raises when possible, and improves job descriptions or organizational structure. It is not about friendship and it is not about punishment.

Evaluations are also a tool by which the Board of Directors can measure how well the organization adheres, both as individuals and as a group, to the vision, mission, goals, objectives, and culture of RCR. Proper evaluation requires commitment by all parties involved to provide constructive comment, suggestions for improvement, and clarification of job expectations.

Who Performs the Evaluations

The Station Manager Evaluation Committee will collect information and write a report with recommendations for the Board of Directors. There must be a quorum of a majority of the Committee members participating in all decisionmaking concerning this report. The Board will take action after reviewing the Committee's report, allowing the Station Manager time to prepare a response, and discussing it with the Station Manager.

What is the Timeline

The process should be started in January, and the final report should be submitted to the Board, including Management, by a week before the March Board meeting.  If for some reason this isn't feasible, it should be delivered at least 24 hours before that meeting.  Email is acceptable, but hard copy is ideal.  The Committee may petition the Board if it needs to alter this timeframe for any reason. The Board shall finish its actions in April.

Step One – Initiate Self-Evaluation -- Early January 

A copy of the Station Manager job description and a copy of the memo to programmers, staff and volunteers, will be given to the Station Manager.  30 days (maximum) is allowed for this work.  If the Committee may decide to circulate a form to guide commenters, that will be given to the Manager as well.

Step Two – Initiate Solicitation of Comments – Early January

30 days before the comment deadline, signs will be posted at the station, and a memo will be put into every KMUD box. Volunteers with no boxes will be notified by email when possible. On-air announcements are not appropriate.  The memo should include the two paragraphs at the top of this Procedure.  It should say that the Committee will be reading all comments, that Board members might decide to review them as well, and that all comments will be kept in strictest confidence and destroyed after the Board completes its work. Comments can be free-form, or made on forms which the Committee makes available.  Comments may be received via a secure and confidential email address or physical mailing address. Anyone is eligible to comment. All comments must be signed, or they will be automatically discounted.  Committee members are encouraged to interview any key people who have not submitted comments.

  

Step Three – Evaluation Report – Second Week in February 

The Committee will meet to review the self- evaluation and submitted comments. A copy of the previous evaluation report should also be available for reference. An evaluation report will be created listing strengths, weaknesses, necessary job description changes,  goals for the individual to work on over the upcoming year, and any areas that may need monitoring.  Any other pertinent information can also be included, along with any recommendations, including salary adjustments. All Committee members involved in the evaluation should sign the report.

The use of email for discussion within the committee of confidential personnel information shall be kept to a minimum.

Step Four – Meet with Individual being Evaluated – Last Week in February

The Committee will meet with the Station Manager to discuss the self-evaluation, comments received (in general terms without exposing individuals commenting), and the Committee’s draft report. The report may be revised at this stage, before submitting the final report to the Board.

Step Five – Submit Evaluation Reports to the Board -- March

The Board shall have a special Board meeting in closed session before the regular March Board meeting with the Evaluation Committee, and not with the Station Manager, to go over their report and recommendations. The Committee’s final report should be submitted to the Board (including the Manager) at least three days before this special Board meeting.  Before this Board meeting, if the Manager chooses, they could communicate to the Board and/or Committee about the report.  

The Board will meet again in closed session at its March meeting, with the Station Manager, to finalize the evaluation.  Tasks for the Board could include accepting, rejecting, or amending the Committee's report; accepting, rejecting, or amending any recommendations made, and possibly setting up meetings to review progress.  The Board must review the Manager's salary shortly after each year’s evaluation.  

Step Six – Followup Procedures

The Board notifies the Station Manager of final outcomes, any pay increases, other recommendations or issues to be followed up, etc. The Committee files their report and the self-evaluation in the employee’s folder. The Committee destroys all confidential papers submitted during the process once the Board has finalized the evaluation. The Committee re-evaluates this Procedure and recommends updates as necessary.
5.4.4
Salary Review

Rev 01/22/08; Rev 06/24/08

The Board shall review the Station Manager’s salary after the manager’s yearly evaluation.  The Station Manager shall review all other paid staff’s wages following their respective evaluations and submit them to the Board of Directors.

