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I. What is Kohala Radio? 
 

a. Our History 

The idea of Kohala Radio has deep roots all the way back to the early 1990's in the fictional town of 

Cicely, Alaska, the home of Northern Exposure. This TV show and its radio station, KBHR 570 AM, 

captured a large Kohala audience and kindled an interesting question: could we every have a station 

here? At that time there was no interest at the Federal Communications Commission in community 

radio, so we dreamed of a rogue radio station operating illegally and housed in a roaming mobile trailer 

to escape FCC detection. It was just a dream, but it was real and had legs. 

 

The first opportunity to make Kohala Radio a reality occurred in 2007 when the FCC opened a 

window for new FM stations nationwide. A group of local residents formed, raised a little money, and 

filed our application in the October 2007 window for a 25 watt non-commercial educational FM 

station construction permit to broadcast in North Kohala. 

 

Unfortunately, there were a total of 88 applications in the State of Hawaii, eleven of which conflicted 

with our application. Since only one or two applications would be awarded a construction permit on 

the Big Island, and we were competing with larger higher wattage applicants, in early 2008 we lost out 

to Hawaii Public Radio for a repeater in Kona which was designed to cover most of the west side of 

the island. 

 

This disappointing foray taught us a hard lesson: in future windows we had better not apply unless we 

knew the game and had a good chance of winning. But we didn't give up. We decided to wait and see 

what the FCC might do next. Our Washington D.C. based attorney predicted that another window 

would open in the next several years for a different type of station: a low power (100 watts maximum) 

noncommercial educational station designed to cover smaller communities. We would be situated 

much better in this kind of competition. 

 

In the meantime, nature had given the idea of a Kohala radio station a big boost. At 7:07 am Sunday 

morning, October 15, 2006 a 6.7 magnitude earthquake rocked Kohala. It shook hundreds of local 

houses off their post and pier foundations, seriously damaged the local gym, and closed the Kohala 

Ditch for two years. All access into and out of Kohala was closed for almost 15 hours. No information 

about these conditions was broadcast by any radio station reaching Kohala. As a result, the North 

Kohala Community Development Plan (a document prepared by the community in the 2006-07 time 

frame and approved by the Hawaii County Council in 2008) called for a local radio station as a "huge 

enhancement to the community's emergency communications," and to offer benefits like 

"communicating community events and information, networking, and educational opportunities." This 

action gave Kohala Radio a strong foundation of community support and led to significant support 

from Hawaii Civil Defense organizations in the County and at the State level. Kohala Radio would 

provide emergency radio reports to Kohala for the first time in the history of the islands. 

 

In the mean time, after three years, our attorney proved to be right. President Obama, fresh from his 

Christmas get-away in Hawaii, signed the Local Community Radio Act of 2010 on January 4, 2011. 

And nothing happened until June 2013 when the FCC announced a window in October for applications 

for Low Power FM noncommercial educational stations nationwide. Only nonprofits could apply, and 

they had to have a clear record of operating in their community for at least three years. Since the North 

Kohala Community Resource Center qualified, as did the Kohala public schools, a small group of 

radio enthusiasts begin to come together to apply for the FCC construction permit as a sponsored 

project of the Center, and began the daunting task of organizing a group of community volunteers to 
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create Kohala Radio. We filed in October 2013 and this time we won the competition hands down. We 

received our construction permit in February 2014 with an on air deadline of August 21, 2015. The 

game was on. 

 

Our aim is to create a sustainable community supported, volunteer, low cost operation to provide 

programming of local interest and also a communications channel for the community to meet the needs 

for local news, information, dialogue, and, of course, to emergency communications. And as of this 

writing, in December 2015, we have our FCC license and went on the air in July 2015 . Readers with 

an interest in the details of all of the steps we've taken to get this far, the road blocks we've cleared, the 

extraordinary learning curve we've been on, and the incredible amount of work and accomplishment by 

the scores of KNKR volunteers may read the detailed notes of our general meetings on line at 

www.knkr.org. 

