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Welcome to UCF’s Knightly News. You are part of what is becoming one of the fastest 
growing programs in the country. The success of this program is due in large part to the 
commitment to excellence of the students who come through it. It is your responsibility 
to maintain that commitment, even as you learn and grow as a journalist. 
 
The purpose of this booklet is to explain the policies and procedures for Knightly News 
and the rest of the electronic journalism program. It has been developed in part through 
personal experiences of your instructors and predecessors, as well as from professional 
news organizations that have granted us permission to pull valuable information from 
their policies. It is a work in progress, and it is our expectation that you will read and 
become familiar with the contents of this book. In the end, however, no manual can cover 
every situation. You must use common sense and whenever you have questions, consult 
your professors. 
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Who we are…. What we’re about 
 
Knightly News is a community news organization designed to provide news and 
information to the University community. Our mission statement –  
 
The mission of Knightly News is to provide news and information of interest 
to the university community, both present and future, and to uphold the 
highest standards of journalism excellence. 
 
- outlines our goals. But what are the definitions we are using for that statement? It’s 
worth it to dive into that mission further. 
 

1. Mission – this is our goal, our reason for being. We have a job to do, and make no 
mistake: it is a job. If you are an electronic journalism major, you have accepted a 
charge and a responsibility to inform the public. People depend on us to convey 
information to them, and to do it accurately, fairly, and without agenda. 

2. News and Information – what is news? That can sometimes be a hard question 
to answer. On one day, news of new golf carts for parking services might not be 
newsworthy, and yet on another day it might be the lead story. News is often facts 
about events that affect people’s lives. But it’s more than just facts. It’s also 
context and meaning. What does a new golf cart have to do with the budget? 
What will it mean for parking? What was given up to get a new golf cart?   

3. University community – who is the community? We have defined the University 
community as those people who attend, work at, and live around the University of 
Central Florida. Residents of Carrillon across the street from UCF will have a lot 
of interest in what happens on campus, as will new grad students, tenured 
professors and custodians. In addition, because UCF’s alumni tend to stay here in 
the Central Florida area, it is important to keep them in mind when covering 
stories. And because this is a growing University, we should keep in mind that 
new people move here every day/month/year, and that they want to be a part of 
what is happening at UCF. Therefore, keep in mind your present and future 
community members. 

4. Standards of journalism excellence – There are some who would say that is an 
oxymoron. But while we can take a joke, we take things seriously as well. Being a 
journalist is not just “being on TV.” People depend on us to get things right. They 
believe what we say, and they expect us to be careful. Think about what you 
expect from your professors; your mechanic; your dentist. You wouldn’t want 
someone to do slipshod work while filling your cavities; the viewers don’t want 
slipshod reporting. As an electronic journalism outlet, we adhere to the RTNDA 
Code of Ethics and Professional Conduct. We derive many of our own standards, 
which will be outlined in the pages that follow. 
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Ethics/Values 

Accuracy 
If Knightly News is going to be effective, we must be accurate. This is a fundamental 
precept of journalism. Great pictures and sound may make for spectacle, but erroneous 
information leads the viewer to question our credibility. And if that happens, we’re done. 
It is important that we can be sure that our information is correct and accurate. IF AT 
ANY TIME YOU ARE NOT SURE OF A STORY’S ACCURACY, RAISE THE 
QUESTION. It is better to ask the same question several times and be confident about the 
facts than to not ask any questions and be wrong. 
 
One of the best ways to make sure your story is accurate is to double check your facts and 
get second source confirmation. It seems like a tired adage, but it is true – “getting the 
second confirmation” usually means that you’re on to something. In addition, using 
reliable sources can greatly reduce your chance of putting erroneous information on the 
air. 

Correcting errors 
While we strive to be accurate all the time, regrettably mistakes happen, especially in a 
laboratory situation. We don’t like them, but they are a reality.  
 
If the errors are substantial, we will broadcast corrections in the appropriate newscast, 
usually within the same newscast if possible. Corrections must clearly indicate we are 
clarifying previous information; but be careful not to repeat the misinformation. We 
should use terms such as “correction,” “explanation,” or “clarification.” We will NOT 
use the term “retraction” unless approved by the News/Production Director.  
 
After the clarification has been made, we always include “Knightly News apologizes for 
the error.” 

Staging 
Staging a story is quite simply telling someone to do something just for the story. It 
erodes credibility and it is not acceptable in this news operation nor in the industry. NBC 
news has a very clear policy –  

“If it isn’t happening, you cannot make it happen. Make no effort to change 
or dramatize what is happening. Make no effort to influence participants or 
observers to do, or refrain from doing, anything. Do not ask anyone to do 
anything again.” 

Viewers have become accustomed, however, to certain things. They accept a shot of a 
reporter and an interviewee walking and talking. They accept that a person who is being 
interviewed might also have work to do, and that we might show that. They accept that a 
reporter might be shown asking a question during an interview (reversal questions). 
While these are sometimes acceptable, they are not encouraged. It is best to talk through 
video choices with your News/Production Director so that you’re clear on what “gray 
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areas” are acceptable. Indeed, it is your responsibility as a journalist to ask these 
questions when you are unsure of the answer. 
 
However, we must NEVER lose sight of the guiding principle of broadcast news: never 
knowingly lie to, or mislead, the viewer. 
 

Doing Ethics 
The Poynter Institute for Media Studies (www.poynter.org) is an excellent resource for 
journalists who are looking for help in their continued growth and development. Bob 
Steele, considered by many to be the foremost ethicist for working journalists, has come 
up with several questions to ask yourself if you are concerned about how to handle 
certain stories. Those questions are listed below. 
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Basic Practices 

Graphic footage/pictures 
In short, we do not air footage or publish pictures that contain blood, dismembered 
bodies, depictions of death, or actual deaths on camera. Here the old rule of thumb 
generally applies: “When in doubt, leave it out.” However, there are exceptions. In those 
rare cases where the news value of an event warrants using graphic footage or images, 
vigorous discussion should determine the course of action. The key here is to maintain 
credibility and expectations, provide news and information, and not shock our viewers. 
 

