


ABOUT THIS MANUAL
The Sentinel staff manual is a culmination of input from 
previous and current editors, advisors and the Student 
Media Board in an effort to consolidate rules and proce-
dures by which the organization operates. 
It is our goal that this manual establishes a foundation 
for The Sentinel and serve as a trouble shooters hand-
book in times of crisis, help future staff learn from past 
mistakes, and add continuity. Manuals can be primers, 
giving incoming staff a place to start, answering some 
questions and prompting others they may not have 
thought to ask. 
Keep in mind however, that manuals shouldn’t con-
tain everything, and the best manuals are not carved 
in stone. You are encouraged to ask questions about 
anything in this manual and expected to familiarize 
themselves with the contents as much as possible.

MISSION STATEMENT FOR KSUSM
KSU Student Media is dedicated to the support and 
encouragement of responsible, ethical media to connect, 
explore and enrich the lives of the university’s many 
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display type.



all advertising billing and proof of publication. Also 
responsible for publication archives. Student assistant 
hourly position; supervised by Marketing Manager and 
Associate Director.
Staff reporter 
Cover beats regularly, providing ongoing story ideas 
and stories on a regular basis by deadline. Shall be 
responsible for improving the quality and content of all 
stories, as directed by supervising editors. 
Cartoonists
Shall contribute both ideas and art for the publication. 
Cartoonists shall consult with the editorial board.
Staff photographers
Complete assignments as designated by the photo edi-
tor, Sentinel senior photographer or other Sentinel edi-
tor. Generate photo ideas, enterprise photos and cutlines 
as requested. Coordinates all assignments with photo 
editor. Process film and print photos as assigned by the 
photo editor and/or senior Sentinel photographer. Photo 
supplies provided for Sentinel assignments only. Use of 
personal camera and equipment required.
Advertising Representatives
Sell display advertising and properly service all adver-
tising accounts on a twice-weekSentinel



The Sentinel Staff Manual   11

WORKING FOR MORE THAN ONE MEDIA GROUP
While all student media groups are under the umbrella of the office of 
student media and the KSU Student Media Board (and therefor all part 
of the family), staffers may not hold officer or manager level positions 
in more than one student media organization without express permis-



grade-point average falls below this designated mini-
mum will have one semester in which to raise his/her 
cumulative grade-point average before being required to 
resign from the office/position being held and discon-
tinue receiving payment.  Failure by individuals or 
organizations to meet these regulations shall terminate 
the organization’s privileges to operate on the college 
campus, utilize campus facilities, or receive monies 
from student activity fees.

b. be enrolled for a minimum of five degree-credit 
semester hours while participating in the organization 
and/or holding office.

c. Not be on disciplinary probation.
d. These policies are minimum standards and any rec-

ognized student organization may set higher standards 
for participation and/or leadership.  They may define 
further their own level of involvement or participation 
but the standards they determine should be in effect as 
new officers are elected or appointed.

STUDENT PUBLICATIONS/MEDIA POLICY 
Student media and the student press are a valuable aid 
in establishing and maintaining an atmosphere of free 
and responsible discussion and of intellectual explora-
tion on the campus.  They are means of bringing student 
concerns to the attention of the faculty and the institu-
tional authorities and of formulating opinions on vari-
ous issues on the campus and in the world at large.

In response to the editorial responsibility of students, 
the college must provide sufficient editorial freedom 
and sufficient financial autonomy for the student publi-
cations to maintain their integrity of purpose as vehicles 
for free inquiry and free expression in an academic 
community.

Institutional authorities, in consultation with students 
and faculty, have a responsibility to provide written 
clarification of the role of student publications, the stan-
dards to be used in their evaluation, and the limitations 
on external control of their operation.  At the same time, 
the editorial freedom of student editors entail corollary 
responsibilities to be governed by the canons of respon-
sible journalism, such as the avoidance of libel, inde-
cency, undocumented allegations, attacks on personal 
integrity, and the techniques of harassment and innu-
endo.  As safeguards for the editorial freedom of student 
publications, the following provisions are necessary:

A.  The student press should be free of censorship and 
advance approval of copy (or prior review), and its edi-
tors and managers should be free to develop their own 
editorial policies and news coverage.