 

b. Kohala Radio KNKR LP 96.1 FM  Mission Statement and Core Values 

Mission 
Kohala Radio is a listener supported, non-commercial, nonprofit, community radio station in 

partnership with the Kohala High and Middle schools. We broadcast exclusively to North Kohala on 

Hawaii Island. KNKR reflects the North Kohala community by offering programming by a wide 

variety of local volunteers. We encourage cultural diversity and provide a platform for creative 

expression. KNKR promotes and broadcasts local community activities and events and presents local 

emergency broadcasting for the community. Our mission is to provide programming that attracts 

sufficient listener support to keep KNKR on the air. 

 

Core Values 

We believe that to be successful Kohala Radio must be 

 Volunteer based 

 Listener supported 

 A platform for free, open and balanced communication with an emphasis on cultural diversity 

 Supportive of programming often ignored by commercial media 

 About creative, innovative, experimental, as well as traditional programming 

 Actively seeking community based programming, volunteers, and broadcasters 

 

c. What is LPFM ? 

Low Power FM (LPFM) radio service was created by the FCC in January 2000.These stations are 

authorized for noncommercial educational broadcasting only (no commercial operation) and operate 

with an effective radiated power (ERP) of 100 watts (0.1 kilowatts) or less, with maximum facilities of 

100 watts ERP at 30 meters (100 feet) antenna height above average terrain (HAAT).The approximate 

service range of a 100 watt LPFM station is 5.6 kilometers (3.5 miles radius). 

 

LPFM stations are available to noncommercial educational entities and public safety and transportation 

organizations, but are not available to individuals or for commercial operations. Current broadcast 

licensees with interests in other media (broadcast or newspapers) are not eligible to obtain LPFM 

stations. 

 

Low Power FM stations are required to identify themselves on the air with an LP after the call sign: 

You are listening to Kohala Radio, KNKR-LP, 96.1 FM Kohala. Kohala Radio will be broadcasting at 

100 watts. 
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d. How are we organized and managed? 

We are a sponsored project of the North Kohala Community Resource Center which will hold our FCC 

License for the first three years of operations. This contract allows us to operate as a nonprofit entity. 

We will purchase the FCC license from the Resource Center by 2018 at a price equal to the cost of 

obtaining the Construction Permit and the FCC license, about $6,500, and file for an IRS 501(c)3 

nonprofit designation. At that time, we will create Articles of Incorporation and Bylaws, and will have 

a Board of Directors which will manage the policies of the organization, and a staff similar to the chart 

below, and possibly paid positions like a General Manager and Programming Director/Volunteer 

Coordinator.  

 

Currently, Kohala Radio is an all-volunteer nonprofit corporation registered in Hawaii, and is managed 

by a nine member General Managing (Core) Group. We have seven departments with volunteer 

leaders as shown in the current organization chart below. 

 
 

e. How can KNKR volunteers participate in managing KNKR? 

All volunteers are encouraged to get involved in managing Kohala Radio. If you have suggestions or 

recommendations about any aspects of the station, you may talk with any member of the Core group 

who will represent you at a Core group meeting, or set up a time for you to join a Core Group meeting 

to talk about your ideas. At this time, the Core Group includes David Ebrahimi, Bob Martin, Marieke 

McArthur, Donovan Aiona, Pete Sullenberger, John Sullivan, Karl Toubman, Annalene Williams, and 

Len Winkler, most of whom are named on the chart above with their respective areas of responsibility.  
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f. Where is our antenna? Where does our signal reach. 

Our antenna is located at about 760 feet elevation on the eastern side of a gulch near the center of the 

distance from Pololu and Puakea. Broadcasting at 100 watts from that location provides a coverage 

area from the valleys beyond Pololu to Puakea Bay. Extending our broadcast area is a 2016-17 task.  

 

g. Kohala Radio Guidelines on Being Noncommercial and Balanced 

 

On Being Noncommercial 
Most media today, both broadcast TV and radio, as well as print newspapers and magazines, devote at 

least one third of their media space to commercials and advertising. Since the primary survival tool of 

commercial media is advertising, it alone defines the nature of commercial media. 

