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Delivery 
On Campus, these are approximations for delivering 

 
You can park behind the Library for a bit and in the loop where it widens if 
you use your flashers.   
-About 1 full stack in the Library on the Table in the front. 
-Maybe about 1/2 to 3/4 a stack in the box in the front of Ruff. 
-About 10 papers on the front desk in the Matainance Building. 
-About 1 stack on first floor of Renner Hall. 
-About 1/2 to 3/4 stack in Huber Spielman just on the table up the stairs by 
some chairs, whatever. 
-About 1/4 stack in the box in Yocum in the entrance. 
-About 1 stack in the back of the Con in the box. 
-About 1/4 stack on the small table in Kerns main lobby with all the other 
crap on it. 
-About 1 stack in the main lobby in Battelle in the box. 
-About 1 stack in the Learning Center at the main entrance in the box. 
-About 1/2 stack in Troutman lounge on one of the tables. 
-About 1 stack in the SA walkthrough box. 
-About 1/2 stack on the counter right inside of SS. 
-About 1/2 stack in the Cap Center at the main info/check in desk. 
-About 10 papers upstairs in the Cap Center where the coaches offices are 
on the counter. 
-About 1/3 stack for Anthony's Pizza (knock on door if not open) 
-About 1/3 stack for Radio Cafe. 
-About 1/4 stack in Cotterman lobby in box. 
-About 1 stack in PO lobby on box. 
-About 1/4 stack in back of Campus Center by resdience life office, box 
there. 
-About 1/2 stack in SS lobby on main desk counter.   
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Pick-Up  
Depends on when you want to get them done, but you should be 

able to get them by  8 am.  Takes about 15 minutes to get to.   
  
 
-Take 71N to Morse exit. 
Take a LEFT onto Morse. 
-Take the first RIGHT (very shortly) onto Sinclair.   
-Go about a mile and on the LEFT hand side will be the printing com-
pany (is it CHM Printing or something?) 
-Go LEFT back around the building, all the way around.   
-There will be a glass door at the back left and the paper will be sitting 
right inside.  Just take them. 
-Return. 
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Introduction 

Welcome to the handbook for the Chimes! If you are reading 
this book, then you must be a member of the staff. The        

purpose of this book is to provide information to staffers to 
help the paper run smoothly.  

 
There are five different sections of this book. Each sections 
contains tips and rules for each of the different positions on 

the Chimes staff. This handbook is meant to be a reference tool 
for the staff for anytime you are feeling lost or can’t remember 

what a certain rule is (like how to do jumps).  
 

This handbook was created with the Chimes staffers of all   
experience in mind. It is meant to be something each staff 

member can use, whether they have just joined the staff or 
they are the new Editor-in-Chief.  

 
 Good luck with this year’s paper!  
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College Media Advisers’ Code of  
Ethical Behavior 

 The advisor is a journalist, educator and manager who is, above all, a role model. 
Because of this, the adviser must be beyond reproach with regard to personal and profes-
sional ethical behavior; should encourage the student media advised to formulate, adhere 
to and publicize and organizational code of ethics; and ensure that neither the medium, its 
staff nor the adviser enter into the situations which would jeopardize the public’s trust in 
and reliance on the medium as a fair and balanced source of news and analysis 
 

The ADVISER’S PROFESSIONAL CODE 
  
 Freedom of expression and debate by means of a free and vigorous student media 
are essential to the effectiveness of an educational community in a democratic society. 
This implies the obligation of the student media to provide a forum for the expression of 
opinion—not only those opinions differing from established university or administrative 
policy, but those at odds with the media staff beliefs or opinions as well.  
 
 Student media must be free from all forms of external interference designed to 
regulate its content, including confiscation of its products or broadcasts; suspension of 
publication or transmission; academic personal or budgetary sanctions; arbitrary re-
moval of staff members or faculty; or threats to the existence of student publications or 
broadcast outlets. In public institutions, the law is quite clear on guaranteeing broad free-
dom of expression to the students. In private institutions, media advisers should aid in de-
veloping governing documents and working with administrative guidelines which foster a 
free and open atmosphere for students involved in campus media work, if such freedoms 
do not currently exist.  
 
 Students should be made mindful of their obligation to avoid real and apparent 
conflicts of interest. They must be held to clear local policies in that regard.  
 
 Advisers, in addition to adhering to their code of ethics, should encourage the me-
dia they advise have established and published codes that apply to the student staffs and 
conform to nationally established and accepted journalistic norms regarding professional 
behavior, conflict of interest, acceptance of gifts and services, honesty and integrity.  
 