B.  Editors of student publications should be pro-
tected from arbitrary suspension and removal because 

EXPENDITURES
The following is intended to clarify expenditure pro-
cedures.  Understand that these are policies set by the 
Board of Regents and the institution, are not new, and 
must be followed by all student organizations.  These 
rules in no way violate, or are intended to violate, your 
editorial freedoms.

Any action by a student organization involving expen-
ditures, purchases chargeable services, maintenance, and 
contracts must go through the adviser’s office.  Pur-
chases made over the telephone, prior to receiving 
a Purchase Order, outside the specifications of your 
publication’s contracts or without an administrator’s 
signature will be treated as personal and not organi-
zational.  In these instances, your organization nor 
KSU will cover the costs.  These actions include but are 
not limited to ordering extra issues of your publication, 
clothing, food and gas expenses involved with travel.  
When in doubt, ask.  The adviser will work with you 
on your area’s budget; you and your staff are strongly 
encouraged to get involved in your group’s finances. 

REGULATIONS & REQUIREMENTS GOVERNING 	
	 KSU ORGANIZATIONS

Excerpts only. For complete information, consult a cur-
rent copy of the KSU Student Handbook.

ELIGIBILITY FOR INDIVIDUAL PARTICIPATION
1.  All registered students are eligible to participate in 

co-curricular activities during each semester for which 
they have enrolled in classes and have paid fees.  Stu-
dents who withdraw from classes are no longer eligible 
to participate for the remainder of that semester.  

2.  Students enrolled in the spring semester and who 
have preregistered for the fall semester as well as stu-
dents enrolled in summer sessions are eligible for sum-
mer membership. Students may be non-enrolled for one 
semester and still be eligible for membership (summer 
vacation, etc.) with prior approval of the organization’s 
advisor; however, the student must be enrolled three out 
of four semesters in order to participate in the organiza-
tion.

3.  In order to qualify for office, hold office, or re-
ceive payment in any registered student organizations, a 
student must:

a.  Have a minimum cumulative grade-point average 
of 2.0 to be elected to office or receive payment and 
maintain a cumulative grade-point average of 2.0 while 
holding office and/or receive payment.  A student whose 
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EDITORIAL POLICIES
GENERAL INFORMATION
Editorial policies are reviewed every term of office by 
the incoming editor in chief, but the following general 
policies apply, unless amended by the editor.

The Sentinel subscribes to the Code of Ethics of the 
Society of Professional Journalists which was adopted 
in 1926 and revised 1973, 1984 and 1987 and the 
Associated Collegiate Press Model Code of Ethics for 
Collegiate Journalists, 1992 (See Appendix ). Although 
these codes generally will be enforced, the editor, in 
consultation with the advisor/adviser, may decide in 
certain instances to vary from the code.

TRAINING & WORKSHOPS
The Sentinel (and other student media) require atten-
dance at yearly orientation sessions and quarterly and 
weekly training updates.

The purpose of these meetings is to provide essential, 
fundamental training in the skills required of newspa-
per management, ethics, writing, computer production, 
layout and design, photography and advertising.  This 
training also permits clear discussion of policies, goals, 
and social activities.

The Sentinel has workshops just before Fall registra-
tion/orientation dates. Since The Sentinel publishes prior 
to Fall registration, these workshops are essential; The 
Welcome Back Package (Orientation and Back to School 
issues) is usually the largest two papers of the academic 
year. Spring training may be called by the editor and/or 
media adviser.

Students must join a publication with the understand-
ing that these staff workshops are required. 

NEWSGATHERING
When doing an assignment, reporters must always 

identify themselves as a staff member with the organi-
zation and show their press ID if requested. Reporters 
should be professional since they represent The Sentinel 
and should strive to protect its reputation. The only 
exception would be an assignment that necessitates "un-
dercover reporting." Going undercover requires some 
form of deception and is therefore intrinsically unethi-
cal. Undercover journalism and reporting that incorpo-
rates misrepresentation and/or fabrication should only 
be used in exceptional circumstances and only with the 
approval of the editor-in-chief.

