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CONTACTS PAGE

Robbie Pert – Station Manager

T: 01242 71 5059 / 07795 966644 

E: rpert@glos.ac.uk 

Kris Surtees – Studio Technician
T: 07845816740

E: kris@fromheretoear.com
Ian Pinnell – Production Assistant

E: ian@fromheretoear.com
Linda Farrall – Membership Sevices Manager (Students Union)

T: 01242 71 5303

E: lfarrall@glos.ac.uk 
Leigh Moore – Students Union President

T: 01242 71 4369

E: lmoore@glos.ac.uk
www.toneradio.co.uk
www.yourstudentsunion.com
Introduction to Tone:

Mission Statement

Tone Radio has the primary aim of providing students at the University of Gloucestershire the opportunity to learn and develop skills in all aspects of broadcasting, engineering and promoting a radio station.

Tone will be responsive to feedback from members and recognises that the students should be the driving force behind shaping the identity and progression of the station.

The Students’ Union will allow Tone members to express themselves freely within broadcast regulations and within the principles and rules as laid down in the Students' Union Constitution.

As a part of the Students’ Union, Tone will seek to further the interests of the students and the Students’ Union equally. 

September 2009

About Tone

Tone Radio is the student radio station of the University of Gloucestershire Students' Union. Tone currently broadcasts over the Internet. The station was set up and originally managed by Rich Wiltshire in 2006. Rich departed for Portsmouth in 2008 and Robbie Pert was hired as the new Tone Station Manager. Tone has grown from its beginnings broadcasting once a week from a teaching room in the tower block to a purpose built top of the range studio in the Students' Union Building on Pittville Campus and involves up to 100 student volunteers each year.

Programming

Current station manager, Robbie Pert, commissions programming, with live broadcasts running from 10am to midnight, seven days a week. Scheduling is based around student availability, so the auto-DJ will be used to broadcast over Easter and Christmas breaks. The music played is presenter-driven, and the station has a number of specialist music shows, including ska, country & western and a progressive rock show. The main benefit of student radio is the freedom afforded to those involved and Tone reflects this by encouraging students to shape the station identity and not let themselves be constricted or overly influenced by modern commercial radio.

Live events

During the academic year 2008/2009 Tone Radio began to plan and host live events. On 28th February, programming was suspended for the afternoon to make way for a broadcast of Glos-Tone-Beret, a Tone Radio mini-festival raising money for the station. Coverage was provided of all the bands' sets live from the event, interspersed with interviews with the bands and commentary from a small team of dedicated presenters. The broadcast ran from 3pm until midnight. A video documentary entitled 'Glos-Tone-Beret: The Best Bits' was directed by Ross Silcocks and filmed by University of Gloucestershire digital film students. It can currently be seen on the Tone Radio website. 

As of May 2009, Tone Radio had been commissioned to provide the live feed of Wychwood Festival at Cheltenham Racecourse, hosting acts such as Super Furry Animals, Little Boots and Supergrass. Tone broadcast as "Wychwood FM" for a four-day period. Many of the bands played acoustic sets live in the studio over the three-day festival, and the station will be reprising its role for Wychwood 2010. It is the first student radio station to act as the official broadcaster for a music festival in the UK. 
Membership fees and agreement:

Due to the running costs of Tone (licensing, equipment maintenance and renewal, membership of the Student Radio Association etc.) we have had to introduce a membership fee for the first time. This section describes how the fees will be used strictly for the benefit of the station and its volunteers.

The membership fee is       £10.00      per member.

This gives you membership to Tone from the time you join until May 31st 2010.

Your membership entitles you to:

· present/produce a two-hour show once a week.

· access to the Tone edit suite during studio open hours, 9am-5pm Mon-Friday. (Tone welcomes volunteers to use the equipment to work on course projects.)

· involvement in Tone events and the opportunity to submit ideas for Tone events that students would like to run.