5.4.5
Insurance

08/24/92

RCR employees are covered by Worker’s Compensation while at their job site(s).

5.4.6
Termination of Employment

04/25/06;Rev 09/26/06

Notwithstanding any other policy, promise, or statement of RCR except for an express written contract of employment for a specified term signed by a duly authorized representative of RCR and the employee in question, no policy, promise, or statement of RCR shall create any contractual relationship between RCR and any of its employees other than that of “at will” employment. These employment policies do not constitute a contract between the employee and RCR and they confer no contractual rights to employment, either direct or implied, upon the employee. Accordingly, all employees without any such express written contract of employment are employees ‘at will,” and such employees can be terminated at any time for any reason. Similarly, nothing contained herein requires that an employee without such an express written contract continue his or her employment with RCR, and such employees may resign from employment at any time for any reason or for no reason. Successful completion of any probationary period shall not alter the “at will” nature of employment.

If a reduction in the work force is instituted for budgetary reasons, employees so affected may be given two weeks severance pay at the sole discretion of RCR.

The Board of Directors is responsible for the termination of employment of the Station Manager. The Station Manager is responsible for the termination of employment of any other member of the paid staff.

Commission of a crime, risks to the safety of any person, or other severe misconduct constitutes sufficient cause for immediate termination of employment. Other issues may be resolved by a process of correction in accordance with the following guidelines.

Process of Termination

The process of terminating the employment of a paid staff member who is not the Station Manager may include the following steps, whenever possible, and at the sole discretion of RCR:

Step 1:

A verbal or written “warning notice” shall be given to the employee in question. A summary of such a verbal warning notice, including the time and date of the warning, shall be placed in the employee’s personnel file.

Step 2:

If the issue remains unresolved, a written notice shall be issued by the Station Manager. This notice shall clearly define the problem and state a timeframe for its resolution. The notice shall also state that the problem shall be successfully resolved in order to avoid the possibility of termination of employment. This notice shall be discussed and signed by all parties concerned, with a copy distributed to the Executive Committee. Either the Station Manager or the paid staff member may schedule a meeting to discuss the issues contained in the notice. Ideally such meeting shall take place no more than seven working days from the date of the notice. Both the Station Manager and the staff member may bring up to two additional people each to the meeting. The Station Manager shall be available at the request of the Executive Committee or Board of Directors to answer any questions related to the matter.

Step 3:

The Station Manager shall notify the Board of Directors at the next regular Board meeting (or, preferably, in a report preceding the meeting), and the Board shall be given a closed session opportunity to question the Station Manager on the process and/or the issues involved.

Step 4:

If the issue is not successfully resolved within the timeline provided in the warning notice, a written termination notice shall be given to the employee in question, signed by the Station Manager. The Station Manager shall inform the President of the Board of this action via e-mail, telephone, or in person, within 4 business days. A final paycheck, including any remuneration due for unused vacation days, shall be presented to the employee (see also “Separation Checks”, Section 5.4.7.3).

Step 5:

The terminated employee may be granted an appeal before the Board of Directors if the Board determines that an appeal is warranted. An appeal granted by the Board shall be heard in closed session with the Station Manager present. Two thirds of the entire Board shall vote to reverse the termination. Any vote short of this shall be considered a confirmation of the firing decision.

The process of terminating the employment the Station Manager may follow the procedures set forth in Steps 1 and 2 above, with the Board of Directors (or a committee or officers with delegated authority from the Board) performing functions otherwise taken by the Station Manager, when appropriate.

In any given instance, the appropriate supervising body (RCR Board of Directors or the Station Manager), at either body’s sole discretion, may elect to not follow the above guidelines for the termination of employment.

This policy supersedes all of RCR’s existing policies on the termination of employees.