Reporters may not speak on behalf of the media, 
claim to represent the organization, or claim the identity 





Columns are opinions of only the columnist. They do 
not reflect the views of The Sentinel, but instead offer a 
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from time to time. This is an open forum but editors are responsible for 
the integrity and credibility of our media as a whole.

FORUM SECTIONS: VIEWPOINT & COUNTERPOINT
The Viewpoint & Counterpoint forum in the opinion/Viewpoints sec-
tion of The Sentinel will serve as a forum for readers.  The timetable 
for appearance on this page is at the discretion of the editor.  Printed 
manuscripts should conform to the ethics, professionalism and journal-
istic integrity of The Sentinel.  

CONSENSUS & STAFF EDITORIALS
The unsigned staff editorial (or consensus editorial) of The Sentinel is 
the responsibility of the editor in chief, who will supervise the writing 
of this editorial. Commentaries and opinion columns are the responsi-
bility of the Op/Ed editor.

Unless unusual circumstances are involved, reporters will not write 
editorials concerning their beats but will advise the editor about facts 
not readily apparent in a story.  A reporter may write a column about 
a story on his/her beat, but said columns should only give insight 
into the news gathering process and should not be used to print what 
the reporter suspects but cannot prove.  Reporters and editors will be 
expected to meet the same standards of accuracy and proof in columns 
and editorials that must be met in news stories.

The Sentinel does run guest editorials.  
Inclusion of short bios is strongly encouraged with columnists and 

guest editorials.
In some instances, The Sentinel will print editorials from other pro-

fessional or collegiate papers if the topic merits attention in the KSU 
community.  In that case, the editorials will be attributed to the appro-
priate publication.

COLUMNS; GENERAL GUIDELINES
• Columns must take a stand.  We’re not writing blogs or Facebook 

updates. Columns must take a defensible position and defend it in less 
than 500 words.

• Submission does not guarantee publication. Publication is solely at 
the editor's discretion.

• Columns will be edited-nothing personal. The Sentinel uses the As-
sociated Press (AP) Style book as our guide. If your plans include jour-
nalism of any type, you should become cozy with the AP style guide.

• Columns must be clear and to the point.
• Columns are usually selected based on campus concerns, local 

Kennesaw/Cobb County issues, Georgia issues, national and world 
issues, in that order. 

• The oped pages are not for personal vendettas, or issues. Familiar-
ize yourself with the AP Style book section on libel.  Remember, the 
farther a person is from the public, the more protection they receive.

• The Sentinel owns any work we publish.  You cannot publish 
elsewhere without permission of the EIC.  An exception to this is other 
student media outlets. You need permission, however, before publish-
ing anywhere else. When you do get permission, you must include the 
line 'Originally Published in the KSU Sentinel xx/xx/xxxx.'

"On behalf of the newspaper industry I wish to 

announce some changes we're making to serve you 

better. When I say ``serve you better,'' I mean 

``increase our profits.'' We newspapers are very 

big on profits these days. We're a business, just like 

any other business, except that we employ English 

majors."

- Dave Barry, Miami Herald, May 20, 2001

"Write without pay until somebody offers to pay 

you. If nobody offers within three years, sawing 

wood is what you were intended for."

- Mark Twain (1835-1910)



• You should suggest a headline knowing that the 
section editor or EIC will probably change it. Nothing 
personal.

GRIEVANCE PROCEDURES
EXTERNAL
When a complaint is received from a reader or source, 
the editor will discuss the complaint with the reporter 
involved.  If the editor is not satisfied that the reporter 
accurately stated the facts or accurately quoted the 
source,  he may order a correction in the next issue.

All complaints should be referred to the editor who 
will determine the method of handling the problem.  
Staff members should never raise their voices or become 
abusive to the caller or visitor.  If the person should 
become abusive, transfer him to a section editor or the 
managing editor.  Do not continue an adversary conver-
sation.  Complaints not satisfied at lower levels should 
be reviewed by the editor in chief. Only if the complaint 
cannot be resolved at this level should a complaint be for-
warded to the Associate Director of Student Life (student 
media adviser).  If a resolution still cannot be arrived at, 
the matter may be forwarded to the Student Media Board.  
Complaints must be in writing and should be directed to 
the Student Media Board via the adviser.