· involvement in Glos-Tone-Beret and Wychwood FM (due to limited places and demand you will be required to apply to be involved with these events).

· the opportunity to submit content to the Tone website such as gig reviews, news stories etc.

· access to training in presenting shows and the use of the broadcast software/studio equipment.

· formal feedback meetings on your show and involvement upon request.

· access to the Tone production team for assistance with creating individual show jingles/production pieces.

· certification under the V Volunteers scheme.
· enter for any relevant SRA awards.
· references upon request.
Once you have paid your membership fee, there is a four-week period in which you may cease your involvement with Tone and receive a full refund. During this period if you are removed from Tone due to a disciplinary matter you will also receive a full refund.

After the four-week period no refund will be given if you cease to be involved with Tone or have your membership revoked due to a disciplinary matter.

YOU MUST PAY YOUR MEMBERSHIP FEE AND SIGN THE MEMBERSHIP AGREEMENT BEFORE YOU WILL BE ALLOWED ON AIR.

Tone Radio Rules and Guidelines

Tone Members:

Tone is a student station and as such should be guided by the student members first and foremost. The station manager will always be responsive to ideas and suggestions and endeavour to assist students with any projects designed to further the interests of Tone Radio.
As a Tone member you represent the station and by extension the Students’ Union itself. We aim to further the interests of the Students’ Union, which is an organisation existing solely to enhance the student experience. Should you have an issue with Tone Radio / Students’ Union practices or policies you are expected to raise these with the station manager or an elected officer; grievances should not be aired publicly.

Should you wish to make a complaint about Tone, please raise it with the station manager. Should you wish to raise a grievance regarding the station manager please contact the membership services manager.
Language and content:

The Tone watershed is 8pm. 

THERE MUST BE ABSOLUTELY NO USE OF SWEARING OR OFFENSIVE / INNAPROPRIATE LANGUAGE BEFORE THIS TIME.

There is no flexibility on this issue, as we are now playing live in refectories, SU bars and reception areas during the day. Any swearing or offensive language will be considered as gross misconduct and you will be immediately suspended pending an investigation by the station manager. This extends to your music play out and every show must take responsibility for ensuring that they do not play songs containing bad language before the watershed. Radio edits are acceptable.

We are also subject to regulation by Ofcom, and people can and will register complaints if you offend them. 

Discriminatory language of any kind will not be tolerated and will result in your show being suspended immediately, pending investigation by the Station Manager. Shows have been cancelled in the past when presenters have breached these rules.

After the 8pm watershed you may swear during your show but don’t make the mistake of thinking that swearing is funny in itself. If you are swearing for the sake of it or using it like punctuation you will sound juvenile and you will be asked to reduce the swearing in your show. If it continues you may be moved to a daytime slot or be dealt with in line with Tone disciplinary procedures.

Do not talk about drinking to excess, drug abuse, violence or gang culture unless it is in a documentary or educational context.

If your show contains humour you think might offend then it is a good idea to put together a disclaimer for the beginning of your show. This puts us in a better position if anyone happens to complain as listeners are given fair warning.

Slander/Defamation:

In law, defamation is an umbrella term used to describe both libel and slander. Slander is the communication of a statement in a transitory form (such as speech) that makes a claim, expressly stated or implied to be factual, that may give an individual, business, product, group, government or nation a negative image. It is usually a requirement that this claim be false and that the publication is communicated to someone other than the person defamed.

Tone will ultimately be held responsible for what you say on air so do not make false or offensive claims about people/organisations. Any assertions you make must be able to be backed up by evidence. If not, don’t say it.

Tone members must refrain from discussing members of the University Faculty with regard to teaching practices or competence.

Tone Station Branding:

It is important that Tone retains an overall identity as a station. Remember that your show is not a standalone; you are part of Tone Radio.