Identification 

Suspects 
We only identify persons thought to be involved in a criminal activity when those 
identifications have been released by law enforcement. Often that is after they have been 
charged or while police are actively searching for them. Be careful that people aren’t 
inadvertently identified through secondary identification, such as showing their house, 
car, or relatives. Also, make sure not to convict anyone of a crime they’re only 
ACCUSED of committing. If someone has been charged or accused of something, there 
must be an accuser. Let’s make sure we NAME THAT ACCUSER (i.e, “Orlando Police 
have charged three men with robbing…” “ Seminole County Deputies say George Wilson 
shot and killed his ex-wife when…”) Just because someone is accused of doing 
something doesn’t mean they’ve actually done it – make sure we maintain the 
presumption of innocence until proved guilty. 

Minors 
While there are no state or federal laws that prohibit any news organization from 
identifying children named on a public police or criminal report, Knightly News has a 
policy that children involved in any type of criminal activity typically should not be 
identified. There are cases, however, when the identity of the minor involved in the crime 
is significant enough to the story that leaving it out would be shortchanging our viewers. 
Identification of minors involved in crimes should take place only after vigorous 
discussion with news management.  

Crime Victims 
Names make news, and generally they should be used. Most victims and accusers should 
be identified. The exceptions are of minors and victims of sexual crimes. Any deviation 
from this policy must be approved by news management. 

Race 
Race can be a hot button topic in newsrooms. Historically, the news media have unfairly 
singled out minorities, especially in crime stories. For Knightly News, whether the person 
who robbed the convenience store, or who was robbed, is black, white, polka-dotted or 
Martian is not relevant. However, there are exceptions: 
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1) If a description is so detailed that a reasonable viewer would recognize the person 
on the street – traits such as a scar or elaborate, visible tattoo can be added to race 
to create a clearer, specific picture of an individual. 

2) When race is central to the story, as in a gang of whites claiming to be Klan 
members beats up a black teenager. 

Suicide 
We do not report suicides, unless the person involved is very well known or the 
circumstances are particularly unusual. 

Missing persons 
We generally do not report missing persons unless a member of law enforcement asks for 
our help in finding that person. Relatives who ask us to air missing person reports should 
be directed to their local law enforcement agency, as well as be told of our policy. 
 

Anonymous Sources 
Sometimes it’s necessary to use anonymous sources. This requires the permission of 
news management. If the identity of the source cannot be divulged to the news director, 
any information derived from that source cannot be used on the air. 
 

Names 
We do not release the names of accident victims before next of kin are notified by the 
appropriate authorities. 
 

Other practices 

Access to tapes 
Sometimes people who have been on the news want copies of the stories that have aired. 
Normally, a television station would contract with an outside agency that would allow the 
public to purchase copies of the airchecks in which their story ran (Remember, we 
already give away a “free” copy when it actually airs or hits the web). However, that isn’t 
an option for us here at Knightly News. As a result, we can make dubs of the airchecks if 
a person requests it. However, there are some things they need to provide: 

1) A VHS tape or DVD on which to copy the story or thumbdrive 
2) The date and time that the story ran 
3) A signed letter stating that they intend to use this tape only in their own personal 

library, and not for promotional, commercial or legal purposes. 
 
Sometimes people may look at what we do and assume that they can get whatever we 
shoot, not just the final product. It must be understood that we are not a production 
service for people who want publicity – we are a news organization. We do NOT give out 
reporter’s notes or field tapes to people who ask without prior approval of the News 
Director. 
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Police Scenes 
We make every effort to cooperate with law enforcement. When directed to move, obey 
the order, even if it seems unfair and unnecessary. Continue to cover the story as best you 
can. News Management will follow up with the appropriate superiors. 

Interviewing at Schools 
While public schools are by definition "public" and accessible to anyone, they are under 
the control of administrators who make decisions based upon the welfare of the schools 
and their students. There are times when principals may decide that having the media on 
campus is a good thing for the school and the students; there are times when principals 
may decide the opposite, and keep the media away from the school.  
 
It is always good practice (and an expectation for Knightly News) to request and receive 
permission from school officials before interviewing anyone on school grounds. If the 
principal says "no," you can always step OFF school grounds onto a public street and talk 
to people before they enter and after they leave. This also applies to school buses, where 
the bus driver has the final authority as to who gets on and who doesn't. 

Interviewing Children 
Getting soundbites from children can be tricky sometimes, even in the best of 
circumstances. Generally, the rules stated above in regard to juvenile crime suspects also 
apply here: get parental permission.  
 
Sometimes that parental permission can be replaced by permission from a principal, 
guardian, care giver, teacher, etc. It’s always best to ask someone in charge; if there’s a 
doubt, contact your news director. 

Conflict of Interest 
As a student, you no doubt help your friends as they complete their school work (act in a 
play, be a grip for a production shoot, provide testimonials for speeches, be a research 
assistant, etc.). Conversely, you want your friends to help you on your assignments. 
However, that presents problems when you are a journalist. Sometimes your friends, in 
an effort to help you, may say things in a way that leads your news director (instructor) to 
believe that the soundbite or video is staged. In addition, while your friends may not 
realize that they are doing something wrong, they may embellish their stories/facts to the 
point that the information they provide is made up. 
 
As a rule, you should not interview your friends for stories. Aside from the above 
mentioned reasons, interviewing friends constitutes a conflict of interest for you, as you 
might not ask questions of your friends that you normally would ask of someone you 
don’t know. There’s nothing wrong with asking your friends for help in finding people to 
interview, but steer clear of putting your own friends on tape.  
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Something else to consider related to friends are your Facebook friends. Know how you 
can appropriately take advantage of social media as a journalist. Make sure you 
understand the importance of creating a professional page. It’s called a “fan page.” You 
may use this fan page to promote stories as well as to find story leads. This will not be 
considered conflict of interest because your contacts should be viewers or professional 
contacts. 
 