GRIEVANCE PROCEDURE: INTERNAL 
(Approved by the SMB 2/05)

SMB Section 19.  C. a. Grievance Procedures. 
Media Management

19.01 Editorial board
The editorial board of the different entities of student 
media is the governing authority for the daily opera-
tions of each medium. While the different media are 
not democracies, and the ultimate responsibility for its 
operations is vested in the editor in chief, most leaders 
would agree that involvement of their editorial boards 
is essential to successful operation of student media. 
The three C’s — cooperation, consultation, and com-
promise — are vital for EICs to forge a strong working 
relationship with their boards. The core membership of 
the boards is defined in section 1.06 of these procedures 
listed previously; however, the number of board mem-
bers may be increased at the discretion of the Editor in 
Chief. The duties of board members include but are not 



The Sentinel Staff Manual   21



committee or its designee, according to the committee’s 
constitution.

6. The decision of the SMB in this matter will be 
considered final.

19.06 Assistant Director of the Student Life Cen-
ter/media adviser

The Associate Director of Student Life performs 
the duties of the adviser but is also responsible for the 
financial matters of student media.

 1. The Associate Director of Student Life has direct 
financial responsibility for the expenditure of funds 
required for newspaper and other student media op-
erations. Student editors and managers must seek the 
adviser’s approval for all purchases or expenditures.

 2. The Associate Director of Student Life is respon-
sible for preparing the newspaper’s annual budget (part 
of the entire KSU Student Media budget).

3. The Associate Director of Student Life strives to 
represent the students’ interests in all dealings with 
university administration and others.

4. The Associate Director of Student Life/student 
media adviser is not a censor.

5 . The  Associate Director of Student Life/student 
media adviser does not require prior review of any 
materials.

6. Student editors and managers are encouraged to 
voluntarily seek the student media adviser's opinions 
prior to publishing items of questionable legality or 
extreme sensitivity.

7. The student media adviser is a good source of 
news, feature and other coverage ideas.

8. Student editors and managers are encouraged to 
consult the student media adviser with questions about 
publication standards, procedures, ethical and profes-
sional conduct, media operations, management, content, 
and/or legal concerns.

9. The student media adviser, upon request, will make 
reasonable efforts to attend editorial board and staff 
meetings.

10. The Assoc. Dir. of Student Life/student media ad-
viser is a member of College Media Association and sup-
ports the CMA Role of the Adviser and Code of Ethics. 

19.06 Staff grievance procedures
Formal grievance procedures are listed [above].
 Staffers, however, are expected to follow an internal 

grievance procedure prior to seeking the involvement of 
the Student Media Board.

The informal grievance process is as follows:
1. Staffers first should seek to resolve their own griev-

ances or differences of opinion with editors, managers 
and/or other staffers on an informal basis.

 2. If the informal procedure fails to resolve the dis-
agreement, the editor, the editorial board, EIC, or their 

designee might be appointed to hear, to arbitrate any 
grievance, and to make a decision on the grievance.



engines any material in our online archives – news 
stories, story comments, editorials, opinion columns, 
photographs or graphics. If an error in our archived 
content is brought to our attention and documented to 
our satisfaction, we will append the original article with 
an editor’s note acknowledging the change made to the 
original archive. That decision is solely at the discretion 
of the current student editorial management.

To make a complaint that archived content is inac-
curate, contact the editor-in-chief in writing by letter or 
e-mail with the following information:

• Name, telephone number and e-mail address,
• The URL address of the content in question, and
• The specific content that is inaccurate and an expla-

nation of how the information is inaccurate.
In the case of content published more than one year 

ago, the complainant must provide reasonable proof 
to the editor-in-chief that the content in question is no 
longer accurate. For example, a copy of expungement 
papers should be provided in case any criminal charges 
are dropped. If published more than a year ago, con-
tested quotes are highly unlikely to be amended without 
written or audio documentation.

If the contested content was published less than a 
year ago, normal internal procedures for checking the 
material’s accuracy will apply, and you may be asked to 
provide written documentation. Updates or corrections 
may be added if the material is factually inaccurate, but 
nothing will be removed. In the event of a correction, 
a note detailing the date and time of the change will be 
included.