 

Kohala Radio, on the other hand, is defined by our FCC license designation as noncommercial, and by 

our strong desire to be perceived as noncommercial to our audience. We broadcast no advertising, and 

in order to insure that we are indeed noncommercial, we must also play by completely different rules 

in how we talk with businesses and nonprofits on the air to avoid broadcasting promotional messages 

of any kind. 

 

These rules and our intention will be new to most of us who are accustomed to being in the 

commercial marketplace. And these noncommercial rules will seem, at times, well - contrived. That's 

exactly why we want to clearly explain how we intend to operate as a noncommercial entity. We need 

you to fully understand how these rules will impact your daily broadcasts at KNKR. 

 

The most common way to understand noncommercial rules is to say that we will broadcast no 

commercials, i.e. no advertising, no promotions. This is certainly true. But the noncommercial rules 

and our intent cover a lot more than that. We need to avoid even the appearance of promoting 

individuals, businesses, or nonprofits operating in the commercial market place. And, it is important 

that we maintain a consistent "noncommercial" sound throughout our broadcasting day. Here is how 

we plan to be noncommercial. 

 

First, we will be broadcasting Public Service Announcements for nonprofit organizations and 

underwriting acknowledgements for support by for-profit businesses, and these two items are covered 

by a specific rules described in our guidelines for each. The PSA guidelines are currently available. 

The underwriting guidelines and rate sheet will be issued later this year as our programming expands 

to 12 hours or more. Our guidelines require that both PSA's and underwriting acknowledgements be 

approved by the station before they go on the air, and be read exactly as written, without comments by 

our operators either before or after they read these announcements. 

 

What we cannot include in either PSA's or underwriting acknowledgments constitute a fairly short list. 

Here they are with an example for each: qualitative language - "award winning", comparative language 

- :better" or "oldest", a call to action - "visit our store", any inducement to buy, sell, rent or lease - 

"20% off", and any references to price or value - "$25 per ticket, or even the word free". 

 

If we avoid using these items in our PSA's and underwriting credits, it is likely that we will be 

broadcasting within the noncommercial rules in both cases. But what about situations which are not 

PSA's or underwriting? Even in our first month of broadcasting 5 hours a day we are already 

experiencing questions and situations that are skirting close to the noncommercial line. 
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So, the primary concern of Kohala Radio is what may happen in our day-today broadcasting that could 

be a violation of the noncommercial rules or sound like a commercial promotion. To address this 

concern, we are providing these guidelines on the following broadcasting possibilities: 

 

1) Operators who own a for profit commercial business, or who have any interest in a 

business of a relative, friend, or other relationship. If you are in this category, you must 

consciously and completely separate all of your business interests from your work at Kohala Radio. 

This means that you cannot use your position as a broadcaster to further or promote your business 

interests in any way. You cannot talk about your business on the air, or refer to it in any way. You 

cannot put your recorded Kohala Radio broadcasts on your business, personal, or friends websites, 

Facebook pages, or in any other way use these broadcasts to increase clientele, gain new 

customers, or promote your or any other business in any way. These kinds of activities will sooner 

or later convey to our audience that Kohala Radio and its operators are operating outside of the 

noncommercial requirements. 

 

2) Operators who host on their shows business owners, employees of businesses, or individuals 

who offer products or services for sale in the marketplace. This area is a slippery slope when it 

comes to the question of maintaining a noncommercial broadcast platform. Obviously we cannot 

promote any business while on the air. On the other hand, we might be able to explain a business, 

during a conversation with its owner(s), without being promotional. To do this we'll need to be 

guided by the noncommercial rules as outlined above for underwriting, and properly guide and 

shape the on-air conversations towards explaining a business vs. promoting a business by the way 

we manage the interview. 

 

OK, so we'll need to avoid the commercial no-no's. These include: qualitative language - "award 

winning", comparative language - "better" or "oldest", calls to action - "visit our store", any 

inducement to buy, sell, rent or lease - "20% off", and any references to price or value - "$25 per ticket 

or even the word free". 