Another example is what you receive in return for covering events. At its core, journalism 
is an objective profession, and any appearance that your coverage and reporting has been 
“bought” or “tainted” can ruin your credibility and reputation. You should not receive 
any compensation for your reporting, such as dinner, apparel (shirts, jackets), or 
jobs/internships. Believe it or not, this happens more than you might think. And the line 
continues to get fuzzy, especially when you cover sporting events where the host team 
provides food in the media center. When in doubt, ask for guidance. 
 
This also extends to your involvement in on-campus and off-campus organizations. If 
you are a member of a fraternity, you will want to steer clear of stories involving issues 
related to Greek involvement on campus. If you are a member of FCA, you will want to 
avoid stories that focus on the rights of religious organizations on campus. Sometimes 
these conflicts can be handled by a disclaimer at the top of the story (“In the interest of 
full disclosure, we should point out that the reporter for this story is a member of….”), 
but those cases are rare. When in doubt, bring up any potential conflict with your news 
director. 
 
While this should go without saying, we’ll say it anyway: While you are in Knightly 
News, you cannot work for any other news organization that is considered a direct 
competitor with Knightly News. Internships with local affiliates and stations can be 
exceptions, but you should check with news management. 

Copyright and Facebook/Twitter, etc. 
The Internet is a wonderful communication tool and one that should be embraced by 
news organizations for many reasons, including information gathering, and the 
production and the dissemination of news. Companies spend millions of dollars 
researching, building, and hosting websites for their news product. 
 
No doubt you have accounts on at least one (if not several) social media outlet(s). There 
are two main issues that come into play here: copyright and your reputation. 
 
Your reputation: Posting pictures of your most recent weekend party or your new two 
piece bathing suit may seem like fun for you and friends, but it can send a negative image 
of who you to people who think you’re credible. Increasingly, journalists are using 
Facebook and other social networking sites to connect with news viewers/consumers. 
Employers are also using social networking to find out more about prospective 
employees. Your reputation is your career: the minute people don’t believe you, you are 
useless as a reporter.  
 



 12 

With that in mind, it’s a good idea to keep your social networking sites as “vanilla” as 
possible. Remove pictures that are, shall we say, unflattering. Remove tags of yourself in 
pictures that you think are not appropriate for your parents to see (a good rule of thumb). 
Tone down your posts and status updates. You may even want to consider a second 
profile, one that is more professional in nature and becomes your identity to the “social 
networking” world. 
 
Copyright: Posting your stories to your social media pages may be a violation of 
copyright. While you may have done the leg work for the story that bears your name and 
voice, that story was completed using equipment from the Nicholson School of 
Communication and aired on the channel that the Nicholson School programs. As such, 
the Nicholson School owns the copyright to that story; not you. While it may not seem 
like a big deal to post a news story, it can have serious copyright and other legal 
ramifications, as interview subjects may not realize that their words and pictures may 
appear on the Internet (of course, you will have informed them of that when you 
interview them). In addition, you don’t want to be the next “buzz on the ‘Net” because 
someone downloaded your story, changed it, and reposted it in an unflattering light with 
your name on it.  
 
Bottom line: if you are going to link your personal pages to your stories or post your 
stories to personal spaces (Facebook, blogs, Twitter feeds), get permission from your 
news director. 
 
The Radio-Television-Digital News Association has some worthwhile guidelines to 
consider. You can find those in the appendix.
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Newsroom organization 

Knightly News 
 
Knightly News is set up to run as an actual newsroom because, of course, we ARE an 
actual newsroom. Our work airs live on Campus Cable, then during the following week 
on the UCF Channel and Brighthouse Cable. Therefore we have a hierarchy in place to 
help you succeed in this major and in this profession. 
 
News Director: Your news director is your instructor of record. Most of the time, you 
will have two people overseeing the newscasts, both of whom should be considered your 
news directors. One will typically focus on content and editorial decisions, the other will 
work on visual storytelling and production techniques. Your News Director is the one 
who not only helps you get your story on the air; s/he also helps you understand what is 
needed to make the story work.  
 
Production Director: The production director is in charge of the technical crew that helps 
us get our program on the air. S/he is also often in charge of the visual story telling 
component of the program. When you are working with your production director on 
videography, editing, or production graphics, you should take those suggestions as 
seriously as you would any content suggestions. The Production Director’s decisions are 
as final as the News Director’s. 
 
Producer: The producer is in charge of the newscast and the order in which the stories 
flow. S/he also makes sure that reporters and photographers have what they need in order 
to complete their work. In our news operation, the producer is often also the assignment 
editor/manager, which means that s/he helps assign stories to reporters and is kept up to 
date with the status of the stories. BE SURE TO KEEP IN CONTACT WITH YOUR 
PRODUCER. If you have any update on your story (change in direction, interview fallen 
through, completion of story), make sure you communicate that to your producer as 
quickly as possible. 
 
Assistant Producer: This person is generally responsible for the odds and ends that get 
by the producer. The AP also makes sure that any graphics that are needed for stories are 
sent to the graphics editor/creator. S/he is also responsible for double checking the 
spelling of supers and full screen graphics. Basically, another set of eyes to help out. 
 