The request will be reviewed and checked by the edi-
tor and if the editor determines it to be valid, an update 
or correction will be posted.

USE OF PHOTOGRAPHS AND GRAPHICS
Photos have a tremendous impact on readers and should 
receive the same scrutiny as news copy. The question of 
privacy and the public's right to know should be consid-
ered. The line between good and bad taste is a narrow 
one and care should be taken.  Photographs and graph-
ics must inform, not mislead. Any attempt to con-
fuse readers or misrepresent visual information is pro-
hibited. 

In photographing news, The Senti-
nel does not stage or reenact events. Photog-
raphers may direct subjects of portraits, fash-
ion shoots or studio work. In present-
ing such images, we must avoid creating the impres-
sion that they were captured spontaneously. 

The Sentinel does not add color, create photomon-





ADVERTISING POLICIES
For complete information, consult the Marketing Man-
ager, Advertising Manager, advisers, or ksuads.com and 
ksumedia.com.

ADVERTISING TERMS OF ACCEPTANCE
Advertising is not acceptable which, in the opinion of 
The



LATE ADVERTISEMENTS
The ad manager may accept ads up until the deadline. 
After this date, the editor in chief must approve accep-
tance of late ads.

CANCELLATION OF PUBLICATIONS / "SNOW DAY" POLICY
If an issue of The Sentinel is being printed or distrib-

uted when Kennesaw State cancels classes, The Sentinel 
will distribute newspapers in as timely a manner as pos-
sible and will make efforts to distribute as many copies 
as possible. No adjustments will be made. If Kennesaw 
State cancels classes before The Sentinel is printed 
or distributed, staff will make every effort to contact 
advertisers and will schedule ads in the next available 
publication.

PLAGIARISM POLICY AND ETHICS STATEMENT
Plagiarism at The Sentinel shall be defined as submit-

ting another person's work, whether previously pub-
lished or not, as your own, or taking portions of another 
person's work, whether published or not, and presenting 
them as your own in your work without properly attrib-
uting them to the person who created the work. In terms 
of the law, if the plagiarized work is then published in 
the newspaper, that is called copyright infringement. 
These rules apply to staff of both the newsroom and 
advertising, as well as Talon Feature Magazine.

 Any person caught committing plagiarism and/or 
copyright infringement will face the following disci-
plinary action:

1. The employee will be immediately fired from the 
newspaper and will never be permitted to work for the 
newspaper again.

2. The editor in chief, or any other editor, or any of 
the newspaper's advisers, may submit the student's 
name to the University's judicial system for adjudica-
tion and punishment.

3. A person who commits copyright infringement 
must pay all costs related to settling with any aggrieved 
party. For example, if the writer of a previously pub-
lished piece demands payment, the student who com-
mitted the plagiarism must pay the requested price to 
The Sentinel. The newspaper will then pay the person to 
whom payment is owed.

4. Any student refusing to fulfill the financial obliga-
tions incurred from copyright infringement will have 
his/her records and registration frozen by the University 
until the debt is settled with The Sentinel.

All staff at The Sentinel are expected to know and un-
derstand these rules and to submit the Plagiarism Policy 
& Ethics Statement (KSU Student Media Contract) as 

acknowledgement of having received this policy, a form 
at www.ksumedia.com.

ETHICS STATEMENT FOR EDITORIAL STAFF
I, [ ___ ] understand that as a staff member in the edi-

torial department of The Sentinel, I must adhere to the 
following ethical principles in doing my work. I also ac-
knowledge that I have reviewed all documents required 
in the application process and that I am responsible for 
adhering to the newspaper's Policy for Plagiarism and 
Copyright Infringement.

 1. I will never submit plagiarized or fabricated 
material. Plagiarism at The Sentinel shall be defined 
as submitting another person's work, whether previ-
ously published or not, as your own, or taking portions 
of another person's work, whether published or not, 
and presenting them as your own in your work without 
properly attributing them to the person who created the 
work. In terms of the law, if the plagiarized work is then 
published in the newspaper, that is called copyright in-
fringement. Fabrication at The Sentinel shall be defined 
as attributing to a fictional or incorrect source.