 Advisers, in these roles as professionals, must ensure that they have or gain the 
skills and education requisite to teach all aspects of the media they advise.  
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Timesheets 

Every two weeks, staffers must fill-out timesheets. These timesheets will then 
be taken to Karen Conison (Yochum Hall, 2nd floor and to the left (last door on 
the left at the end of the hallway). Before delivering to Karen, make sure they 

have all of the following information.  
 

1) Period Ending 
-This is the last day of the pay period. You can find this by looking at the pay 
schedule box at the top.  
 

2) Name 
 
3) Student ID number 
 
4) Department Name 

-Put “The Chimes” in this box 
 

5) Budget Number 
-The Budget Number for the Chimes is 30354 
 

6) Stipend 
-Chimes staffers are paid monthly and therefore are on a stipend (hence why we 
have to fill out timesheets manually instead of through webadvisor).  
-The amount that goes in this box is half of your monthly stipend 

 
7) Your signature and the date 

-If you don’t sign, then you don’t get paid! 
 

8) The adviser’s signature and the date 
-In order to get paid, the adviser must sign 
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THE ADVISER’S PERSONAL CODE 
 

 The ultimate goal of the student media adviser is to mold, preserve, and protect an 
ethical and educational environment in which excellent communication skills and sound 
journalistic practice will be learned and practiced by students. There should never be an 
instance where an adviser maximizes quality by minimizing learning. Student media should 
always consist of student work.  
 
 Faculty, staff and other non-students who assume advisory roles with student 
media must remain aware of their obligation to defend and teach without censoring, ed-
iting, directing or producing. It should not be the media adviser’s role to modify student 
writing or broadcasts, for it robs student journalists of educational opportunity and 
could severely damage their rights to free expression. Advisers to student media must 
demonstrate a firm dedication to accuracy, fairness, facts and honesty in all content of the 
medium.  
 
 Since there is no clear line between student media content and student media op-
erations, ethical prohibitions against interference in content also apply to inference in stu-
dent media operations in areas such as story assignments, decisions on inclusion or exclu-
sion of content, staff selections, source selection, news and advertising acceptability stan-
dards, and most budgetary decisions. Using arbitrary policies, production guidelines or fi-
nancial constraints to limit student decision making is no more ethical than rewriting or 
changing editorial content or influencing the physical appearance of media.  
 
 Advisers should be keenly aware of the potential for conflict of interest between 
their teaching/advising duties and their roles as university staff members and private 
citizens. It is vital that they avoid not only actual, but apparent conflicts of interest. The 
publicity interests of the university and the news goals of the student media are often 
incompatible. Advisers should be aware of becoming the publicity focus of organizations 
to which they belong or for activities in which they are participating.  
 
 Advisers cannot expect student staff to respect their own ethical guidelines if advis-
ers believe themselves exempt from strict ethical behavior. The requirements for ethical 
behavior extend to all operations for student media, not just the news or information 
function. Perceptions of favoritism in the purchasing of services and equipment or granting 
of contracts can be just as damaging to credibility as perceived favoritism in news judg-
ment. This is particularly true when offers of unrelated equipment or services are made in 
return for giving business to vendors. A clear policy that applies to all members of the stu-
dent media operation should be communicated to all potential vendors.  
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Law Points 
Libel 

 

A published, print defamation that harms a person’s reputation. (Slander must be oral. 
Broadcast material can be libelous—even if there were no script when it first was spo-

ken.) 
 

Examples:  
“Professor X is worthless,” Mary Jones, freshman, said. “His class is pointless and bor-

ing.”  
 

“Place holding” type can get you into trouble as well. I rather see “Headline goes here” 
than “Dumb athlete needs a brain.”  

 

Privacy 
 

Unless there is a reasonable expectation of privacy, then the information or image is 
ok.  

 
Examples:  

A picture of people in the library or on Main Street is not a problem. A picture of some-
one in his or her dorm room is a problem unless you have asked permission.  

 

Internet 
  

Don’t cut and paste any photo or graphic. That is a copyright violation unless it is from 
a free site.  You can use small photos of  CD or DVD covers in review stories. Do not pull 

a picture off Yahoo! Or AP then use it.  

 
Facebook 

 

Ask before you use any images. Material that is not on a privacy setting, like wall com-
ments, can be used n stories (unless it is libel).  
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Tips for Running the Newsroom 

At the beginning of the year 
 
 Make sure that you assign four pages to be completed on Tuesday night and four 

pages to be completed on Wednesday night. This keeps the computers from getting 
backed up and it allows for no rush on Wednesdays.  

