[bookmark: _heading=h.gjdgxs]KYRS PROGRAMMER ORIENTATION
[bookmark: _heading=h.30j0zll]Initial Programmer Checklist
· Pitch show
· Interview with Program Director
· Volunteer 30 hours
· Complete procedural training
· Become a member
· Decide show name and schedule
· Record promos and station IDs
· Set up email
· Set up show webpage
· Complete on-air training
· Complete debut show

[bookmark: _heading=h.1fob9te]Before becoming a programmer
Pitch a show and interview: Submit a proposal for a show at https://kyrs.org/program-proposals/ and set up an initial meeting with the Program Director.
Volunteer 30 hours: Prior to being granted on-air privileges, those interested in becoming a KYRS programmer must complete an initial 30 hours of volunteering at the station in order to receive training and be granted on-air privileges. Our Volunteer Coordinator is Jim Tate and he can be reached at volunteercoordinator@kyrs.org. Those proposing a specific show can do so prior to volunteering. Hours will be logged at the station by the volunteer and tracked by the Volunteer Coordinator.
Student exception: Currently-enrolled students may only need to perform 8 initial volunteer hours before getting on-air privileges, at the discretion of the Station Manager and Volunteer Coordinator. 
Read through the KYRS Programmer’s Manual: Go to kyrs.org/launchpad/. As a programmer, you will check this page weekly for important information and there are a number of training documents available here. Scroll down the page and click on the link that says  “Training documents are now here, programmers manual, playlist instructions etc.”
Become a member: All programmers, staff members and board members are members of the station. The basic membership is $36 per year.


[bookmark: _heading=h.3znysh7]Before going on the air
[bookmark: _heading=h.2et92p0]Email Setup
[bookmark: _heading=h.tyjcwt]To access your account:
Go to kyrs.org/webmail. Enter your email ([show name]@kyrs.org) and password (Default is “Changemenow!9”).
[bookmark: _heading=h.3dy6vkm]To change your email password:
Select “Settings” > “Preferences” > “CardDAV” and change your password in the “Password” field. Click “Save.”
[bookmark: _heading=h.1t3h5sf]Webpage Setup
[bookmark: _heading=h.4d34og8]To access your account:
Go to kyrs.org/login. Enter your username (show name with spaces between words, like “The Unique Experience”) and password (Default is “Changemenow!9”). Click “Log In.”
[bookmark: _heading=h.2s8eyo1]To change your website password: 
In the upper right corner of the home page, hover over “Howdy, [show name],” and select either “[show name]” or “Edit Profile.” Scroll down to “Account Management” and click “Set New Password.” Enter your new password in the field that appears. Click “Update Profile” at the bottom of the page. 
[bookmark: _heading=h.17dp8vu]To access your show’s edit page:
Log into your KYRS account on kyrs.org. Select “Programming” > “Program Schedule.” Find your program on the schedule and click on it. Find the “Edit” link on your show’s page under “Show Times” on the left side of the page. 
[bookmark: _heading=h.3rdcrjn]To edit your show description:
Select “About Yourself > “Show Description” (show descriptions should be at least three sentences long and include an image, preferably your show’s logo). Click “Update Profile” at the bottom of the page to save changes.
[bookmark: _heading=h.26in1rg]To add or edit genre tags:
In the “Genres” box on the right side of the page, select or deselect genres from the list. Click “Update” in the “Publish” box on the right side of the page.
[bookmark: _heading=h.lnxbz9]To add an avatar:
In the “Show Images” box, click “Set Show Avatar Image.” Select an image from the media library or upload your own image, preferably a photo or rendering of yourself. Then click “Use This Image.” Click “Update” in the “Publish” box on the right side of the page.
[bookmark: _heading=h.35nkun2]Choose a program name and schedule: Ideally, a program’s name will be self-explanatory as to the program’s format. While the new programmer is given broad leeway in the choice, KYRS management reserves the right to reject a name if it is felt to be confusing, too esoteric, etc. A new program is given a choice of any existing open time slots but we do try to fit shows into appropriate times. KYRS management must approve the choice. 

Record a promo and station IDs: All shows have a promo that plays at random times during our broadcast to give listeners information about the show and when to tune in to listen to it. Promos are 20-40 seconds long and should be updated every two years to keep them current.
On-air Training:
You will join a programmer on air during their show to learn how to use the studio equipment and the procedure of broadcasting. Usually a programmer will spend the first hour doing their show normally but explaining what they are doing as they go. Then, they will have you take over to do the second hour and guide you through the process.
