 2. I will never submit work (story or photograph) 
about an organization, business, social group, or aca-
demic society to which I belong or to which I previous-
ly belonged without the approval of the editor. If an edi-
tor offers such a story to me, I will immediately disclose 
my conflict of interest and request another story.

 3. I will not use a roommate, relative, employer, em-
ployee, professor or close friend as a source, including 
(but not limited to) someone in an organization to which 
I belong, or someone with whom I have an intimate or 
close personal relationship, or with whom I have an out-
side business or professional relationship. I will select, 
as sources for my story, informed people with whom I 
have had no prior personal or business relationship, or 
informed people whom I know only casually and with 
whom I do not socialize or work. In the event that I 
write a story that requires me to mention or interview 
a staff member of The Sentinel, I will make my editor 
aware of this fact.

 4. While working for The Sentinel, I will not take a 
job with any office of Kennesaw State University that 
disseminates information to the news media, including 
(but not limited to) University Relations or the Office of 
Sports Information without express written permission 
for the editor in chief.

 5. I will not promise anonymity to a source. Only my 
editor can promise anonymity to a source. If a source 
requests anonymity, I will tell the source that I can 
make no promises and can only honor the request if my 
editor agrees.



 6. I will not print anything in the newspaper that is 
untrue, or that I have reason to believe is untrue. If I 
believe a source may not be telling the truth, I will not 
print what s/he says, and I will seek a more reliable and 
credible source. I will also point out any such suspi-
cions to my editor.

 7. I will not accept free gifts of any substantial value 
from a news maker or a source, nor will I accept free 
food while covering a news event, with the exception of 
a token offering, such as a non-alcoholic beverage.

 8. When I cover a news event or interview a source, I 
will always dress appropriately and behave courteously. 
I will not get personally involved in any news event that 
I cover, nor will I take part in any activity that occurs at 
a news event, unless my editor has assigned me to write 
about the event from the point of view of a participant.

 9. I will only claim to represent The Sentinel when 
doing an assignment for the newspaper. I will not 
speak on behalf of the newspaper, claim to represent 
the newspaper, or claim the identity of the newspaper 
(reserved for the Editor in Chief) in any personal or 
private matter, such as on a web site or internet chat 
room. I also will not claim to represent The Sentinel in 
any personal or private matter in an effort to get special 
favors or to persuade someone to act in my favor.

 10. If I become involved in any political or social 
advocacy group, or any other student or community 
activity, I will notify my editor immediately. While I 
may pass on tips and information, I understand that 
involvement in such a group means I cannot report on 
or write about issues related to that group, and that if 
my advocacy becomes too public and I become a news 
maker, I may be asked to resign my position with The 
Sentinel. (Approved by the SMB 2/05) This pledge is 
has been updated to the KSUSM Contract and is part of 
the application process.

AFTERWORD
"Nobody could possibly memorize all these rules, 

policies and guidelines. Nobody does. But they will 
help you accomplish your real task: To publish a Sen-
tinel that is open, fair, honest and fully reflective of the 
Kennesaw State University community.



ACP MODEL CODE OF ETHICS
OVERVIEW

       

To seek truth and to publish it is the two-step goal  
of a journalist. Despite the complexities of  
today’s college media world, truth-seeking 

remains paramount. To help journalists be true to this 
goal, newspapers, magazines and yearbooks adopt rules 
and guidelines, which are often called a code of ethics, 



belong to or participate in any editorial or business deci-
sions regarding that organization. Staffers may provide 
story leads about the organizations to which they belong 
to other staffers. Staffers should report their member-
ships to their supervising editor. To maintain the role of 
the press as an independent watchdog of government, a 
staffer should not be an elected or appointed member of 
student government.
09   Outside Activities, Including Political 

Political involvement, holding public office off-
campus and service in community organizations should 
be considered carefully to avoid compromising personal 
integrity and that of the publication. The notion of the 
journalist as an independent observer and fact-finder 
is important to preserve. A staffer involved in specific 
political action should not be assigned to cover that in-



and the publication. Victims of non-sexual crimes may 
be identified, but the publication has a responsibility to 
give some protection to the victim such as giving impre-
cise addresses. With the exception of major crimes, an 
arrested person is not named until charges are filed.
19  Cooperation with Law Enforcement, Government, College