So that we keep a consistent ‘Station Brand’ it is important that you remember to do the following:

· Use the Tone Imaging (Jingles, Idents, Trails). If you want to make these for your show then we will provide you with the official Tone top and tails for them. THESE MUST BE ON YOUR JINGLES BEFORE YOU PLAY THEM ON AIR. 

If you have no experience using sound editing software then we can provide help with this.

· Always announce the email address/ text number in the official way:

60300 – say as “six zero three hundred”

Not “six zero three zero zero” etc.

· Always use the official Tone email address when asking people to contact the show.

studio@fromheretoear.com

· Always thank the previous show during cross over.

· During the last 30 minutes of your show, mention the show that follows yours, the kind of music they will be playing etc.



· 
· 
· 
· 
Appropriate use of the Studio.

We are very fortunate to have extremely professional studio space and equipment here at Tone; it is worth pointing out that the majority of student radio stations are broadcast from a cupboard. It is vital that each member of Tone respects this equipment and recognises that is for the use of everyone involved. The Students’ Union is a non-profit organisation and therefore Tone has no budget to replace or repair damaged equipment, please consider this when using the studio.

Similarly the studio itself must be used appropriately and with respect for other users.

· Any damage caused to Tone equipment by misuse or carelessness will be considered serious as misconduct and Tone may seek damages for any replacements or repairs that are necessary as a result of such actions. If you are found to have caused intentional damage we may choose to notify the University of your actions, who may take separate action.

· Under no circumstances may you remove any equipment from the Tone radio studio room, regardless of your intentions. The only equipment that will be lent out to Tone volunteers is our two Edirol recorder kits, which must be properly signed out from the station manager’s office. Removal of equipment from the studio, even if it being used for Tone related purposes will be considered as serous misconduct.

· If you are found to be using the Tone edit Macs inappropriately including: downloading music/files illegally, accessing obscene material, logging on to email/facebook/myspace under someone else’s details, this will be considered as serious misconduct. 

· When you are not doing your show, you may access the studio between the hours of 9am and 5pm. There are absolutely no exceptions. If you are found to have been in the studio space outside these hours when you are not doing your show this will be considered as serious misconduct.

· Under no circumstances may you bring guests into the studio at any time. Only those who have been officially accepted as Tone members are allowed in this space. If students wish to have a tour of the studio or if Tone members wish to have a guest presenter on your show you must first clear it with the station manager.

· Absolutely no alcohol or drugs are permitted inside the studio. If you are found to have taken alcohol or drugs into the studio it will be considered as gross misconduct and the station manager will suspend you pending investigation.

· If you are found to have given the door code to a student who is not a member of Tone this will be considered as gross misconduct and you will be immediately removed from the Tone team.

· The studio room must not be used to store coats/bags when you are in the SU bar. Any equipment left unattended during the day for any length of time is done so at the owner’s own risk. Tone will not be responsible for theft or damage to belongings.

· Always be respectful of whoever is on air when you are using the studio space. Do not distract or interfere with other shows or you may lose the right to be in the studio area when you are not on air.

· Personal arguments have no place in the studio. Anyone reported to be acting in an insulting or offensive manner to other Tone members will be dealt with in line with the disciplinary procedure.

· When you are in the Tone studio or Manager’s office you are a representative of Tone Radio and should act in a professional and respectful manner. If you are approached with a question/request from a member of staff or student then either assist them or refer them to the station manager if you cannot help.

Music Policy:

There are no restrictions to the genre of music you are allowed to play on Tone. We encourage Tone volunteers to be individual with their music, as it will shape the identity of the show. However, there are some guidelines that must be followed when choosing music:

· All music must be ripped from CDs you have bought or downloaded from legal sites such as iTunes or MP3fiesta etc.

· When you put music on the system it is important to ensure that it is named properly so that it can be found using the search function. You will be shown how to add songs to the system during your studio training.

· As with the presenter watershed of 8pm, absolutely no music with swearing or offensive content may be broadcast before 8pm. Breach of this (even if it is unintentional) will be considered a serious disciplinary matter.