 
 Create a sign-up list for both cleaning the office and bringing breakfast to Friday 

meetings. Email this list to the listserv. By doing this, you will save yourself and the 
rest of the managing staff a lot of time and money.  

 
 Make sure the staff clears Fridays at 10 a.m. for the meeting. If not, come up with a 

time that works for everyone. It is imperative that everyone comes to the  
      meetings—it’s hard to go over the paper and what needs to be fixed for the  
      following week if the staff is not in attendance.  

 
Throughout the Year 
 
 For Friday meetings, make sure that you have looked over the paper BEFORE     

coming to the meeting. Mark all mistakes and corrections with red ink—this way 
staffers can see the problems on their pages more easily.  

 
 Give mid-semester progress reports to the whole staff (even non-paid). By giving 

progress reports, you’re able to encourage your staff to continue to do a job and 
give the points for improvement.  

 
 Give out awards (and prizes) each week to encourage the staff to continue to do 

well. Awards are as follows: Headline of the week, Lead of the week, Story of the 
week, Design of the week 

 
 Use the adviser if you have any questions or problems—that’s what they are there 

for! If you’re unsure about content, ask them. It’s better to be safe then sorry!  
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Sending the Paper to Press 

After the paper is complete on Wednesday nights, it is the Editor-in-Chief’s job to send 
to press.   

 
Before sending checklist 
 
 Are all pages done?  
 Has each page been checked and edited by the Chief Copy Editor, the Chief Design 

Editor, as well as yourself?  
 Have all changes been made?  
 Are the dates on all the pages? Are they correct?  
 Do all photos have credits and captions (if needed).  
 Have all pictures been put into HQD? Do they all have hairlines?  
 Has the box on the opinion page been changed?  
 Make sure all text is justified and that bylines/titles are correct and emails are  
      included.  
 
To send 
 
 All pages must be exported as a PDF. (File——>Export——>PDF) 
 Open up email and attach PDFs in numerical order.  
 As the subject, write “Capital University—8 pages—The Chimes”  
 In the body of the message, write “Here are the eight pages for the Chimes, Capital 

University’s student newspaper. If you have any problems, feel free to call me at 
YOUR PHONE NUMBER. Thanks, YOUR NAME.”  

 Send to cmpcam@columbusmediaenterprises.com 
 
 
After Sending 
 
 About 10-15 minutes after emailing the pages, call the printing company to make 

sure they have received them.  
 They will tell you whether or not they received them and if something needs fixed.  
 Their phone number is 614.885.6020 
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Interviewing Etiquette 101 

 You are NOT the center of the universe 

 Generally, people don’t care about your problems; they care only about their own.  

 Introduce yourself by first and last name. Identify yourself as a reporter for the 

Chimes.  

 Describe the story you are working on. Explain to the source what information you 

think he/she can provide.  

 Tell your sources the deadline you are working on, but start early enough on the 

story to give a reasonable response time. Be sensitive to their schedules.  

 If you are calling or emailing to make an appointment, indicate the amount of time 

the interview will take. Stick to that estimate.  

 Don’t conduct interviews by e-mail. They are easy to ignore. Cold calls can also be 

disrespectful to sources. Care enough about them and the story to show up in per-

son. E-mail should be used only fro brief follow-up after the initial interview.  

 Do your homework in advance of the interview. Don’t waste your time or the 

source’s.  

 Say “thank you” and “please” often. People will be more likely to help you if you 

show good manners and if they like you.  

(Young) 
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News Writing Basics 
You need to get quotes 

 All of your stories must have THREE sources 

 Spell everyone’s name correctly 

 Make sure you get students’ class ranks and administrators’ titles 

 Please do not use your friends or roommates as sources if they are not    
relevant to the story 

 

Use the inverted pyramid 
 See page 12 

 

Do not write in first person. 
 Unless you are writing a review, you should never use “I.”  