 

Who has to avoid these? You the host of course, and the business representatives you are hosting. That 

means you can't say that the business has the best roasted chicken you've ever eaten, or you love the 

service or the weekly discounts, or suggest that listeners stop in and enjoy a good coffee. Nor can you 

encourage or allow your business owner guest to do this. This means making sure your guest(s) know 

the ground rules before you invite them on the air, and if they can't live within the noncommercial 

envelope, you can't extend the invitation.  

 

The second way to stay noncommercial in these cases is to focus hard on helping to explain a business 

and its products or services with another kind of conversation led by the host. We start conversations 

with these types of lead ins:  tell us about your business history, what changes have occurred over the 

years, what led you take on your business, how has your customer base changed over the years, what 

gives you the most pleasure in your day to day business life, what gives you the most headaches, where 

do you see your business in five years, what products or services do you provide, etc. etc. These 

prompts from the host lead to a better understanding of the business but do not promote the business 

per se. It's what the day to day customer would be interested in but often doesn't want to ask about with 

the business owner. 

 

And finally, the host or DJ cannot plug a local business by saying how good the pizza was last night or 

how inexpensive it was, etc. etc. As tempting as this is, like currying favor in the audience, it can 

create a lot of issues for Kohala Radio and sound commercial at the same time. Remember: 
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underwriting is the safe and preferred way that for profit businesses can be credited or acknowledged 

for their support of Kohala Radio. Any other way can lead us down an perilous path. 

 

By and large, we are not sure that our host operators, in the early stages of our broadcasting 

experience, are yet ready to pull off this type of explanational interview. As a result, if you are a host 

who wants to bring on a business owner we need to meet with you to make sure you are ready to 

conduct an interview that will go nowhere near the edge of a promotional show. Without such a 

meeting, we ask all hosts to studiously avoid business owners on their shows. 

 

3) Operators who host representatives of nonprofit organizations, sponsored projects of 

nonprofits, or fund raising initiatives like car washes or bake sales on their shows. These types 

of guests, although in the nonprofit category, may also present opportunities to sound very 

commercial. Usually the larger nonprofits or their projects will want to promote an event: so again, 

where, when, who's playing, where to get more information, etc., but no calls to action, or 

inducements to attend. Another way it will come up is in cases where organizations are trying to 

raise money for a short term cause. For example, for a car wash you can say it is is happening on 

Saturday at the Village Inn parking lot from 8am to 3 pm, and that it is to raise money for 

uniforms, but you cannot say its $15 per wash, or that it is so cheap you can't miss it.  

 

Again, if you want to invite a nonprofit representative to be your guest, we need to meet with you to 

make sure you are ready to conduct an interview that will go nowhere near the edge of a promotional 

show. Without such a meeting, we ask all hosts to studiously avoid nonprofit organizations on their 

shows. Further, as with all PSA's, providing information about a local car wash or fund raising bake 

sale should be approved by the KNKR news group in accordance with our PSA Guidelines. 

 

4) Operators who have musicians on the air in live performances. The issue here will arise 

when your band or musician wants to advertise a CD on the air. Again, the noncommercial rules 

apply. You can say that a CD is available, and say "more information is available at". If they have 

an event coming up in Kohala, you can say where and when, but not offer a ticket price. Again, 

you have to avoid the commercial no-no's listed above. No raving about the music, no calls to 

action (You've got to see these guys in action, or make plans now to see this concert), etc. etc. 

 

On the Balance Beam 

Being balanced is one of the Kohala Radio core values. We labored over this document for weeks and 

it represents the values of the station and defines what we want to be. Here they are: 

 

Core Values 

We believe that to be successful Kohala Radio must be 

 Volunteer based 

 Listener supported 

 A platform for free, open and balanced communication with an emphasis on cultural diversity 

 Supportive of programming often ignored by commercial media 

 About creative, innovative, experimental, as well as traditional programming 

 Actively seeking community based programming, volunteers, and broadcasters 

 

These are pretty much straight forward and easily understood values, but as we have listened to our 

DJ's and hosts for the last three or four weeks, it has occurred to us that we need to better define the 

word "balanced" and explain what we meant this word to represent. 
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There were two connotations in our discussions of balanced. The first was that we wanted Kohala 

Radio, as an organization in the community, to be unbiased around any issues in the community which 

is in any way controversial. There are very controversial issues, like these: GMO, boat ramp, and TMT 

where people have taken sides and have set highly solidified opposite points of view. These types of 

issues tend to come and go over time, like Helco power plants, the water line down to the coast, etc. 

etc. And there are mildly controversial issues from time to time as well: the tank at the park, a painted 

statue or not, etc. 