5.4.7
Vacation, Sick Days, Holidays, Health Benefits, etc.

03/28/06; Rev 04/23/07; Vacations – minor revision 5/17/13

In drafting this, the Board considered the lack of any health or dental coverage for employees as a critical factor.  Since health or dental coverage does not appear financially feasible in the near future, time off becomes the essential benefit:  a key component to healing, stress management, and holistic health.

All calculations are based on a ‘full time’ 32 hours per week schedule.  Other employee schedules are to be prorated. 

This policy replaces and supersedes all earlier policies. The changes are not retroactive, that is, time accrued before the date of the passage of this policy shall not be affected.

5.4.7.1
Vacations
Vacation time accrues from the first day of employment and can be used after the completion of thirty days of employment.  Vacation time accrues at the following rates: (8) days per year during the first year of employment; (10) days per year after one year of employment; (15) days per year after five years of employment; (20) days per year after ten years of employment.  Vacation time must be accrued before it can be used. There will be a limit of two years of unused vacation time on the books at any time.

Vacations pay, or payouts of accrued vacation time, will be based on the employee’s current pay rate
Vacation days may only be converted to a cash payout upon separation. 

Use it please: RCR strongly encourages each paid employee to actually take his/her vacation each year.  The intent is 1) that each employee actually get a rest each year; and 2) that prolonged absences not negatively impact other employees and RCR.

Notification:  Employees will communicate with the Station Manager before approval of vacation plans.  The Station Manager is required to notify the Board of his/her vacation plans before approval.  Four weeks notice is recommended.  Exceptions may be made in unusual circumstances.

5.4.7.2
Accrual Log

The Station Manager shall maintain and sign monthly a log of vacation and sick days accrued and used. 

5.4.7.3
Separation Checks

Employee separation checks shall be documented by an itemized breakdown of funds to be paid out. Separation checks shall be first approved by the Treasurer and then signed by the Station Manager, unless s/he is the departing employee.

5.4.7.4
Unpaid Leaves of Absence

Unpaid leaves of absence may be taken with the approval of the Station Manager.  The Board must approve a leave taken by the Station Manager.

Employees are eligible for up to a total of 12 workweeks of unpaid leave during any 12-month period for one or more of the following reasons:  

· For the birth and care of the newborn child of the employee;

· For placement with the employee of a son or daughter for adoption or foster care;

· To care for an immediate family member (spouse, domestic partner, child, or parent) with a serious health condition, and

· To take medical leave when the employee is unable to work because of a serious health condition.

5.4.7.5
Sick Leave 

Employees receive two weeks of paid sick days per year (8 days for 32 hour per week employees).  Sick pay accrues from the first day of employment, and can be used after the completion of 30 days of continuous employment.  Sick leave must be accrued before it can be paid.  Employees of less than 30 days may take sick time off without pay, without reducing the number of paid sick days they are earning.   The accrual of sick days is capped at six work weeks (24 days for 32 hour per week employees).  No more sick days can be accrued until drawn down.  Sick days cannot be converted to vacation leave.  Unused sick leave shall not be paid in cash.

5.4.7.6
Holidays

Employees are eligible for the following 9 paid holidays: New Year’s Day, Martin Luther King Jr.’s Birthday, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Thanksgiving, the Friday after Thanksgiving, and Christmas.  Part-time employees are eligible for paid holidays only on regularly scheduled work days.  

5.4.7.7
Jury Duty

06/18/96

RCR employees shall be granted leave of absence without pay for jury duty. An employee may use vacation pay during jury duty.

5.4.7.8
Deleted 

06/10/14

6.0
PROGRAMMING AND OTHER ON-AIR POLICIES
6.1
PROGRAMMER’S AGREEMENT 

Rev 10/23/06 and 2/28/12

____________________________________________________ [name], programmer for 

______________________________________________________ [show], which airs on

________________________ [day], from   __________ to _________ o’clock [am/pm],

by signing this, I acknowledge that I have read, and agree to be bound by all the Rules and Regulations of the FCC [Federal Communications Commission] as well as all policy and procedures of RCR [Redwood Community Radio] contained in the Operator’s Handbook, relative to or affecting my behavior and activities while on the air. These Rules, Regulations, Policy, and Procedures include the following:

1. The following activities are ABSOLUTELY PROHIBITED ON KMUD PROPERTY [and may result in immediate SUSPENSION] 

A. Knowingly and willfully airing material of any nature, which could be considered “OBSCENE” by FCC guidelines at ANYTIME of the DAY or NIGHT. While not encouraged, material considered “INDECENT” by FCC and KMUD guidelines is allowed between the hours of 11:00 pm and 5:00 am ONLY. [See list of terms posted in studio A and/or C].