Photographer: Chances are your first job will be what we call a “one man band,” and 
what others are starting to call “backpack journalists”- that means you will do everything 
(shoot, write, voice, edit, front for live shot). However, we also want you to gain 
experience working with a partner, which is why we encourage you to have someone 
shoot your story with you. The photographer’s job is perhaps the most important. 
Without someone to shoot compelling, relevant video and capture telling natural sound 
and interviews, we might as well be doing charades on camera. A good 
photographer/reporter team can take a seemingly nothing story and turn it into an award 
winner. In this setting, you will probably do both: one man band, and serve as a 
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photographer. The photographer’s voice is as important as the reporter’s, because the 
story is a team effort. When you are serving as a photographer, please make sure you 
MAKE the time to think about the story visually; what shots convey to the story the best? 
What pictures are going to make the viewer pay attention to this story? If I had to tell this 
story without words, how would I?  
 
Reporter: The reporter’s job is self-explanatory: to report. Not editorialize, not 
sensationalize, not criticize, but to report. Period. Like all the people in our newsroom, 
the reporter is up to date on what is happening in the community and knows what events 
are coming up. If you are assigned a beat, you should be checking in with that beat a 
couple of times a day and be ready with at least two viable story ideas. If you are a 
general assignment reporter, you should be looking for ways to tell stories that nobody 
else is. Make your name by finding the story that people say, “Wow,” when they finish 
watching. But remember, you are a reporter. You will want to have your news/production 
director approve your script/videography BEFORE you start editing your story. Let’s 
repeat that: You will want to have your news/production director approve your 
script/videography BEFORE you start editing your story. Any reporter who puts a story 
on the air without getting management approval is subject to disciplinary action (i.e., 
failing the course). 
 
Anchor: This is perhaps the position that people want the most but understand the least. 
An anchor’s job is not to read the news. An anchor’s job is to deliver the news. Anchors 
must be able to connect with viewers, be able to understand the stories they’re delivering, 
and be able to convey information in a manner that is easy to comprehend and 
understand. But anchors must also be able to make editorial decisions, to understand why 
a story might not be as important as it seems, and to understand why another story is 
more important than it might seem. Anchors need to be calm, composed, and correct. 
They need to have a lot of game upstairs. They also often are expected to report during a 
newscast in which they anchor. Make no mistake: anchoring a fun job that can take you a 
lot of places, but you have to earn that job. You do that by working your way through the 
ranks. You must keep and maintain your credibility, because it is the viewers who grant 
you that credibility. 
 
Web Producer/Multimedia Producer: This person generally writes or edits or reporter’s 
stories and posts them online. This person should be able to multi-task and make changes 
on the fly. If a story changes, he/she should be the first one to know what’s happening 
and quickly verify and make those changes on the web. It is the web producer’s job to 
gather the news, whether it’s by communicating with the reporter who is covering the 
story or by making in-house phone calls and conducting his/her own interviews. In 
addition, he/she may need to produce and post video online to enhance the story.  

EJ2 
 
Chances are you will have people in the same jobs as the ones listed above, with the 
exception of the Production Director (because you’re not doing a weekly newscast). 
However, you should expect to pay attention to the same rules that those in Knightly 



 15 

News adhere to. Make sure you get someone, preferably your News Director, to look 
over your story. 
 
Your weekly news meetings might be different than those in Knightly News, but feel free 
to join in the meetings for the newscast. 
 

EJ1 
 
You are in the same situation as EJ2, with the additional understanding that you will not 
normally have photographers, and will not usually be doing newscasts. However, you are 
always welcome to come in, learn, and provide input into the Knightly News product. 
 

Weekly Routine 
Knightly News operates on a weekly basis, but work is being done every day of the week, 
and even on the weekends, to make sure the shows get on the air. Reporters, producers, 
and photographers in Knightly News regularly put in 20-30 hours a week into making 
sure their stories get on the air. 
 
 

 

Weekly story meeting 
The weekly story meeting is where the news operation convenes to talk about the 
newscast for that Friday. It is important for all journalists in the newsroom (meaning, 
everyone) to come in with viable story ideas that are already in development. It is not a 
good idea to come in and say, “I haven’t made any calls yet.” Make sure you have an 
initial idea about what stories you’d like to cover and why they are important to our 
community. Stories that don’t impact the University community belong somewhere else. 
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If you can’t explain why the story is important to us, then it’s time to either find out more 
or move on to another story. 
 
In this meeting the producer(s) will put story ideas up on the board, followed by an 
explanation from the reporter/photographer as to why the story is important. The 
producer(s) will typically start outlining the show for that week, but that is by no means a 
final rundown. Just because your story is listed as a VO, go into it prepared for a PKG. 
You never know when that can happen. Likewise, be prepared for a Monday PKG to turn 
into a Friday VO/SOT, or a simple Live shot. The key is to be flexible. 
 

During the week 
 
After the meeting (often in the MINUTES following the meeting), you are expected to 
continue to work on your story. Notice that we said continue: if you are waiting until 
Monday to start work (except in the case of breaking news), you are behind. During the 
T-W-Th stretch, you’ll be finalizing video, double checking spelling, working on your 
script. 
 

Tuesday 
Don’t worry if you don’t have all your video yet, but you should have most of it. Because 
we operate on a weekly basis, it is not uncommon for people to shoot their stories over a 
couple of days. By this point you should have a decent idea of your story’s direction and 
a rough draft of a script. Work with your producers and your photographers to get some 
idea of what you lack and what you have plenty of. Conversations with your 
news/production directors are a good idea. If you’ve REALLY gotten a head start, you 
can submit your script for final approval and get done early. 

Wednesday 
You should have shot all your video and have a close to final draft of a script. You should 
be able to tell how much time your story will take and how it fits into the newscast. Try 
to transition between your story and the one before it so the newscast flows. Be open to 
suggestions about what is needed. Also, you should have your supervisor ready to look 
over the final script. Producers should have an idea of what stories are working and what 
aren’t, as well as what their backup plans are. You should have met with your director by 
now so that s/he can have an idea of what is to come. AP’s should have finished whatever 
stories they’re working on for the week and start to jump in with the producers to help. 