 

But for any of these issues that are discussed on KNKR, whether by hosts or DJ's, we want an unbiased 

and balanced point of view. Our objective is to bring light to the subject, not heat. If you have a strong 

position on any of these issues, and you cannot set these aside, then don't comment about them or 

discuss them. Even if you read "the views of the DJ or Hosts do not represent the opinions of Kohala 

Radio" advisory, don't offer your opinions on any issues that may be bubbling in the community. 

 

The second connotation of balanced is that we want shows that deal with controversial issues in the 

community, and we want them to be balanced with both sides being represented. This is more than just 

the host being impartial. We want to be sure that when shows have guests who have strong points of 

view on a controversial issue, that someone who has the opposite point of view is also represented. 

Ideally, guests from both points of view would be able to talk about the issue together on the same 

show. They would share their points of view in such a way that our audience can learn more about the 

issue and why each side feels the way they do. Again, more light, less heat.  

 

An alternative approach is to schedule one side first on one show, with a plan in place to have the other 

side on a show in the near term, and the date and time of this second show would be announced clearly 

in the opening of the first show (and repeated at the end of the first show) to make sure that our 

approach is understood to be balanced. Obviously, the two-show approach will be probably be the 

easiest to moderate.  

 

An important final  point is: we want this type of programming dealing with controversial issues 

because we think the community will benefit from it, and our audience will embrace a forum which is 

not based on yelling and screaming like many community meetings we have all attended over the 

years. So we need to develop the skills needed to do it in a balanced way. 

 

Since the skills needed to host a show on a controversial topic and remain balanced may not exist in 

our early weeks of broadcasting, we would ask that hosts who want to schedule this type of show meet 

with us to make sure you are ready to pull this off in a balanced way. We can help with ideas, offer 

alternative ways to do the interview, suggest who might best represent each side, etc. But without such 

a meeting, we ask all DJ's and hosts to avoid controversial guests or material on their shows. 

 

II. Radio Broadcasting : An Overview 
 

Radio waves were detected as early as the 1880s and within ten years Guglielmo Marconi was 

broadcasting telegraphy across the English channel. Though Marconi is widely credited with the 

invention of modern radio, his patent was overturned in 1943 by the Supreme Court, in favor of Nikola 

Tesla. Tesla, one of the 20th century’s most important inventors, is also credited with the invention of 

alternating current, vacuum tube amplifiers, and the electromagnetic motor. 

Radio was almost immediately accepted as a means of communication and by 1912 US law required 

ships to have licensed two way radios. In 1919, the radio monolith Radio Corporation of America 
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(RCA) was incorporated to control the burgeoning number of patents owned by General Electric, 

AT&T, Westinghouse, and United Fruit. 

The first commercial radio broadcast was by station KDKA of Pittsburgh, founded by Westinghouse in 

1920. AT&T began “toll” broadcasting in 1922 with a ten-minute message promoting the sale of 

apartments in Long Island. 

 

The first radio station in Vermont was a commercial station started in 1922 by the Vermont Farm 

Machine Company in Bellows Falls to advertise the company’s products at fairs. Built and run by 

Charles Doe, the Vermont Farm station’s broadcasts could be heard as far away as Ohio! 

The Federal Communications Commission was established by the Communications Act of 1934, the 

purpose of which is defined in the Act’s opening paragraphs: 

 

For the purpose of regulating interstate and foreign commerce in communication by wire and radio so 

as to make available, so far as possible, to all the people of the United States a rapid, efficient, Nation-

wide, and world-wide wire and radio communication service with adequate facilities at reasonable 

charges, for the purpose of the national defense, for the purpose of promoting safety of life and 

property through the use of wire and radio communications, and for the purpose of securing a more 

effective execution of this policy by centralizing authority heretofore granted by law to several 

agencies and by granting additional authority with respect to interstate and foreign commerce in wire 

and radio communication, there is created a commission to be known as the "Federal Communications 

Commission", which shall be constituted as hereinafter provided, and which shall execute and enforce 

the provisions of this chapter. 