B. BEING IMPAIRED DUE TO USE OF ALCOHOL OR ANY CONTROLLED SUBSTANCE WHILE ON AIR.

C. THEFT of station property or resources [including, but not limited to, recordings of any kind] or “borrowing” of any property or resources without specific prior approval by the Station Manager or the Music Director. [Note: such activity could result in criminal prosecution.]

D. Failing to appear for my show without PRIOR APPROVAL by the Program Director. The Program Director must approve substitutes, except in unavoidable emergencies. I will communicate with the Program Director about any absences. 

E. Comments of malicious or defamatory nature about ANY PERSON on air, which could potentially subject KMUD to legal liability or compromise KMUD’s integrity. In order to avoid spontaneous “emotional venting” any on-air discussion of matters concerning disputes or disagreement within the Station must have prior approval of the Station Manager.

F. I understand that as a programmer for a 501[c][3] organization I can not endorse, or encourage people to vote for or against, a political candidate or initiative over the airwaves.  

2. All communications with the public on behalf of KMUD will be carried out in a courteous manner, consistent with accepted community standards. As a KMUD programmer, I understand that I may not represent myself as a spokesperson or representative of the Station except with the prior authorization of the Station Manager.

3. All food and drinks are to be kept away from KMUD broadcast, production and office equipment. I agree that I will be personally and financially responsible for any damage to such equipment resulting from the willful or negligent spilling of food or drink, or any other damage caused by me or by anyone present in the KMUD facility with my permission.

4. I understand that no unauthorized guests are allowed on the station’s premises after normal office hours (8am to 5pm).

5. I will not endorse or recommend any person, product, or commercial establishment or any other entity for my own personal gain while on-air [plugola or payola], unless done with candor… i.e. announce to listeners that you are in the band or are the producer of the event.

6. I understand that my status as a programmer and my association with KMUD is subject to periodic review and can be terminated by the Program Director and/or Station Manager. My show may or may not be scheduled for continued broadcast beyond this agreement. Any such terminations can be appealed using the Problem-Solving Procedure, Policy #5.1.4.

7. I understand and agree that my show may be pre-empted by the Program Director, News Director or coordinator of the On-Air Fundraiser in order to broadcast special programming.

8. I agree not to broadcast “News” over the airwaves without appropriate verification from the Program Director and/or News Dept., or disclaimer. 

[The views and opinions expressed on this show does not necessarily reflect the views or opinions of this station, staff, or underwriters]

9. I agree to attend programmers meetings as often as I can. I understand that if I miss a meeting, I am responsible for finding out what happened at such a meeting.

10. I understand that I am responsible for the submission of my playlists into Spinitron quarterly.

11. I understand that KMUD runs substantially on volunteer energy, and I will do my best to help, over and above my on-air time – especially during Pledge Drives.

______________________________________________              ________________

PROGRAMMER’S SIGNATURE                                                    DATE SIGNED

______________________________________________              ________________

PROGRAM DIRECTOR                                                                 DATE SIGNED

6.2
COPYRIGHT - VOLUNTEERS 

06/14/89; Rev 10/24/00

It is understood as a matter of law and policy that the Volunteer owns the program and its rights to syndication. RCR, Inc. has the right to air the program or programs, first. If any syndication results, RCR shall be credited on the program, and must be notified in advance. Should the Volunteer want to sell the program and/or syndicate it they are encouraged to do so; however, RCR cannot, without prior agreement, incur any costs associated with such sale or syndication. All costs of duplication, postproduction, up-linking, mailing, marketing, etc., shall be borne by the Volunteer. 

