Century STAR staff responsibilities and flow chart

The STAR staff, while committed to working as a team, recognizes that each member has his or her specific duties for completing each issue. The specific listing below serves as a preliminary guide for these staff members; however, the editorial board and/or the adviser reserve the right to assign additional duties as necessary or to adjust the format and descriptions each year based on individual strengths.

{ members of editorial board
editor-in-chief

assistant editor
managing editor
design editor
photo editor
copy editor

news editor

feature editor

opinion editor

entertainment editor

sports editor

package editor

shorts manager
business manager 

web editor
                                                                                                                       other staff positions   }          

artist

advertising manager 

ad designer

marketing manager

accountant 

staffer

distribution manager
public relations director
events coordinator

blog manager

web designer

web staffer

web programmer
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web writer

web designer

web programmer

web editor

assistant editor

artist

designers

design editor

events coordinator

public relations director

distribution manager

business manager

managing editor

photographers

photo editor

package editor

sports editor

shorts manager

feature editor

entertainment editor

news editor

blog manager

opinion editor

section editors copy editor

editor-in-chief

adviser


{editor-in-chief
The editor-in-chief is ultimately responsible for the operation of the staff and the content of each issue of the STAR. When disagreements arise amongst the staff, the ultimate decision concerning all matters rest solely with the editor-in-chief, with guidance and advice from the adviser. As a leader of the staff and of the school, the editor maintains a high profile and will strive to maintain the Tradition of Excellence of not only the staff, but of Century High School as a whole. Duties of the editor-in-chief include, but are not limited to those listed below:

• Oversees the overall operations of the staff
• Maintains order of the staff and encouraging staff members to follow the chain of command
• Enforces consequences for missed deadlines and violation of staff policy
• Proofs pages both prior to submission to printer and at the printer before publication
• Assists the adviser and the staff as needed
• Makes final decisions on all content and controversial issues or matters brought to the editorial board 

• Oversees the Century STAR website by working closely with the web editor. Although the web editor will oversee the website on a daily basis, the editor-in-chief will have the final say, with advice from the adviser, in the event of a disagreement between editors

{assistant editor
The assistant editor works side-by-side the editor-in-chief with all matters of operation of the STAR. Specifically, the assistant editor is in charge of, but not limited to:

· Assists writers and section editors with writing and leading

· Prepares for editorial board meetings by briefing editor and bringing any necessary materials

· Is editor of the package section and oversees all content, writers and issues concerned with it

· Assists editor-in-chief with assisting the web editor with the website

{managing editor
The managing editor is responsible for organizing staff events and public relations operations of the STAR by completing the following duties:

• Monitors Google Docs to make sure all drafts are posted on the day they are due
• Serves as a member of the editorial board

• Creates monthly calendar on board

• Writes ideas on board (stories, editorials, etc.)

• Writes and sends thank you cards to layout supporters

• Works directly with adviser to organize annual trips and staff events
• Responsible for public relations (advertising special editions, generating funds to pay for events/fundraising)
• Other duties as assigned by the editor-in-chief, assistant editor or the adviser
{photo editor
The photo editor will work to ensure consistency and quality of photography within the publication by completing the following duties:

• Trains staff members in appropriate camera handling and photography
• Works with staff members to assign photos needed for each issue
• Develops and maintains a system for organizing digital photo files
• Assists staffers in the selection of photos upon request
• Checks photos on all pages to ensure that they follow the editorial policy of the STAR
• Edits photos for quality as needed
• Oversees the signing in and out of photography equipment

• Works with the web editor to assign photos for the website. Photos will be updated 2-5 times a week 

{design editor
The design editor will focus on developing trendy, professional design and maintaining a consistent look and feel to the publication by completing the following tasks:

• Designs STAR flag for new year
• Develops a font library 
• Designs templates for each section
*Works with the editor-in-chief and section editors to create designs for all pages

*Works with editor-in-chief in deciding final layout and design of each issue
{copy editor
The copy editor is responsible for ensuring that all copy in each issue is of sound journalistic value, adhering to the policies for content and ethics established in the STAR handbook. The copy editor has the following responsibilities:

• Assists staff members with the writing of meaningful copy, especially by giving input during the prewriting and revision stages of the writing process
• Proofreads all copy, particularly watching for balanced coverage which tells all sides of the story, accuracy of facts, and inclusion of solid background information and meaningful quotes
• Addresses issues of editorializing in copy so that writers may eliminate it during revision
• Assists writers in developing voice in their stories while still maintaining journalistic style
• Edits for grammar, style, content and voice

• Proofreads all copy for the website, particularly watching for balanced coverage which tells all sides of the story, accuracy of facts, and inclusion of solid background information and meaningful quotes

{section editor
Assist each writer in your section with the writing of meaningful copy, especially by giving input during the prewriting and revision process. Give creative ideas as to what could be done to improve each person’s story. 