 

III. Why Are We Doing This? 
 

Without listeners, radio is silly. It's mumbling to yourself, performing to an empty theater,  shouting at 

the moon. It is not communication at all. But what if just one person is listening out there? Doesn't that 

make it all worthwhile? If we reach out in the night and touch that one person, and really make a 

difference to him or her...Isn't that what it's all about?  

 

No, actually that's what your telephone is for. 

 

To use the radio to communicate with one other person is way out of proportion. It's like lighting your 

cigarette with a blast furnace, ringing the doorbell with an H-Bomb, printing thirty thousand copies 

and only distributing one or two. It's a waste of resources. And it's expensive. So when you are given 

control of this broadcasting machine, don't feel guilty about communicating with many, many listeners. 

You're supposed to. 

 

You may, if you like, imagine that there is just one person you're talking to. In fact, that's an old radio 

trick--to visualize just the one person you're talking to--but it's nothing more than a trick, a training 

device, because you'll have hundreds (or thousands) of listeners. 

 

Are you supposed to play the commercial radio game? Do we want the largest possible audience? Are 

you supposed to please "the masses"?  No way! Remember, you're looking to air great stuff that is not 

popular enough to make it on commercial radio. Most people definitely will not prefer community 

radio for their radio listening. It's not the station's goal, nor should it be yours, to aim to please 

mainstream taste. You will be doing fine if only 10 out of 100 citizens enjoy what you're doing. The 

other 90 can listen to something else. But do try to put together a coalition of ten in a hundred.  
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First let's look at a couple of conceptual ideas for putting a music show together. Remember putting 

together a music show that makes sense and flows, takes planning. Two key areas to consider are 

VARIETY, not randomness, and CONTINUITY, not monotony. The music shouldn't sound as if you 

just threw together a list of songs. Don't add music just to fill up a set, pick your music with a purpose 

behind it. Musical sound shouldn't be stagnant. Playing two symphonies back to back or four guitar 

pieces in a row makes for dull listening. There are a variety of ways to go from piece to piece, 

including: matching music by instruments/ instrumentation, feeling/mood, tempo/energy level, density, 

lyrics, etc. 

 

Plan your music in segues (transitions from one song to another) or sets if you can. Try to have a 

reason or purpose why you play songs together. Some ways to do this are: 

1. Sociological - musicians, songwriters, solo artists, old group members, etc. Album covers are 

helpful here. 

2. Musical - melodic line or riff from Song A suggests one from Song B. 

3. Textural - ending of A fits into the beginning of B. 

4. Impressionistic or esoteric - unexplainable connections or connections which are so personal that 

they can only be connected in the context of your personal experience, maybe you can share that 

experience with your listeners. 

5. Conceptual - lyrics, title, content of Song A relates to B. 

6. Temporal - two songs from the same time. 

7. Geographical - two songs from the same place. 

8. Stylistic - two songs in the same musical style, or having stylistic similarities. 

9. Historical Comparison - two versions of the same song from different times or genres. 

10. Contrast - any time you play a song which you begin to feel is not working, or if you get to far 

into one musical style - a radical shift to the logical opposite sound clears the air and redeems 

you, also, shock value cannot be underestimated. 

11. You can mix these kinds of connections and create other kinds; stretch these suggestions to the 

limit. 

 

The trick is to make connections all the time, write them down (don't use the same one over and over), 

build up ideas for segues, then sets - use a string pair as a centerpiece of a set and connect songs on 

either end - work outwards from such pairs - organize all your material to be used in one show or tape 

before the show - then you not only are building sets but creating an OVERALL FLOW for the whole 

program. Organize a whole program around a theme, loose or tight concepts, or around a single rule - 

see how far, deep and high you can go. Use the other programmers for ideas, but don't copy - neither 

should you keep great ideas to yourself. 