To be an effective watchdog on other agencies, a 
publication must remain independent. The publication 
should not take over any of the duties of any outside 
agency; cooperation or involvement in the work of these 
agencies should be restricted to what is required by law. 
Staffers should know any freedom of information, open 
meetings and shield laws that apply to their work. If a 
staffer thinks any public authority is interfering with the 
staffer’s functions as a journalist, the incident should be 
reported to the editor.
20  Scrutiny of a Public Person’s Life 

Conflicts exist between a person’s desire for privacy 
and the public good or the public’s right to know about 
a public person’s life. Persons who freely choose to be-
come public celebrities or public servants should expect 
a greater level of scrutiny of their life than a private 
person- even a private person who suddenly is involved 
in a public situation. Staffers should make judgments 
based on the real news value of the situation, common 
sense and decency. Reporters and photographers should 
not badger a person who has made it clear that he or she 
does not want to be interviewed or photographed. One 
exception is those who are involved in criminal activity 
or in court. Publishing intimate details of a person’s life, 
such as their health or sexual activities, should be done 
with extreme care and only if the facts are important for 
the completeness of a story and reflect in a significant 
way upon the person’s public life.
21   Profane, Vulgar Words, Explicit Sexual Language 

The primary audience of a college publication is 
adults. Profane and vulgar words are a part of every-
day conversation, but not generally used for schola rly 



that physical, emotional or financial harm will come to 
the source if his or her name were revealed. The editor 
should have all the facts and the source’s name before 
the decision is made. The editor should know of any 
laws pertaining to confidentiality and disclosure before 
a decision is made. A reporter should make every at-
tempt to get the same information from another source 
who agrees to be named since the goal is to attribute all 
information to a specific source for all stories.
27   Anonymous Sources 

Generally, anonymous sources are not used in stories. 
Information that comes from an unnamed or unknown 
source should not be used unless it can be verified 
through another, known source. If two independent 
sources verify the information and both are unnamed, 
an editor may decide to publish the information with 
careful consideration of the need for immediacy and 
the news value of the information. The source may be 
identified generally as one associated with an agency 
to give some degree of credibility to the information. 
(See confidentiality.) The danger exists that the reader 
may not believe the information if sources are not 
given; the publication’s credibility may suffer; informa-
tion obtained later from a named source and verified 
may disprove the information given by the unnamed or 
unknown sources.
28   Corrections 

An inaccuracy is never knowingly published. If any 
error is found, the publication is obligated to correct 
the error as soon as possible, regardless of the source 
of the error. A consistent location for the publication of 
corrections is recommended. Such a location could be 
on the editorial or op-ed page of a newspaper. It should 
be clearly and prominently labeled as a correction. A 
magazine or yearbook published semi-or annually may 
want to publish a correction in the student newspaper 
which is published more frequently. Clarification may 
also be labeled and published in the same manner.
29   Ownership of Work 

Regardless if a staffer is paid or is a volunteer, the 
publication “owns” the published and unpublished work 
done by staffers if the work was done as a staff assign-
ment. Ownership of unpublished work may revert to 
the staffer at a certain time if the editor agrees with this 
arrangement. The publication has unlimited use of the 
work. The act of voluntarily joining a staff indicates ap-
proval of this policy.
30   Contests, Honors 

The publication has a proprietary interest in the mate-
rial it publishes. Thus, the publication as a voting group 
or top editors are entitled to determine which entries 
will represent it in contests. This will avoid the appear-

ance of a conflict of interest that may occur if staffers 
were to win or accept awards from organizations they 
are assigned to cover. Awards presented to the staff as a 
whole or to the publication generally become the prop-
erty of the publication. Individuals who win awards for 
work published in the staff publication may accept the 
award and retain ownership of it.
31   Five Important Questions for a Reporter 

1.      Why am I reporting the story? 
2.      Is the story fair? 
3.      Have I attempted to report all angles? 
4.      Who will the story affect? 
5.      Can I defend my decision to report the story?