Thursday 
By 4pm, your story should be approved for air. If it’s not, it won’t go on. You will want 
to make sure that the producer knows the status of your story and how long it is. If the 
producer says it’s too long/too short, then it’s too long/too short, and you’ll need to 
change it. Producers, you should have your shows finished by now and should be 
finalizing teases and transitions, as well as meeting with your directors. AP’s should be 
checking spelling and working with directors to print up a final CG list by 5pm. 
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Friday-show day 
9AM – Everyone should be in the newsroom. You’ll want that extra time to make sure 
that everything is ready to go. Reporters and photographers should be double-checking 
with their beats/sources to make sure nothing has changed since the stories were shot (a 
lot can happen in two or three days). Beat calls should be made so that we have the most 
important information available. Tease tapes should be to the editors 
 
10AM – Make your calls to your live guests to make sure that they actually are coming. 
The weathercaster should be getting the temperatures and the forecast maps ready. 
Reporters and editors should have finished package edits and their final tape times. Tapes 
should be made available to the production crew so that they can do a quick run-through 
and find out any problem areas. The producer and the director should meet to go over 
camera blocking and any changes that took place from earlier in the week. 
 
10:30AM – Scripts for the director should have been printed by now and should be 
delivered to the director. Rundowns should be with the production crew. Anchors should 
be reading over scripts to double check them. 
 
Noon – Radio (when we have it) goes on the air. You should be available to help if and 
when you are called upon. Otherwise, if you can get lunch, do it. Make sure you’re 
bringing it back to the building so you’re close by in case anyone needs you. Also – be 
sure to let your producer know where you’re going so no one is surprised when they can’t 
find you. 
 
12:30pm - rehearsal – you should be working your way into the newsroom to sit on the 
set, go over scripts and blocking. Tape editors should help out with order and be at the 
beck and call of the producers, directors, etc. 
 
1:30pm – Showtime! 
 
2:00PM – We should help the production crew strike the set if possible – often that 
means getting out the way. After the set is struck, we should plan on staying in the studio 
for a joint post mortem about the show. The idea is not to blame anyone for something 
going wrong, but to make sure that whatever happened during the show is addressed. 
 
3PM – News students head back to the newsroom to make sure that we have an idea of 
what’s going on next week. 
 

Operational Practices/Procedures 

Field and Library tapes/files 
We have a library system for all original video that we shoot. Reporters are expected to 
either edit their stories onto a library tape/file or to dub it from the computer to a library 
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tape/file. Please provide the appropriate slug for the story on the spine of the tape or the 
name of the file. 
 
There may come a time when you need to find video from previous shows or semesters. 
Please do not leave those tapes lying around or outside of their cases. We need to keep 
these in order so that we keep our library system usable.  
 
It is the producer’s responsibility to update the tape library in each show. Make sure that 
you put the library tape number in the TAPE ID column in the rundown before you 
archive them. 

Length of Stories 

Vo 
A standard VO is rarely longer than 25-30 seconds, and we should keep it as such. 
Typically you have five to ten seconds of on camera introduction of the story, then video 
and copy for about 15-20 seconds. If you think the story needs to be longer, ask for help. 
It might be better as a live shot or a tracked vo (essentially a pkg without soundbites). 
Script length: 25-30 seconds 
Video length: 50 seconds 
 

VOSOT 
Vosots generally last only about 40-45 seconds. The same format as the vo is followed: 
5-10 seconds on camera, then about 10-12 seconds of copy and video. ON A SEPARATE 
TAPE AND SCRIPT comes the sot (about 10-15 seconds), then the five to ten second vo 
tag to the story – YOU WILL ALWAYS HAVE VO TAG, as opposed to coming back 
on camera. Again, don’t make it longer. If it has to be that long, it might as well be a pkg.  
Script: 40-45 seconds 
Video before the bite: 50 seconds 
Video after the bite: 30 seconds 
Bite length: 10-15 seconds 

PKG 
Packages are usually 1:30 tape time, with a 10-15 second lead in and a 5-10 second tag. 
Live intros and tag for packages add time to the total product, and should be scripted so 
that they make sense. In other words, give the anchors something to say, and let the 
reporter introduce the story.  
 
There are three elements of the package script: the Intro (I-Mills construction), the 
Package itself (P-Mills construction) and the anchor tag (T-Mills construction). We also 
close out our packages (and live shots for that matter) with “in (Orange County), Tim 
Brown, U-C-F Knightly News.” 
 
Script: 10-15 second lead in 
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Pkg: 1:30 MAX on tape with one second of preroll before opening nats/bite (with the 
voice track starting a second later) and plenty of pad afterward. This means that you 
want a second of natural sound to draw the viewer into the story, then start your voice 
track.  
Anchor Tag: 5-10 seconds 
 
NOTE WELL: As you can see up above, we ALWAYS put video pad on our tapes. 
Make sure that you have AT LEAST fifteen (15) seconds of pad after the last shot of 
usable video. The pad should start as an extension of the last shot (so there is no edit), 
and after the first five seconds of pad you can edit other USABLE shots to extend your 
pad for the fifteen (15) seconds. 
 
Look to Appendices for script examples. 

Supers 

Super Times 
Super times should be on the intro page of the script, not in the package. They should be 
in the final printing of the scripts so that the director does not have to wonder where the 
come in. Times start at :00 from the first video (not time code on the tape).  
 

Length 
Supers should be up for at least five seconds. If your soundbite is shorter than that, you 
will need to find a way to identify your interview subject before the soundbite. Word to 
the wise: if it’s shorter than 5 seconds, it had better be the best soundbite in the world. 
 

Format 
All supers will be typed in upper and lower case. You must have supers in the script for a 
script to be approved. And yes – spelling counts. 
 
Locator supers tell the viewer the basics of the story (slug line/headline) and where the 
video was shot. This super is used on every piece of video we put on the air. A locator 
should be a two line super (2ln button on EZNews) under the where/when format, the 
description is on the top line, the location on the bottom line i.e.:  
 
Obama Announces Economic Recovery Plan 
Washington. D.C. 
 