 

Whatever it is, the question you should ask yourself before you cue up a song is: "Does this make 

sense?" Sense both in terms of what's come before it as well as what goes after it, and sense when 

looked at as an integral part of the overall show sound.   

 

A large part in creating excellent programs is recognizing your audience. While you may be an expert 

on a particular sub-category of music, your audience, in general, is not. Stations like ours tend to 

attract fanatics. There is a fanatic lurking in each of us, and the freedom of radio programming at our 

stations can be a perfect medium for nourishing that part of our souls. But beware, it can get out of 

control. 

 

EXAMPLE: You started listening to Dave Brubeck when you were 15. Now, 20 years later, you feel a 

certain historical affection for mainstream jazz of the 50s, but it's too familiar; it's personally not 
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challenging. You play mostly Roscoe Mitchell these days, both at home and on your jazz program. 

(Point of information: Roscoe Mitchell is unquestionably a master musician, an avant-garde artist of 

the very first order, but his music is nasty sounding to 99.7 out of 100 people (maybe 80 out of 100 

community radio listeners). 

 

In the above example, the jazz programmer may play excellent music over the air, but it can be too 

much!  It is fine to provide unusual, esoteric music or viewpoints on your program.  Your station may 

be the only station for these to get aired.  But do so with the intent of educating your listeners, not 

sharing with your fanatical friends.  Play esoteric material in small doses and in some context to make 

it more palatable to the uninitiated.  If you don't, the music director or program director may call you 

aside and suggest a more widely-appealing approach. They may suggest you alter the content towards 

gaining more listeners, or leave as a regular programmer. There may be a clash of opinion (conflict!!) 

appeals, compromise, or separation. It happens.  Just as there is conflict between excellence and 

popularity. Since there are many people around the station with special interests, the balance between 

excellence and popularity is the most difficult and yet the most necessary for successful programming 

at your station. 

 

Now back to the delicate balance between excellence and popularity.  First, let it be said that you are 

supposed to serve the listeners. This is probably the fundamental expectation of a programmer.  When 

someone spins the dial on their radio and listens a few moments to the station, they are interested or 

they are not.  If the person tunes into the station, time after time and is repeatedly rewarded in their 

personal way, that person will support you. If not, they won't... and they shouldn't. Simple, right? 

 

Additional Tidbits... 

 A good announcer will build audience more slowly than a bad one will drive it away. 

 If you have nothing to say, don't say anything. 

 If you have something to say, speak up, speak clearly, and make sure you are understood. 

 Think ahead; plan interesting breaks. 

 Relax, be yourself. 

 Don't talk with friends in the control room while you are on the air. Your full attention is always 

demanded and appreciated.  

 Read all copy to yourself before reading it on the air. This prevents the reading of things that are 

out of date or that do make sense. Speaking of PSAs, very simply, SIMPLIFY them. Streamline 

the announcements. Instead of a dry announcement try--"Here's something that sounds like fun. 

It's a book sale sponsored by Saint Joseph's Church, and if offers a wide selection of used 

books at rock bottom prices. That's this Saturday, beginning at 9am at Saint Joseph's Church 

located at 3415 16th Street." 

 If there is a chance that you might forget a bit of relevant information while on the air, write it 

down. 

 

Here are some simple mechanical suggestions to eliminate a lot of thumps, bumps, and other 

assorted noises from going out on the air. 

 Always turn the microphone switch on, then turn up the fader before talking. Turning the mic 

switch on when the fader is already up produces a disturbing ambience change. 

 Always turn down the microphone before turning it off or starting any other piece of equipment. 

 Do not apologize for mistakes you make, it only draws attention to them. 

 Check records for scratches and dust before you play them. 

 Watch your levels. Try to keep them peaking between 80% and 100%. 
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 Keep dead air to a minimum, it is annoying for listening.  