· Music may be reviewed and critiqued but may not be unfairly criticised on air. This falls under slander and defamation as mentioned earlier.

Presenting and Producing:
Presenting and Show Preparation:

Presenters should generally follow these guidelines to give shows a consistent style:

· Play songs in groups of two or three at a time. Avoid playing single songs unless you are specifically making a feature out of a song.

· Make sure you announce the songs you are playing.

As you come out of a link, announce the song you are about to play. When you come back in after the song, announce the first song again then add the names of the other songs you played. 
· Avoid talking over vocals in songs, as it is very jarring for the listener.

· Plan your shows: we do not expect everyone to work to a full script but it is extremely useful (especially if you are new to radio) to have a running order to work to. This practice is universal and you will generally find that even shows that seem improvised or casual in style will have been tightly planned.

· If you have features planned, trail them throughout the show to give listeners an incentive to keep listening.

· Reinforce your show’s brand. Keep mentioning your names and the name of your show. Assume that people are tuning out and new listeners tuning in as you go, as this will likely be the case.

As presenters you are the link between that station and the listener, your presenting style will shape your show and attract or deter listeners.

When you are talking remember to be yourself. If you are trying to get rid of your natural accent or emulate what you consider to be a “Radio Voice” it will be very apparent and sound unnatural. The more you can let your own voice and personality come through the better. Sit up in your chair and talk from your diaphragm not your nose or you will come across sounding bored or tired.

Links:

Links are the chat between songs that are not features or competitions but make up the majority of the presenters input to the show.

Links generally last from around thirty seconds to a couple of minutes. If your links go on too long with little content, people will tend to get bored and tune out. The time when songs are playing is an ideal time to sort out what information you want to get across in your next link.

· Decide what information you want to get across in your link before you put the mics live. Even if you are just going to tell a story of something funny that happened to you that day make sure you know what you plan to say. It may seem odd to plan out something you mean to come across as spontaneous conversation but it will ultimately help you streamline your links and make them concise and snappy.

· Don’t put too much information into each link e.g. “ And that was The Kooks with their new single, I saw The Kooks last month they were really good, also something funny happened to me today, and here’s what’s on in your SU bars tonight”. All of these are good things to talk about in links but if you put them all into one link it is too much information for the listener to take in. If you spread them out over a few links it makes for better radio.

· Mention Tone Radio in your links to keep a consistency of branding throughout the shows. E.g. “And now here’s a track by The Jam, you’re listening to Tone Radio”. 

Things to avoid:

There are some things that will tend to make you sound unprofessional and irritate or alienate listeners:

· In jokes – making references or jokes that only your fellow presenters will get will make the audience feel excluded. Always make sure that what you are saying will be entertaining to everyone listening.

· Begging people to contact the studio. Do not come across as desperate for contributions from listeners as it will make your show less appealing.

· Discussing listening figures on air. This is really unprofessional and sounds awful on air “oh well nobody’s listening anyway” will more than likely make those that are listening tune out. 

· Discussing broken equipment. It sounds like a cop out on air if you are complaining about faulty equipment. Apologise for technical glitches rather than complaining. To the listener, you are responsible for any mistakes in your show.

· Radio Clichés. If you would not say something in real life, don’t say it on your show. It will be obvious to listeners and it’s generally frowned upon to hear someone from Hertfordshire say “MASSIVE SHOUT OUTS”. The more you allow your personality to come through on air the more natural your presenting style will be and you will find you progress more quickly.

· Discussing mistakes. If you make a slip up don’t then spend a minute and a half talking about it / giggling among yourselves. Just move on and chances are people will forget very quickly.

· Dead Air. Silence on the radio seems to last much longer than it really does. Always avoid silence on your shows as it only takes a few seconds of dead air for listeners to grow frustrated.