Just to repeat, locator supers appear on every piece of video we air. It will be the FIRST 
super and should come off the very top of the story. The only exception is if we have a 
pre-produced piece image (mugshot, map, etc.) as the first video in a story (which would 
be rare). 
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Name supers tell the viewer the name of the person on the screen at the time. Most of the 
time it includes a second line with that person’s title in the context of the story.  
Examples: 
 
John Wilson  Amy Sedaris  Sgt. Derrick Jones  Gov. Jeb Bush 
UCF Spokesman Comedienne  Orlando Police Dept.  (no 2nd line) 
 
Note that we do NOT super the President of the United States. 
Also note that you should avoid commas (“Pet Store Owner”, instead of “Owner, Pet 
Store”). Keep in mind that you may run out of room on the second line – try to keep it 
short. If “spokesman” won’t fit (see Derrick Jones), then give the organization. Also, the 
second line can be a descriptor and not necessarily a formal title (i.e., “witnessed 
accident” or 20 year veteran”). 
 
Reporter/talent supers (TAL button on EZNews) tell us the name of the reporter and 
where s/he is during the story/standup. If the location of the place isn’t known (i.e., you 
get a feed pkg), then “reporting” will suffice: 
 
Tim Brown   Stephen Colbert  Garrick Francis 
Orlando   UCF Campus   Reporting 
 
When the reporter is doing a live shot, simply put their name on the top line and 
“Knightly News” on the bottom line. Make sure to include the “live” bug in your script 
formatting.  
 
Anchor supers are simple, one line supers with the anchor’s (or anchors’) name(s).  They 
should appear EVERY TIME WE SEE THE ANCHOR FOR THE FIRST TIME IN A 
BLOCK. That means that when we come back from commercial break, we should see the 
anchor cg’s when we see the anchors. When you put them into EZNews, make sure you 
put them in order: i.e. if Tim Brown is on the left (Anchor 1) and Wendy Allen is on the 
right (Anchor 2), your CG will read Tim Brown/Wendy Allen. 
 
Courtesy supers give credit for another source of video and take two lines (2ln button). 
Note that we do NOT super CBS Newspath, as we are a registered affiliate for that 
newsource. What we would do is super one line for Newspath video. 
  
Augusta, GA    New York City 

Courtesy: ESPN 
 
However, we may get video from other places, such as movie studios that want to 
promote their films: 
 
“A History of Violence” 
New Line Cinema 
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Scripting instructions 
All voice-overs will include locator supers right off the top. VOSOTs will include a 
locator super off the top and a name super during the actual soundbite. PKG supers will 
include a locator, a reporter’s name, and as many name supers as are needed, complete 
with their hit times (starting at :00 from first video). If a person appears more than once 
in a pkg, they only need one super for their first appearance. 
 
Things you should know: 

1. Length – the maximum length for a super is 20 characters on the first line and 30 
characters on the second line. Don’t feel you have to use all of them. Keep it 
simple. 

2. Political titles: Follow these guidelines 
a. Florida Governor   Gov. Jeb Bush 
 
b. Out of state governor   Gov. Mark Sanford 

(R) South Carolina 
       c. State Lawmakers     
       State Rep. Bob Allen 
       (R) Orange County 
  
       State Rep. Bruce Antone 
       (D) Orange County 
 d. U.S. Congress 
       Rep. Jefferson Miller 
       (R) Florida 
       Rep. Corrine Brown 
       (D) Florida 
 
 e. U.S. Senate     Sen. Bill Nelson 
       (D) Florida 
 

3. File Video -  The word “file video” does not take the place of the locator super. 
Because we’ve had to look up the video to use, we should always know where 
and when this video was shot, and should super it as such. The only exception is 
when we’re using generic video (tourists on the beach, at Disney World), in 
which case we would not use a date (1ln super button). 

 
 

Teases/Headlines 
 
Teases are designed to let our viewers know what story is coming up later in our 
broadcast. They can be among the most difficult parts of the show to write. One rule of 
thumb is to think of two sentences: the first tells us what the story is; the second tells us 
what we’ll find out when we see it.  
Example: 
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 (Anchor 1) – Still ahead on Knightly News: A bear walked across U-C-F’s 
campus today. We’ll tell you why university officials say it won’t be the last time. 
 (Anchor 2) – The Knights football team is looking for its second win in a row 
against the Florida Gators. George Bagley has a look at sports when we come back. 
 
Notice that we didn’t have the “and” between the anchor reads. We want to avoid having 
the teases become one long drawn out sentence with a lot of “ands” or “alsos” or “in 
additions.” Keep it straightforward and simple.  
 
Make sure that you give each anchor enough to read; that holds true for ANY two shot. 
 

Live Shots 
Live shots add a different dimension to a newscast and can be used for many different 
reasons. You might want to change the pace of the newscast by adding a live reporter. 
You might want a reporter to give late breaking information on a story s/he is following. 
You might want to let the reporter talk a little bit more than just what they can show in 
video. Regardless, live shots should not be abused: too many live shots can actually slow 
down a newscast, and reduce the effectiveness of the anchors. 
 
When scripting a live shot, make sure you are giving each anchor (if you start on a two 
shot) enough to read. Don’t split a sentence in half and have each anchor read part of it. 
Give the anchor enough to read to set up the live reporter (and thereby give the crew 
enough time to set up the next shot). You’ll typically go from a tight shot of an anchor to 
a double box set up that includes the anchor (on the left side) and the reporter (on the 
right). Sometimes you may go from a two shot (if it’s the lead story, or you’re 
transitioning from one segment to the next) to a double box. IT IS IMPERATIVE that 
you work with your director to make sure that the camera blocking can accomplish what 
you’re envisioning. 
 