RCR encourages collaborative efforts between Volunteers and RCR. RCR and Volunteer(s) may enter into any mutually agreed upon arrangement whereby RCR shares in additional costs associated with production of a program or series of programs. Proceeds from the sale and/or syndication of programs underwritten in part, or whole, by RCR shall be shared as mutually agreed by the Volunteer(s) and RCR prior to production for distribution of the program or program series. 

Additional costs are those costs not usually associated with locally produced programs. Such costs may include: travel by the Programmer, rental or purchase of equipment specifically for the program, special telecommunications arrangements, postproduction editing, duplication, mailing, and marketing.

6.3
COPYRIGHT - EMPLOYEES 

06/14/89

Programs produced during working hours by Employees of RCR using RCR facilities are the property of RCR, Inc. Off-duty Employees who broadcast, or allow to be broadcast, works not created primarily for RCR broadcast shall retain ownership of all rights. In the case of Employees who broadcast or allow to be broadcast their own works which are prepared primarily for broadcast on RCR, an equitable apportionment of rights shall be made in advance of any proceeds or revenues, and RCR must be notified in advance other distribution.

6.4
ADVISORY COMMITTEES

12/16/97

To ensure adequate community representation in the selection of programming on RCR, the Board of Directors and the Station Manager of the radio station shall encourage and assist the formation of citizen advisory committees in the various areas of programming (e.g., public affairs, music, literature, ethnic programming, etc.). Whenever possible, these committees should include in their membership a Board and/or staff member.

6.5
PUBLIC SERVICE ANNOUNCEMENTS

04/19/94; Rev 05/17/94; Rev 05/23/06

Public service announcements (PSAs) are generally for non-profit, charitable organizations, governmental organizations or in the interest of emergency causes (e.g., fire or flood victim, illness to community member, etc.)

Priority shall be given to non-profit events and information that benefits and interests the community as a whole.

All PSAs aired on RCR shall be determined to be in the public interest. This criterion shall be given high priority in the event that a PSA is submitted by an organization that is not a 501(c)-3 organization. The Program Director and/or Station Manager shall determine on a case-by-case basis whether the airing of a public service announcement under these circumstances is in the public interest.

PSAs are for informational announcements only and not to be used for political messages, candidates, or lobbying.

Announcements shall follow all language rules applicable to paid (underwriting) announcements (no calls to action, qualitative or comparative language, or pricing).

PSAs should be kept to 75 words or less, and when announcing an event may run for two weeks prior to the event. Be sure to include dates and a contact number.

PSAs shall follow RCR PSA guidelines. See “PSA Guidelines for Submitters” in Board Binder.

It is generally inappropriate to charge for Public Service Announcements. As some PSAs take more time and effort to produce it may be appropriate, at the discretion of the Program Director or Station Manager, to assess a charge.

6.6
BROADCAST OF “INDECENT AND SENSITIVE” MATERIAL

Original Policy; Rev 02/27/06 (timeframes only – stated in Programmer’s Agreement)

It is the policy of RCR, Inc., to comply with FCC regulations regarding the on-air use of “indecent language”* and the programming of “sensitive material.”**

* The “basic seven” words (fuck, cunt, cocksucker, motherfucker, tit, shit and piss) have been litigated before the Supreme Court and are not permissible. Where the words appear in a work of art or in a non-repeated fashion in a commercially released record, Programmers may request permission in writing to use the record or work of art as stated above.

** “Sensitive material,” or “indecent material,” or “indecency,” is defined by the FCC as the broadcast of language that “describes, in terms patently offensive as measured by contemporary community standards for the broadcast medium, sexual or excretory activities and organs.” While this definition is similar to that for obscenity, there are two important differences. First, obscenity requires that the language in question appeals to the prurient (“marked by restless craving; having lascivious thoughts or desires: lewd; arousing such thoughts or desires”) interest; indecent language does not have to meet this test. In addition, indecent language “cannot be redeemed by a claim that it has literary, artistic, political or scientific value.” 