· Asking people to email in for no reason. If you want emails then ask for an opinion on something / ask a trivia question etc. Friends of yours may email in just to say hi but other listeners will not.

Guests and promotions

If you would like to have a guest in the studio either as a guest presenter or for an interview / acoustic performance etc. you must approve this with the station manager at least one week in advance. You will take responsibility for any guests you take into the studio.

Competitions must also be pre-approved by the station manager. Competitions must be run ethically and will be subject to investigation if any allegations of foul play are received.

All of the SU advertising is run through a company called BAM Student Marketing and we may only promote businesses/venues/nightclubs that have an agreement with us. This matter is treated seriously as pubs and clubs have attempted to sneak advertising into the SU without paying in the past. This can be either leaflets in the bar or having people do promos on Tone. The SU is a non-profit organisation and must not promote external companies without the station manger’s consent.

Running the Desks:

Andrew The Sound Technician’s three golden rules of using the desk:

1. IF YOU DON’T KNOW WHAT A BUTTON DOES – DON’T PUSH IT
2. YOU SHOULD BE USING THE FADERS AND THE MONITOR/HEADPHONE VOLUMES ONLY: NOTHING ELSE

3. CHECK THE VUS ON THE TOP OF THE DESK – EVERYTHING SHOULD BE AROUND PPM5-6 ON THE NEEDLES TO BE CONSISTENT WITH BROADCASTING STANDARDS. ANYTHING ABOVE MAY DISTORT, ANYTHING BELOW WILL BE TOO QUIET.


It is important that the levels for the headphones and monitors are no higher than number 5 as this is the maximum safe volume for health and safety.

Promoting / Advertising your Show:

Each show will be responsible for producing its own promotional materials, however support will be offered from Tone.

The station manager has the facility to print posters related to Tone as needed in the SU office, please give notice if you wish to use this facility. When putting posters up around campus please ensure that you only put them in designated areas and only one poster for your show on each board.

You will need to make contact with the station manager if you would like show-specific jingles for your show. If you are able to produce these yourself using pro-tools / logic etc. then you may do so but you must get the appropriate Tone Radio top and tail to go on your jingles and submit any finished work to the station manager for approval before it is played on air.

If are not able to produce jingles yourself then you will need to submit a request to the Tone Production Assistant. This can be done through the station manager.
Tone Website:

All Tone members are encouraged to submit content to the Tone website. Articles, reviews, videos, interviews etc. can all be submitted to the station for approval and inclusion on the site.

Feedback

Tone Radio will always seek to help members develop their skills. To this end members may request a monthly 30-minute feedback session with the station manager. These sessions should be booked at least two weeks in advance in the Tone office. For the first time, staff around the University are being asked to offer comment on Tone Radio’s content and we will be sharing this with our members.
Tone Radio Disciplinary Procedure

[image: image2.jpg]A Colleague, friend or
relative can accompany
you at any stage in the
Disciplinary Proceedure

Serious Misconduct
e.g Smoking or Drinking
alcohol in the studio, being
disrespectful to others,
swearing on air before water-
shed, taking equipment
without consent.

Gross Misconduct

e.g. Violence.Threatening
behaviour, being drunk or
on drugs in the studio,
theft, sexual harassment,
dishonesty.

Complaints Proceedure

If you have a complaint about volunteer-
ing at Tone Radio you should follow this
process.

1. Talk or write a letter to the Station
Manager who will reply within 3 days.

2. If things are not sorted out or you feel
unfairly treated, you can appeal to the
Membership Services Manager of the
Student’s Union - either by speaking to
them or in writing. Who will aim to reply
within 5 days.

3. If the complaint is still not resolved or
you still feel unfairly treated, you may
then appeal in writing to the Students’
Union President. Who will aim to reply
within 5 days. You may be asked to
attend a meeting with President, Station
Manager and SU Exec.

4. At any stage in the process you may
be accompained by a colleague, friend
or relative.
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