General Video/PKG practices 

Use of commercials 
Commercials may not be used on our newscasts unless you get permission from the 
News/Production director. You may want to use a commercial if you’re talking about a 
specific political candidate, a well-known individual, or a local business under 
investigation. But advertisers pay for these commercials to be made, and it is not 
appropriate for us to use them without proper permission. Basically, the rule is that you 
should find another piece of video unless the commercial is essential to the story; in that 
case, you ask your supervisors. 
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Use of Music 
All use of music must have management approval. In short, we don’t own much music 
for ourselves, so we have to pay if we run music that belongs to someone else. In this age 
of digital file sharing and downloads, it may seem easy to grab a track from a CD and put 
it in your story. Editorially, there are issues with using music (we rarely do it); legally, 
we can get into trouble if we don’t document these things. Make sure you check with 
your supervisor before using any music. 
 

Video/Audio Quality 
We are a newsroom laboratory, and as such we are constantly striving to improve our 
product. We must be continuously vigilant against poor video or audio quality (shaky 
video, video out of frame, low audio, discolored video, poor lighting, poor recording, 
etc). The reason is two-fold: 1) we want our viewers to see us as a credible news 
organization committed to quality, and 2) we want you to have the best tape possible 
when you leave here. 
 

Natural Sound 
It is important here to differentiate between general natural sound and natural sound used 
for effect in a story. ALL VIDEO ON OUR NEWSCASTS will have natural sound (also 
called “background sound” or “ambient sound”) at the appropriate level. Beyond that, 
you may find some pieces of natural sound that help move the story along or add to it, 
such as weights clanging in a gym, speedboats moving along on the lake, or the growl of 
a dog. You should take great care in the field to make sure that you adequately record 
natural sound for your stories. You should also take great care in listening to your tapes 
as you log them: you may find a piece of sound that helps the viewer EXPERIENCE the 
story more effectively. That said, you should also make sure that you’re not throwing in 
natural sound just for the sake of it. If it doesn’t move the story along, don’t use it. 
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Appendix A: EZNews TV Script Samples 
 
The commands we use in EZNews are designed to help us not only learn proper scripting 
format, but also make sure that our scripts are uniform for both news and production. It 
seems corny to say so, but in broadcast news EVERYONE has to be on the SAME 
PAGE, literally. If we have inconsistent formatting for our scripts, that leads to 
uncertainty in the control room. Uncertainty leads to problems in the control room. 
Problems lead to tension. Tension leads to bad shows. 
 
Below are several different types of scripts, along with highlighted notes that tell you 
where you can find the commands and how you can improve your scripting. Much of 
what you will see here is pretty basic. It just takes a little bit of time to get into the habit. 
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Basics 
There are two types of print views in EZNews: The “standard” and the “editor” view. The 
“editor” view is basically what you see on the screen. Here is an example of a VO script 
in the “editor” view. Note how it looks just like you would see it on the screen. Beside it 
is the “standard” version, which is how the script will print out. 

 
 
Below you’ll see versions and notes of how to write scripts in EZNews. Unless otherwise 
noted, the versions here are printed in “standard” format; that is, the view that you would 
have if you were to print it up and present to the production crew.  
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VO Script Example  

 

 

This is the “Anchor” command, the 
“Anc” button on EZNews 

Note that we indent, hitting 
“tab” twice to create a visual 
cue that there is a new line 

This is the “VO” 
button 

This is the CG button.. lower third 2-line. Notice 
that the time is for the RUNNING time of the 
script, not the timecode. 
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VOSOT Script Example  
 

 

Note how we use a “Director Note,” or “D” button to 
tell the director to take the next tape. 

Here we use the “A” button to tell the anchor on the 
prompter to stop talking for the soundbite. 
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The SOT goes on a separate script and separate tape/file. To point out the SOT 
command, we use the SOT button. We also make sure that we put the CG’s 
underneath the SOT command, IN ORDER that they run, with times. 

Here you’ll want to use the “Bdy” button, as it allows you to 
put your transcription in without adding time It also means 
that the soundbite won’t appear in the prompter. 

Notice how we leave the “SHOT” portion of the 
anchor commands blank when continuing VO. 
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PKG Script Example  

 
  

This is an example of a two shot lead. Notice 
the shot command first, then the anchor read. 
Notice also that both anchors have something 
substantive to say. 

Pay attention to this. We put the “Director 
Note” or “D” command here for the 
director. When we put the type of shot in 
the Anchor command (“Anc” button), the 
turn to tight will appear on the 
teleprompter. You can also put “TURN” 
using the “A” button, if you wish. 

Notice how the pkg (“PKG”) command and the cg’s are on 
the same page. Notice also that the CG times are based on 
the running time of the PKG, not the time code on the tape. 
Make sure your time is accurate. “STD outcue” refers to “In 
Orange County, George Bagley, UCF Knightly News.” If 
the outcue is different, note that. 
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Notice how we make sure to include all of our 
CG’s here, even when they go to another page. 
PAY CLOSE ATTENTION to the 
Talent/Reporter CG, which is the “T” button. 
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A lot of things to notice here. First, the blue area is a shot command, 
using the “Shot” button. You have a place to put both the description of 
the shot and the time code (for tapes) or label (for FCP). That tells you, 
your editor, and your copy editor what video you’re going to use for each 
voice track. It must be in each pkg script. 

Notice also that we’re putting the reporter track in a 
command. That’s the “Bdy” button on EZNews, 
which means the body of the package. You’ll see a 
drop down box that lets you choose which format you 
expect it to be, such as Reporter Track….. 

….or soundbite, as the case may be. You have a place 
to put the time code or tape label in each place. 