 

Be fair  
 Make sure that you find as many sides to an issue and problem that you can 

 Make sure your story is not bias  
 

Citing/Plagiarism 
 The majority of the information in your story should not come from a      

website 

 When you are citing a source, make sure you use proper formatting  
 Make sure the readers aren’t left wondering about where the information 

was obtained and whether or not it is reliable 

 

Make your deadline 
 Deadline for stories is Tuesday at noon.  
 If you need an extension, let both the Managing Editor and Editor-in-Chief 

know as soon as possible 

 

Grammar/Punctuation 
 Don’t forget to use AP style 

 See page 13 for the Top Ten AP errors 
 Punctuation goes INSIDE of quotation points 
 Use spell-check  
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Inverted Pyramid 

MOST NEWSWORTHY 
 

Who, what, when, where, why, how 

Details 
 

Next most newsworthy  
information 

Other Information 
 

General information, 
background information, 

who to contact, etc.  

 23 

 

Photos 

Photos by Tom Norman, courtesy of Capital University 

 
All photos should have an outline. For photo credits, pull the line down below the 
photo. Put a text box in this area. Make sure the text doesn’t touch the lines. Al-

most all photos should like the one above.  
Make sure all photos have been put in High Quality Display.  

 
To do this hold control and right-click the picture——>Display  

Peformance——>High Quality Display 
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Formatting  
In Photoshop 

 
Step 1: Open your picture in Photoshop 
 
Step 2: Image——>Mode——>Grayscale 
 
Step 3: Image——>Adjustments——>Curves 
 
Click in the middle of the diagonal and pull down and to the right (or up and to the left 
depending on the computer). Make sure that it stays in the middle along the diagonal. 
Pull until it looks good (if you’re not sure what “good” means, ask the Editor-in-Chief or 

Chief Design Editor). Remember you are LIGHTENING the photo.  
 

Step 4: Save as Photoshop EPS. Make sure you save in the Shared Drive 

 
 

Photo Credits 
 

Palatino—Italics—9 points 
 

Should be all lowercase. Try to put the credit ON the pic, in the bottom right corner 
 

photo courtesy of flickr.com, photo by Kevin Cullenen 

 

 
Photo Captions 

 
Palatino—Bold—10 points 

 
Should go under picture. Almost all pics should have a caption.  

 
This is what a photo caption should look like. It should stretch all the way to the end of the picture.  
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People to know on campus 
These are all people that you should know on campus. They can help you when it comes to in-
terviewing for stories or telling you who the best person to interview is. They can also give you 

potential story ideas. Arranged by where they are located on campus. You can also find contact 
information in the directory at capital.edu 

 
Campus Center 
Residence Life & Housing—Student Activities Office (SAO) 
 Jennie Smith, Director of Residence Life and Housing 
 Email: jsmith13@capital.edu 
 Terrence Brooks, Assistant Director of Residence Life and Housing 
 Email: tbrooks2@capital.edu 
 
Student Activities/Orientation—SAO 
 Todd Shaver , Director of Student Activities and Orientation 
 Email: tshaver@capital.edu 
Greek Life —SAO 
 
 Fran Lapham, Assistant Director of Student Activities and Orientation 
 Email: flapham@capital.edu 
 
Community Service—CSSP office located across from Cru Club 
 Carla Daniels, Assistant Director of Student Activities and Orientation 
 Email: cdaniels@capital.edu 
 
Parkhurst—2nd floor, next to Weiler Conference Suites and the MDR 
 John Brite, Parkhurst General Manager 
 Email: jbpds@capital.edu 
 Scott Rattan, Parkhurst Executive Chef 
 Email: srpds@capital.edu 

 
Yochum Hall 
The President’s Office 
 Nona McGuire, Director of the President’s office 
  Email: nmcguire 
 -Nona schedules all of Denvy Bowman’s appointments 
 
Provost 
 Rich Ashbrook 
 Email: rashbroo@capital.edu 
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Top 10 
1) Spell out abbreviations/acronyms on first reference 

 
Capital University is doing something awesome. CU plans to continue this awesome 

thing. The university will then decide if the awesome thing is effective long-term.  
 

The Daughters of the American Revolution are holding a bake sale. DAR wants to do 
this to raise money for charity.  

 
2) Use a person’s full name and title on first reference. After first  
reference, only last name is needed.  

 
Bill Eichenberger, professor and adviser to the Chimes, says you need to know AP 

style. (NOT Prof. Eichenberger)  
Eichenberger thinks AP is important.  

 
3) Abbreviate months with days and use numerals. If you’re only using the 
month and the year, spell out the month completely.  

 
Sept. 12, 2011 OR September 2011 

NOT September 22nd, 2011 

 
4) Spell out zero to nine. Use numerals for 10 and up.  
 

Four hundred students attended the seminar. 
Attending the seminar were 400 students. (AP prefers actual numbers not words. Years 

are always numbers: 2011, NOT two-thousand and eleven.)  
 