08/27/87

At no time are RCR personnel under 18 years of age allowed to broadcast sensitive material as defined herein.

When, in the course of a broadcast, the Programmer and/or his/her on-air guest(s) inadvertently or deliberately violates this policy, the Programmer shall, within 24 hours, inform the Program Director or Station Manager of the incident, the time of its occurrence, and the substance of the broadcast material.

Deliberate violation of this policy constitutes cause for termination of the Programmer’s broadcast privileges.

[See  “FCC Regulations and Other Legal Issues” in Board Binder, and Section 6.1, “Programmer’s Agreement.”]

6.7
DIVERSITY IN PROGRAMMING

Original Policy

RCR supports a diversity of program formats, viewpoints and approaches. The station does not censor programs or ask anyone to adhere to a particular line. Generally, any program that does not promote intolerance or prejudice can be considered for air.

A few exceptions to this policy are required, because RCR holds a government license and its operation of RCR is regulated by law and the Federal Communications Commission. For example, as a non-commercial station, RCR cannot accept paid announcements on behalf of products and services -- advertising. 

It is RCR policy to present diverse viewpoints, but not to advocate any particular viewpoint. This is especially so in the sensitive and personal area of religion. No listener to any program should gain the impression that RCR advocates any religious belief system, to the exclusion or detriment of another or others. Programs that fail this test are unacceptable for broadcast. Programs that inform and instruct concerning religious themes or traditions or literature or social customs do not run afoul of this guideline, as long as they do not cross the line into advocating the adoption of specific religious belief or practice.

6.8
RELIGIOUS AND SECTARIAN PROGRAMMING

Original Policy

Federal guidelines imposed upon RCR under the PTFP equipment grant state that RCR: “will not use or allow the use of the facilities for essentially sectarian purposes for as long as the Applicant possesses or uses the facilities, whether or not this period extends beyond the ten-year Federal interest period following the completion of this project.”

The Program Director has allotted time on a rotating basis for those views that can be categorized as Religious or sectarian. For example, one hour per month within the rotation allows for the expression of several viewpoints. Spiritual viewpoints that cannot be categorized as religious or sectarian may be aired, following these guidelines as to allotted time.

If an individual wants to pursue a specific viewpoint, the Program Director shall suggest that a program proposal be filled out for a spot in the Religious/Spiritual Rotation. If a weekly Programmer chooses to use one of his/her programs within the month to air a particular viewpoint, this does not run afoul of the guideline. 

6.9
BE SENSITIVE

Original Policy

Treat other cultures, races, sexes, lifestyles, etc., with respect. No racist, sexist, age-ist, anti-cultural language or conduct shall be permitted by a Programmer on RCR. Our purpose is to promote unity, harmony, peace, and understanding.

6.10
THE FAIRNESS DOCTRINE

Original Policy; revised 2/4/14

Under FCC rules (since repealed) and RCR policy, Programmers are under no editorial direction or control. Programmers can say (in decent language) exactly what they think about a political controversy. Programmers must give other sides a fair shake. This means that programs presented on a local controversy (other than on regularly scheduled news programs) should include and expose all sides of that issue to the audience. Opposing views shall be aired, but are not required to receive equal air time. Hosts of call-in shows must allow callers with opposing views to express themselves on the show, with a reasonable amount of time.  Problems regarding the Fairness Doctrine should be discussed with the Program Director.

6.11
PERSONAL ATTACK, LIBEL AND SLANDER

Original Policy

Libel is an untruth which defames the character, integrity, or honesty of an individual. Programmers are not permitted under any circumstances to libel anyone. They are responsible for what they say on the air. If an individual Programmer commits libel, they and the station can be sued. If an attack is made in a program upon the honesty, character, or integrity of an identified person or group during the presentation of views on a controversial issue, then the person or group attacked shall be notified in writing of the attack. The Programmer on duty shall advise the Program Director or Station Manager of the incident, providing a summary of what was said. The parties attacked shall be offered a reasonable opportunity to respond on air. Such notification, by FCC rules, must be submitted to the attacked person or group within seven (7) days.