32    Supplementary Reading
Groping for Ethics in Journalism, 2nd ed., H. Eugene 

Goodwin, 1987, Iowa State University Press, Ames, IA.
The Dialectic in Journalism: Toward a Responsible Use 

of Press Freedom, John Merrill, 1989, Louisiana State 
University Press, Baton Rouge, LA.

An Ethics of News: A Reporter’s Search for Truth, Wes-
ley Pippert, 1989, Georgetown University Press, Washing-
ton, D.C.

Media Ethics, Clifford C. Christians, Kim B. Rotzoll, 
Mark Fackler, 1991, Longman Publishing Group, White 
Plains, NY.



KSU STUDENT MEDIA CONTRACT
The KSUSM Contract has three sections: Reading 

List, Plagiarism Policy, and Ethics Statement. 



While working for KSU Student Media, I will not 
take a job with any office of Kennesaw State University 
that disseminates information to the news media, 
including (but not limited to) University Relations or 
the Office of Sports Information without the written 
permission of the editor in chief or General Manager.

I will not promise anonymity to a source. Only my 
editor/manager can promise anonymity to a source. If 
a source requests anonymity, I will tell the source that I 
can make no promises and can only honor the request if 
my editor agrees.

I will not print or broadcast that is untrue, or that I 
have reason to believe is untrue. If I believe a source 
may not be telling the truth, I will not print/air what s/
he says, and I will seek a more reliable and credible 
source. I will also point out any such suspicions to my 
editor.

I will not accept free gifts of any substantial value 
from a news maker or a source, nor will I accept free 
food while covering a news event, with the exception 
of a token offering, such as a non-alcoholic beverage. I 
will never accept payola with OWL radio.

When I cover a news event or interview a source, I 
will always dress appropriately and behave courteously. 
I will not get personally involved in any news event that 
I cover, nor will I take part in any activity that occurs at 
a news event, unless my editor has assigned me to write 
about the event from the point of view of a participant 
(see #10).

I will only claim to represent a KSU Student Media 
organization when doing an assignment for the organi-
zation. I will not speak on behalf of the media, claim to 
represent the organization, or claim the identity of the 
organization (reserved for the Editor in Chief/Station 
Manager) in any personal or private matter, such as on 
a web site or internet chat room. I also will not claim to 
represent KSU Student Media in any personal or private 
matter in an effort to get special favors or to persuade 
someone to act in my favor. This applies to staff of the 
newsroom, production, and advertising, as well as Talon 
Feature & Share Magazines, Share Art & Literary, our 
Advertising staff and OWL Radio as well.

When doing an assignment, I will always introduce 
myself as a staff member with the organization. I will 
be professional since I represent the organization and 
should strive to protect its reputation. The only excep-
tion would be an assignment that necessitates "under-
cover reporting." Going undercover requires some form 
of deception and is therefore intrinsically unethical. 
Undercover journalism and reporting that incorporates 
misrepresentation and/or fabrication should only be 

used in exceptional circumstances and only with the ap-
proval of the editor-in-chief.

If I become involved in any political or social 
advocacy group, or any other student or community 
activity, I will notify my editor/manager immediately. 
While I may pass on tips and information, I understand 
that involvement in such a group means I cannot report 
on or write about issues related to that group, and that if 
my advocacy becomes too public and I become a news 
maker, I may be asked to resign my position with KSU 
Student Media.

By submitting this KSU Student Media Contract, I 
am signifying I understand and will abide by all these 
materials including the Reading List, GPA policy, 
Plagiarism Policy, and Ethics Statement. I understand 
the penalties for violations. I understand that I may not 
work for any student media organization until I have 
done so. I understand that all KSUSM staff members 
must be registered and maintain a 2.0 GPA.

An online version of the KSUM Contract is at ksusm.
com, accompanies the application and must be 
submitted before one may work with any KSU Student 
Media organization.

Congress 
shall make no law respecting an 
establishment of religion or prohibiting 
the free exercise thereof; or abridging the 
freedom of speech, or of the press; or the 
right of the people peaceably to assemble, 
and to petition the government for a redress 
of grievances.

The First Amendment to the Constitution 

of the United States of America
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“Four hostile newspapers are more to 

be feared than a thousand bayonets.” 

―-  Napoleon Bonaparte
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