Note here that you are using the 
“Bdy” button here as well - you 
have a choice in the drop down 
box for the standup.  
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The times here are the time codes of 
where these shots and soundbites are on 
your tape. If you’re using FCP, and 
you’ve labeled each shot, then you can 
simply put in the label… 
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Notice that we use a separate 
page for the tag, and that we 
come back to the anchor who 
introduced the story. Keep the 
tag short. 
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Live PKG Script Example  
 

 

Basically here we’re splitting up the basic 
intro so that both the anchor and the 
reporter can own a part of it. The idea is 
not to make it TOO much longer, but we 
do want both people to have something 
relevant to say.  
 

We’ll have two parts… the I part, which is 
standard, and the L part, which is new (and 
means Live). 
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Notice here how we have the reporter in the 
newsroom talking during a double box. This is 
something you and the director should work on. 
Sometimes we need more conversation in the double 
box, sometimes we don’t. The key is to make sure 
that you and the director are on the same page. 

Notice how we’ve put in a 
“director note” (D), but also 
made sure that the command 
goes in the anchor read when it 
changes. 

Notice how all the CG’s are 
on the same page as the 
“intro” of the package. THE 
PKG SCRIPT remains the 
same as the above example. 

This is how you get into the LIVE portions. You should use this as a 
starting point for how you live VO’s, VOSOTS, etc. 
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Here we have the tag for the live shot. 
Notice how we come back to the reporter 
full in the newsroom, then we go to the 
double box. In essence, we’re getting out 
of the story in the reverse order from 
which we got into it. 

Notice how we also give the reporter something of 
substance to say in the double box. We keep the 
anchor’s comments short, because the story is 
basically over. 
 
Another option is to have the reporter simply tag 
out, without the double box. But you should check 
with your producer and news manager before doing 
that. 
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Headline Sample Script 
 

Notice that we give the anchors time to be 
recognized, and time to say something.  

Let’s have the anchor say enough in here 
so that the production crew has some time 
to set up the next shot. 

If we can end the headlines on a live person, either on set or in 
the newsroom, that helps our crew. With a live person, we don’t 
have to worry about audio AND video.. just the camera shot and 
the person talking. 
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Tease sample script  
 

Most of this should be self explanatory by 
now. Make sure each anchor has 
something substantive to read. You may 
want to shorten the copy as you get more 
adept.  
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Appendix B: EZNews Radio Script Samples 
Much of the content in radio is the same as TV, with the obvious exception of not having 
video in radio. However, the look of the scripts is a little bit different. 
 
The writing continues to be for the ear. In other words, you want to make sure that you’re 
writing for what the person is going to HEAR, rather than what s/he is going to READ. 
Keep the sentences short and to the point. Also look for transitions between stories. 
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Radio RDR/SOT 

 

Notice how there is no two 
column format, because there 
really is no “production” work to 
be done. While we do have to 
worry about soundbites, those are 
separated by the regular 
commands. It pays to go ahead 
and put in an extra “return” before 
and after the soundbites. 
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Radio PKG Intro 

 

Notice here the same differences as in the earlier 
example. With no video to worry about, there is no 
second column. All of the information is in a full page 
format. We also don’t have to put the CG’s below the 
PKG command, because there are no CG’s to worry 
about (who would see them?). 
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Appendix C: EZNews Tip Sheet 
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Appendix D: EZNews Producer Checklist 
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Appendix E: RTDNA Code of Ethics: 
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Appendix F: RTDNA Social Media Guidelines 
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Appendix G – Inside the studio  
 

 This is a standard “two anchor” shot. As you can see, 
Erica (on the right) is finishing up her read in video 
(she’s talking, but not on camera) and Arthur (on the 
left) is looking at his camera, getting ready for his 
story. 
 
 
 

 
 
 
 
On the right is the view from the anchor 
desk, and you see the three cameras as 
you’re looking out from the set. We 
CROSS SHOOT our anchors, which 
means that if you are on the right side of 
the desk, the camera on the LEFT is your 
primary tight shot. The Camera in the 
middle is your two shot, and the camera to your right is the primary camera for your co-
anchor, who sits to your left. It’s important that you get a sense of where you are on the 
set as well as where you are in the studio so that you can feel the MOST comfortable. 
 
 

  
Here are Matt (left) and Nic (right) getting ready for a 
show.This may be the most important part of the entire 
newscast for an anchor – reading through your scripts before 
the show…. SEVERAL times before the show. The more you 
know about the newscast and how it flows, as well as where 
the stories are in the rundown and how you need to read 
through them. If you haven’t done this at least five times 
before the show begins, then you haven’t prepared enough. 
Remember: the teleprompter is a GUIDE to delivering your 

scripts. You should know your stories well enough that the prompter does just that – 
prompt. 
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Here Bryan (left), the producer, is talking with his anchor team 
before the show. He’s going over some last minute changes and 
making them aware of some potential issues that may come up. 
It’s extremely important that the producer communicate 
throughout the day and the newscast. Having a quick conversation 
just to answer questions can save you in the middle of a show. 
 
 

 This is the view from behind 
the producer station in the control room. As you can 
see, there are a lot of sources that the producer and 
the production crew have to pay attention to. That’s 
why we say “everyone has to be on the same page – 
literally.” You want your scripts to reflect what’s 
going to happen and when. 
 

 
 
 
If you look to the right, you’ll notice that we have a little bit tighter shot of what the 
inputs look like. On the right is the “program” monitor, which shows us what’s on the air 
NOW. On the left is “preview” which shows us 
what’s coming on the air NEXT. The director 
and technical director know this because of 
what’s laid out in the rundown. If the rundown 
says “weather” and the scripts say “sports is 
next,” clearly we have a problem. Producers and 
directors meet before every show to walk 
through the newscast and find any little problem 
that may come up.  
 
On the far right, you see the graphics that will 
come up later in the newscast, and on the very 
top you see the inputs from the three cameras. 
Notice the blank blue screen in the top middle – that’s what everyone in the studio sees. 
In the preview monitor is the “mix effect” of the camera, the blue wall and the “chroma 
key” graphic. Little tip – when doing weather, don’t wear blue. 
 
 