6.12
FUNDRAISING FOR OTHER ORGANIZATIONS AND INDIVIDUALS

Rev 06/24/08; Rev. 04/28/09; Rev. 9/28/10

No on-air fundraising for any individual or organization other than RCR shall be permitted in which the programming is substantially altered or suspended.  Such fundraising appeals must be brief.  No Programmer shall fundraise for himself or herself on-air.

6.13
IDENTIFICATION OF INTELLIGENCE OFFICERS

Original Policy

Under federal law, identification of any covert intelligence agent of the United States may be criminally prosecuted.  It is not a defense that the information was reported elsewhere.  Programmers shall ask the Program Director for help if in doubt.

6.14
PROMOTIONAL RECORDINGS

02/15/94

Programmers requesting promotional recordings and using the name RCR or KMUD, shall request one copy, for the station library.

6.15
PROGRAM CANCELLATIONS

08/19/92

The Program Director, when canceling a program, shall inform the Programmer at least in advance of his/her last show.

[See Disciplinary Policy, 5.1.1, for exceptions to this rule.]

6.16
OPERATOR’S HANDBOOK

See  “Operator’s Handbook” in Board Binder.

6.17
CANDIDATES AND ELECTIONS

01/20/98

An RCR Programmer who is running for office (outside of RCR) shall give up her/his show until the election is over.

6.18
CLASS ADS

12/17/96

Class ads are for individuals, not businesses. When reading the class ads Programmers shall add that these “services are for individuals, not businesses.”

6.19
UNDERWRITING

6.19.1
Deleted

07/15/92; Rev 04/24/12; deleted 5/6/14

6.19.2
Programming Not Influenced By Underwriting

03/27/87

Underwriters, like all other individuals and groups, may propose programming through RCR’s program selection process. The purchase of underwriting, either by cash or trade, shall not entitle purchasers to supply or produce programs for broadcast. However, underwriters are encouraged to support programs of their choice. 

[Reference to Code of Federal Regulations, Title 47 - Telecommunication, Subpart C - Section 73.503.]

6.19.3
Political Underwriting

06/16/98

RCR shall accept no underwriting from individuals or committees concerning candidates or ballot measures in local, state, or national elections.

7.0
MISCELLANEOUS STATION POLICIES

7.1
ADVOCACY

08/17/93

RCR may not officially associate itself with a specific point of view. Any individual associated with the station may do so.

7.2
CONFIDENTIALITY OF NEWS SOURCES

07/20/93

The News Department of RCR exists for the purpose of gathering and disseminating information. The News Department shall protect the confidentiality of its sources.

7.3
MAILING LISTS 

05/16/93

RCR’s mailing list shall not be released to outside entities or individuals.

7.4
COMPLIMENTARY TICKETS

09/20/93

Notice of availability of complimentary tickets shall be posted. Comps in a given genre should generally be made available to Programmers who play that genre. 

7.5
AWARDS 

07/26/94

Any award to RCR shall be brought to the Board for consideration.

7.6
VISITORS

03/11/93

Unauthorized visitors (those who have not notified management of their visit before the close of business hours) shall not be allowed access after the close of business hours. All visitors shall log in.

7.7
CAMPING AT THE STATION

10/25/05 

 “No camping or loitering” signs shall be posted.

APPENDIX:  DOCUMENT MANAGEMENT

[Note: Not all of the following applies to Word 2007.]

Saving Changes

New Session:

1. Before you start a new session of policy work, save the document with a new filename which reflects the current date by choosing menu “File/Save As” and giving it a new filename.  You will definitely want to save the document into a new filename at the beginning of any given session, then save all changes made in the current filename.

2. And, you will want to change the revision date in the header that repeats at the top of every page (choose “View/Header and Footer,” type the new date and any other changes to the text that may be desired, and then press “Close”).

Within a Session:

As you are working on the Policy and Procedures document, be sure to save your changes both before and after each policy change.  It is far easier to stop and save changes frequently than it is to reconstruct all the work you’ve done should the computer crash or file scramble due to power outage or other reason.  