[bookmark: _heading=h.1ksv4uv]On-air walk-through:
1. Log in to website
2. Check the launchpad page
3. Check email
4. Prepare materials
5. Choose PSAs from File
6. Have show promos, Vehicle Donation announcement and "Live and Local" ready on DJ Mac
7. If using CD players, turn them on
8. If using phone or iPod, plug it in
9. Put on headphones (optional)
10. Switch on mics
11. Bring mic sliders up
12. Bring automation slider down
13. Do a legal ID and announce the show
14. Start talking

[bookmark: _heading=h.44sinio] To play a song:
1. Switch on appropriate channel
2. Bring slider up
3. Start song
4. Bring mic sliders down
5. Switch off mic channels
 
[bookmark: _heading=h.2jxsxqh]When a song is close to the end:
1. Switch on mics
2. Bring mic sliders up
3. Bring song channel down
4. Switch off song channel
 

[bookmark: _heading=h.z337ya]At 20 minutes past the hour:
· Read PSAs
· Read or play show promos
· Play the Live & Local calendar
· Read “Text to Give” statement
 
[bookmark: _heading=h.3j2qqm3]At 40 minutes past the hour:
· Read or play show promos
· Read underwriting announcements
· Play Vehicle Donation announcement
 
[bookmark: _heading=h.1y810tw]To end the show:
1. Announce the name of the show and do legal ID
2. Switch on automation channel
3. Bring automation slider up
4. Bring all other sliders down
5. Switch off all other channels

[bookmark: _heading=h.4i7ojhp]To close up:
1. Turn off CD players
2. Disconnect phone/iPod
3. Add playlist entry to website 
4. Make sure studio is tidy and in order
5. Turn off lights
6. Lock studio door and production room door
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[bookmark: _heading=h.be4f5c48ounz]Programmer Tasks
[bookmark: _heading=h.1ci93xb]
	[bookmark: _heading=h.3whwml4]First 90 days
· On-air training 
· Debut show
· 90-day evaluation
[bookmark: _heading=h.2bn6wsx]
[bookmark: _heading=h.qsh70q]Weekly
· Weekly show
· Maintain playlists
· Check email, Launchpad and mail cubby
	[bookmark: _heading=h.3as4poj]Annually
· Volunteer 6 hours
· Clean the studio
· Participate in both fund drives
· Annual evaluation

[bookmark: _heading=h.1pxezwc]As Needed
· Send info to social media coordinator about guests, topics, or special shows
· Update webpage
· Maintain pre-recorded shows and promos


[bookmark: _heading=h.49x2ik5]
On-air training: See “On-air Training” for more information.
Debut show: This show will function like any other weekly show. See the “On-air walkthrough” section in “On-air Training” for more information. An audio promo announcing the new show should air for the two prior to the debut broadcast.
90-day evaluation: Meet with the Program Director to discuss your performance, areas for improvement, and any questions or concerns about your show.
Weekly show: Arrive 15 minutes before your air time, check your email, mail cubby and the launchpad. Begin show on time, with a legal ID and end 5 minutes prior to the next program. If you will be unable to do your show live that week, contact the Program Director 48 hours in advance and have a pre-recorded show available to schedule. 
Playlists: Post a playlist for each episode no later than 24 hours after broadcast. Each playlist will include an entry including time of songs, legal IDs, promos, PSAs and underwriting.
Volunteering: Volunteer a minimum of 6 hours annually for KYRS as part of your programmer's contract. There are three specific areas of volunteering that must be fulfilled by each programmer:
Studio maintenance: Assist with basic station maintenance by cleaning the on-air and production studios one week out of the year according to a provided checklist.
Events: Volunteer at one outreach or KYRS event per year, including tabling events, live broadcasts, taking tickets, setting up, etc. (minimum 3 hour shift).
On-air fundraising: KYRS schedules two on-air fund drives per year. All KYRS Programmers are required to volunteer during each fund drive by co-pitching and answering phones. Including their regular program this is a total of 6 hours for each fund drive.
The following are examples of activities which do not satisfy your volunteer requirement:
· Regularly scheduled on-air programs
· Preparation for regular on-air programs
· Pledge drive shows
· Pitching on your own program
· Live remote broadcasts for your own program
· Substituting for another programmer
· Attending KYRS programmers meeting

Programmers Meetings: All programmers are required to attend the mandatory programmers meetings, held twice per year at the Community Building.
Annual evaluation: Meet with the Program Director to discuss your performance, areas for improvement, and any questions or concerns about your show.
Send Information to social media: Send any information about special shows, guests, or topics to the social media coordinator so they can post it on Facebook, Twitter or Instagram.
Update Webpage: Add or update any information about your show as needed.
Maintain pre-recorded shows & promos: Always have at least two evergreen pre-recorded shows available that have no mention of date, time of year, seasonal references or mentions anything that is time-sensitive. A pre-recorded show cannot be aired more than 3 times and never more than once in a 30-day period. Update promos every two years to keep them current.