5) Spell out the word “percent.”  
 

Club participation increased by 20 percent. NOT 20%.  
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Text 
Emails 

 
Palatino—Bold—11 point 

 
Emails go at the END of stories 

 
  

sunger@capital.edu, emelick@capital.edu 
 

 

 

Jumps 
 

Palatino—11 point 
 

“see” and “page #” — italics 
“STORY” —CAPITALIZED and Bold 

 

 

see STORY, page 3 

 

 

Dates 
 

Georgia—20 
 

Put at the bottom of the page; center 
 
 

Thursday, April 21, 2011 
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Formatting  
Stories 

 
Palatino—Regular—10 point 

Leading—10.5 
 

Don’t forget to JUSTIFY your text! 
 
 Your story should look like this. It should be indented according to paragraphs. Do not double-

space after sentences. Make sure you format text, leading and style before manipulating the page, or 

everything will change and you’ll start over.  

 

 

 

 

Bylines 
 

Palatino—Bold—11 point 
 

Make sure the “b” in “by” is lowercase 
 

by Sarah Unger 

 

 

 

 

Byline Titles 
 

Palatino—Italics—10 point 
 

Should be all lowercase 
 

Editor-in-chief, editorial staff, chief copy editor, chief design editor, contributor, managing editor, etc.  
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AP Errors 
6) Do not use courtesy titles (Mr., Mrs., Ms.) 
 

Sarah Unger, NOT Ms. Sarah Unger or Ms. Unger 

 
7) Time—Use figures and lowercase letters (separated by periods) 
 

9 a.m., 6 p.m., noon, midnight—Never 12 noon 

 
8) Time, Day, Place—To remember, tell yourself Too Damn Picky 
 

The play will start at 7 p.m. Sept. 26 in the Cabaret Theatre.  
 

9) Use said after first sentence in a quote or paraphrase 
 

“We will not increase tuition,” Capital University President Denvy Bowman said.  

 
10) Always indent when a person speaks 
 
  “We will clean up the dorms,” Jennie Smith, Director  
 of Residence Life and Housing, said. “If we didn’t it would  
 be a disaster.”  
  “The freshman dorms need air conditioning, not  
 cleaning,” Lucy Johnson, freshman, said.  
 

It’s important to always check your AP Stylebook 
when writing a news story. Although the changes in 
AP style are minimal, they still make a big difference 

in your news writing.  
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Things to Remember 
 Don’t forget to put the DATE at the bottom of the page—Make sure it’s cor-

rect.  
 
 Format photos (see page 21). 
 
 Content can be found in our Gmail account 

 Username: photoschimes@capital.edu 
 Password: chimes0910 

 
 
 When editing, check for AP style 
 
 Use the design books, that’s what they’re here for. It’s a great way to help 

with  
       layouts when you’re stuck or want to try something new.  
 
 PRINT OUT YOUR PAGES so that the managing staff can look at them.  
 
 Do not leave until your page has been edited and approved by the Chief Copy      

Editor, Design Editor, and Editor-in-Chief. If they are not in the office when you    
finish your page, you need to come back and make any changes that they 
deem  necessary.  

 
 Spell check (apple+i) on every story, headline, caption, byline, email, and info 

box.  
 
 SEND ALL OF YOUR CONTENT TO WEB ONCE YOUR PAGE IS FINISHED 
 
 If your content has not came in yet, ask the Managing Editor first where it 

may be. If they do not know, CALL that person and ask where it is. There is a 
contact sheet on the wall for this reason.  
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10 Rules for Good Headlines 

1) All headlines must have a verb and be written like a sentence; however, do not put 
any punctuation at the end of a headline. The first letter is capitalized; all subse-
quent letters are not—unless they are part of a name. 

 
 
2) Write in present tense.  
 
 
3) No “to be” verbs as the main verb. Pretend is, are, was, and were don’t exist. Leave 
     them out.  
 
 
4) No jokes or puns—they never turn out quite the way you plan.  
 
 
5) Don’t use “a,” “an,” and “the” in a head unless it’s absolutely necessary.  
 
 
6) Use a comma in place of the word “and.”  
 
 
7) Headlines should be in a san serif font.   
 
 
8) Don’t editorialize. Keep your opinion out.  
 
 
9) A head should fill to the end of the column. It cannot be more than two spaces 
short.  
 
 
10) Be consistent with point sizes and fonts. For a tabloid layout: 36 point at top of the 
page and 18 near the bottom. All briefs should be in 14 point.  
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