{news, feature, entertainment, sports, package
*Proofreads all copy for specific section in Google Docs, particularly watching for balanced coverage which tells all sides of the story, accuracy of facts and inclusion of solid background information and meaningful quotes

*Addresses issues of editorializing in copy so that writers may eliminate it during revision

*Assist writers in developing voice in their stories while still maintaining journalistic style

*Edits for grammar, usage and mechanics

*Meets with the editor, writer and photographer in one-on-one meetings. Needs to have read the story prior to this meeting and have suggestions prepared

*Works with editor to assign stories in specific section. 

*Checks with each writer to ensure he or she has met with the photo editor and photos are assigned

*Attends layout for specific section and stays until section is completed. Editor and design editor need to sign off on section pages

*Calls section meetings and has a plan. Must be professional and know what’s going on.

*Is on time for weekly editorial meetings (you may miss them only if you’ve told the editor and managing editor and have someone in your place from your section)
*Ensures that all copy in specific section is of sound journalistic value and adheres to the policies for content and ethics established in the STAR handbook

*Offers story ideas and content suggestions to the web editor in order to form a productive connection between the print newsmagazine and website

{opinion
*Writes monthly column

*Selects two columnists to write every issue

*Selects one guest column each month (J1 column once each semester)

*Runs editorial meetings, makes them meaningful to the whole staff. Makes sure the opinion expressed in the editorial is the majority’s opinion

*Checks all opinion pieces (sports and entertainment columns as well) for potential libel

*Makes sure artist(s) know what art needs to be done, timely

*Runs student forums when needed. Gets the right people at the right meetings. Makes sure that each forum is meaningful to the student body.

*Calls ALL people who submit letters to the editor to verify who wrote them

*Offers column ideas and content suggestions to the web editor in order to form a productive connection between the print newsmagazine and website

{blog manager

*Posts each issue’s editorial to Century STAR blog along with other possible articles in each issue

*Approves or disapproves comments 

*Responsible for promoting, building and attracting traffic to the blog

*Works directly with the editor-in-chief and assistant editor with ideas for blog and adding new content and features

*Responsible for day-to-day maintenance of blog

*Implements new ideas to continue attracting the interest of STAR readers 

*Works closely with the web editor to maintain the website blog

{shorts manager
The duties of the shorts manager include the following:

*Works with section editors to develop interesting shorts for each section

*Makes sure shorts are done, and done right

*Makes sure section reporters don’t cover their friends (or excessive second and third period students) for shorts

*Organizes shorts on server

*Works with staff artist and photographer for shorts art

*Works closely with the web editor to provide shorts ideas for the website

{artist
The duties of the staff artist include the following:
*Meets with writers to determine art needs for each issue

*Has all work completed before layout, also has own political/issue piece -- your own opinion

*Recruits artists from J1

*Draws art for the website when requested

{business manager
The business manager will oversee the operations of all business-related operations of the STAR, but will primarily be responsible for the promotion and tracking of advertising sales. Duties of the business manager include the following:

• Develops and executes the marketing plan for the STAR (ad sales by phone and in person)
• Keeps and organizes record of all ad sales
• Prepares a final sales report for each issue and makes sure ad designer gets a copy
• Serves as a member of the editorial board
• Supervises students who hold the advertising manager and public relation manager positions

{ad designer
The duties of the ad designer include the following:
• Keeps a list of all ads sold for each issue/business name, size, placement and ad location
• Places all pre-made ads on ad templates for each issue

* Builds ads using information, artwork, and logos from business when needed

*Designs advertisements for the website

{advertising manager
The duties of the advertising manager include the following:

• Updates the database of potential advertisers prior to the start of each year’s sales campaign
• Sends a pre-sales-campaign letter to potential advertisers
• Maintains organized records of all ad sale contracts and materials provided by advertisers
• Sends thank-you notes to all advertisers
• Maintains records of all model release forms for persons appearing in advertisements

{distribution manager
The duties of the distribution manager include the following:

*Maintains and prints address labels for all subscribers, the school board, Bismarck schools, and advertising

*Enlists help from other staff members and sends issues to advertisers, subscribers, the school board, and Bismarck schools (wrap in 11X17 paper, tape on three sides, insert invoice if necessary, affix label, stamp with Century High School address and bring to office – on Paper Day!)

*Counts out stacks of current issue to distribute to community businesses and Horizon Middle School and Simle Middle School

*Assigns staff members to deliver papers to businesses and middle schools on Paper Day

{accountant
The duties of the accountant include the following:

*Establishes and maintains the Century STAR Quick Books account

*Enters business contact and ad information

• Records payments for all advertisements

*Prints invoices for each issue

*Prints address labels for all businesses currently advertising in the STAR or have an outstanding balance
{public relations manager
The public relations manager will promote the achievements and activities of the staff by completing the following tasks:

• Organizes a minimum of one community service project for the staff each semester
• Reports all staff accomplishments to the local media
• Organizes a faculty/staff appreciation day once per semester
• Distributes complimentary STARs at all orientation nights and parent/teacher conferences

{events coordinator
The events coordinator is responsible for assisting with trip planning as well as providing a means for social interaction of the staff. Duties include the following:

• Assists the adviser with researching travel arrangements and accommodations for all staff trips
• Plans a minimum of one staff social event per 6-weeks
• Keeps track of all staff birthdays and oversees birthday treats and the clean up of celebrations
• Works closely with the POPS coordinator (usually a parent) to ensure layout meals and send thank you notes
• Works with the business manager to coordinate fundraisers
{staffers
Members of the STAR staff commit themselves to responsibilities related to all areas of newsmagazine production, from sales to photography and page production. Staff duties will include the following responsibilities:

{reporting and writing
• Brainstorms and researches to develop an angle for all coverage opportunities
• Provides complete coverage by addressing all sides of a story
• Writes fair and accurate stories
• Confirms all facts given in quotes to ensure accuracy
• Gathers accurate information and double checks all facts
• Writes interesting stories and information packed captions 
• Willingly revises stories and captions in order to improve the overall quality of the publication
• Uses correct grammar, usage and mechanics
• Abides by the ethical standards of copywriting and reporting 
{photography
• Composes interesting photos when assigned by photo editor
• Abides by ethical standards of photography 
{sales and marketing
*All staffers are expected to do their best to raise funds for the production of the STAR, staff trips, and incentives and activities of the staff. 
{other responsibilities
• Uses all equipment responsibly
• Maintains a neat and orderly work area and classroom environment
• Abides by school policies and the staff code of ethics while representing the staff

{web editor
The web editor is ultimately responsible for the operation of the staff and the content of the Century STAR website www.thecenturystar.com . When disagreements arise amongst the staff about the site, the ultimate decision concerning all matters rest solely with the web editor and the editor-in-chief of the STAR newsmagazine, with guidance and advice from the adviser. As a leader of the staff and of the school, the web editor maintains a high profile and will strive to maintain the Tradition of Excellence of not only the staff, but of Century High School as a whole. Duties of the web editor include, but are not limited to those listed below:

• Oversees the overall operations of the web staff
• Maintains order of the web staff and encourages staff members to follow the chain of command
• Enforces consequences for missed deadlines and violation of staff policy
• Proofs content prior to uploading to web 
• Assists the adviser and the web staff as needed
• With the agreement of the editor-in-chief, the web editor makes final decisions on all content and controversial issues or matters brought to the editorial board 

• Responsible for making sure the website is updated 2-5 times a week (updates include sports scores, photos, stories, shorts, etc.)

• Adviser will be shown all content for the website in an effort to advise the web editor and editor-in-chief about possible problems before content being posted on the web
{web programmer

The web programmer will work with the web editor and web designer on the technical development of the Century STAR website. Needs the ability to create and document a conceptual and detailed design and write a code based on a conceptual description agreed upon by the web designer, the web editor and the editor-in-chief.
{web designer

The web designer is responsible for the layout, visual appearance and usability of the Century STAR website. Produces a design that is attractive to the target user and uses a logical navigation system that efficiently and effectively features content, photography and video.

{web staffer

Members of the STAR website staff commit themselves to responsibilities related to all areas of website production including, but not limited to, content, photography and videos. Staff duties will include the following responsibilities:

{reporting and writing
• Brainstorms and researches to develop an angle for all coverage opportunities
• Provides complete coverage by addressing all sides of a story
• Writes fair and accurate stories
• Confirms all facts given in quotes to ensure accuracy
• Gathers accurate information and double checks all facts
• Writes interesting stories and information packed captions 
• Willingly revises stories and captions in order to improve the overall quality of the publication
• Uses correct grammar, usage and mechanics
• Abides by the ethical standards of copywriting and reporting 
{photography
• Composes interesting photos when assigned by photo editor
• Abides by ethical standards of photography 
{other responsibilities
• Uses all equipment responsibly
• Maintains a neat and orderly work area and classroom environment
• Abides by school policies and the staff code of ethics while representing the Century STAR website staff

{adviser
As the STAR is a limited open forum for student expression, the adviser’s tasks do not include determining or editing content. Rather, the adviser will serve as a resource to the staff by providing the following services.

• Provides instruction in all areas of journalism relevant to production of a journalisticly sound newsmagazine
• Advises students on means of improving both individual and collective work
• Challenges students to perform their best
• Acts as a liaison for organizing/coordinating events which will have an effect on other members of the school community (i.e.: STAR distribution, fundraisers, deposits to bookkeeper, etc.)
• Works with the events coordinator to plan convention and work trips
• Serves as a mediator for staff-related issues which cannot be resolved by the staff
• Acts as a liaison between the printer and the staff
• Grades student performance and the final product
• Terminates staff members if necessary

• Adviser will be shown all content for the website in an effort to advise the web editor and editor-in-chief about possible problems before content being posted on the web
{principal, superintendent and school board
The principal, superintendent, and school board recognize the STAR as a limited public forum in which they act cautiously and prudently in exercising their rights under Tinker and Hazelwood legislation, allowing students to practice their First Amendment right of freedom of press in an environment free of prior review, prior restraint and/or censorship. Their role, therefore, is to support this environment by providing the following to the Century STAR newsmagazine staff:

• A qualified journalism instructor committed to excellence in scholastic journalism
• Financial support through the funding of the adviser’s position, the providing of a classroom and classroom materials and the maintaining of up-to-date technology 
• Permission to attend workshops and conventions related to scholastic journalism at regional, state, and national levels[image: image2.png]
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