To save changes within a session, choose menu “File/Save” (or CTRL-S in Windows), which saves to the current filename.  

Adding a New Policy

All new policies must contain one of Word’s built-in heading styles in order for the Table of Contents feature to recognize the policy and list it there.  To add a new policy, copy an existing policy with formatting that matches the desired new policy, paste it into the position desired, change the number, and change the heading and text.  By copying an existing policy, the text will already be in the correct heading style (formatting) desired.  

For example, to add a new policy under Section 7, Miscellaneous Station Policies, you can highlight the title and text of policy number 7.7, “Camping at the Station”, and go to menu “Edit/Copy” (or CTRL-C in Windows), which copies the text you highlighted to the clipboard.  Move your cursor to the position in the document where you want the new policy to be, and go to menu “Edit/Paste” (or CTRL-V).  The text you highlighted is now copied into a new position.  Now you can change the number to the new number, the name of the policy to the new name, and the text of the policy to the new text.  Try to make sure you have added the proper extra paragraph returns around the new policy to maintain consistent spacing.

If you add a policy within a section instead of at the end of a section, you will also need to renumber the rest of the section.  For this reason, wherever possible, try to add policies at the end of a section to avoid renumbering.  If a completely new section must be added, add it before Appendix A.

Save your changes as directed above.

Deleting a Policy

Highlight the text and name of the policy you wish to delete.  Press the delete key.  The policy is now deleted.  If you want to undo the deletion, go to menu “Edit/Undo deletion” (before you have done anything else).   

Try to make sure you delete the extra paragraph returns around the policy to help keep the spacing between policies and sections consistent.

If you delete a policy in the middle of the section, you must either change the remaining policy numbers in that section, or, more simply, leave the section number in place, and where the current name of the policy is, type “Deleted.”

Example:

If the policy to be deleted were: 

7.7
Camping at the Station

10/25/05 
“No camping or loitering” signs shall be posted.

The resulting deletion would look like this:

7.7
Deleted

And, when the Table of Contents was updated, it would show that 7.7 has been deleted.

Save your changes as directed above.

Updating the Table of Contents

Once you have made changes of any kind to this document, you must update the Table of Contents.  This includes text changes or changes to the pagination, as well as policy names or numbers.  This will preserve the interactive nature of the Table of Contents so that clicking on an entry takes the user to that point in the document.

To update the Table of Contents:

1. Save any changes you have made by choosing menu “File/Save”.

2. TURN OFF  Track Changes if you are using it.

3. Go to the Table of Contents portion of this document, and left-click in either the left or right margin (avoid any text), which will activate it.
(Please note: if you click in the Table of Contents and Word sends you to a policy in the document, you need to go back to the Contents section and click in the margin, avoiding any text within.) 

4. Go to the Insert menu by choosing “Insert/Index and Tables/Table of Contents -OK/OK”.  The Table of Contents is now updated and should now reflect any changes that were made to the policy names or numbers.  
(Please note: When you choose “Insert/Index and Tables”, the tab showing should already be for the Table of Contents.  If it is not, click on the ToC tab, then click “OK/OK”.) 
(Please note: Word will ask if you want to “Replace the selected table of contents?”— press OK.)

5. Save this change to the document by choosing menu “File/Save”.

If the number of heading levels visible in the Table of Contents is too few:

1.  Go to “Insert/Index and Tables”, and on the Table of Contents tab, change the “show level” box to the number 6.  This will expand the ToC and you will see all the levels again.

Changes made which do not come from Minutes: 

If any changes to the Manual are made that do not come directly from board minutes, including “language clarifications” that have traditionally been made when needed, these are to be reported to the Policy Committee and Board in a memo that accompanies the new draft Manual.  

The Board traditionally does not approve the new Manual, since it is a compilation of their past actions.  The draft is issued, and then after a review period, which could be determined by the Board, the Committee issues a final Manual.  The Board could of course make changes at any time.
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