 If occasional biological disturbances should occur, close the microphone for the duration 

  

Remember these simple on-air suggestions: 

 Vary the way in which you back announce songs. Avoid saying, "Well, we just heard...," or "All 

right, we just heard...," or "OK, we just heard. to...," or "and before that we heard...and before 

that... and before..." Be creative and vary your announcing style. 

 Do not develop voice idiosyncrasies (the grunts, umms, and uh huhs). 

 Avoid clearing your throat on the air. Watch out for lip smacking and swallowing sounds. If you 

need to do these things, turn down the mic first. 

 Avoid sounding sing-songy. 

 Avoid breathing heavy into the mic. 

 Avoid raising your voice at the end of a phrase or sentence so that you sound like you're asking a 

question. 

 Do forward promotion for shows coming up after yours, and on the same time as yours on a 

different day. 

 Knowing what's up technically, and running a tight board are very important. Some good 

questions to ask when coming on: What isn't working in the studio?, notate what is broken for 

others. 

 Diversity of programming is important. 

 Play something you don't usually play. 

 Preview albums and learn different genres of music. 

 Be enthusiastic about what you play. If you are bored, the listener probably is too.  

 

We want to credit Doug Sweet and KMHD for this section. Some of the above material was drawn 

from handbooks at KPFA, WORT, KDNK, WYSO, KPRN, KDUR, KAOS, and the Public Radio 

Program Directors Handbook. 

 

IV. Broadcasting Law & The FCC 
 

a. FCC Booklet: The Public and Broadcasting 
The FCC has published this very informative and succinct booklet which you will find in the on line 

studio. It is essential that our DJs and Program Hosts review the materials provided by the FCC and 

familiarize themselves with the laws affecting our station.  

 

b. Public Radio Legal Handbook 
Kohala Radio volunteer must abide by all FCC laws. Failure to do so will result in disciplinary action 

and even expulsion if violations jeopardize our license. A brief review of the FCC laws is part of this 

manual. The Public Radio Legal Handbook is available at the station. This document provides detailed 

information about all of the FCC laws. 

 

c. Free Speech and Its Limitations 
Kohala Radio supports the provisions of the First Amendment protecting free speech, as such speech is 

limited by federal, state, and local law and further governed by the parameters of the FCC license 

under which we operate. A knowledge of these laws and codes is the responsibility of each Program 

Host. In addition to these provisions, we recommend reasonable courtesy to all members of our 

community in the creation of the programming to be broadcast on KNKR. 
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d. On-Air Conduct 

All on air programmers of Kohala Radio are required to conduct themselves in a professional manner. 

Your conduct on air is a direct reflection of Kohala Radio and you will be held responsible for any on 

air offensive behavior, rudeness, attacking listeners or on air guests, anger, and other inappropriate or 

offensive acts. 

 

e. Obscenity/Indecency/Profanity 

The broadcasting of obscene or indecent material is prohibited by law. The maximum penalty is a 

$25,000 fine, a one-year jail sentence or both. There also may be FCC administrative sanctions, 

including fines and the revocation of any broadcasting licenses. A section beginning on page VI-3 in 

the Public Radio Legal Handbook is well worth reading on this subject. You must familiarize yourself 

with these regulations to obtain and maintain certification to broadcast on KNKR, and you must 

carefully insure that your broadcasts are not in violation with these rules.  

 

f. Plugola and Payola 

The rules concerning Plugola and Payola policy are found in Sections 317 of the Communications Act 

and the Commissions Rule 73.1212. As indicated in Section 503, violations of these could result 

include a fine of up to $10,000.00 and imprisonment of up to one year for each offense. As an on air 

programmer you should fully disclose any potential conflict of interest to the Volunteer Coordinator or 

Programming Committee, and you cannot: 

A. accept money, services, goods, or any valuable consideration from individuals, organizations, 

associations, or other entities to broadcast a program or program material, or; 

B. promote any activity or matter in which you have a direct or indirect financial interest, provided 

however that this shall not prevent you from reading the Community Calendar, Public Service 

Announcements, or other special news and information bulletins prepared pursuant to, and read in 

conformance with, existing radio station policy concerning such calendar and bulletin readings. 

 

g. Station Logs 
As a licensed station we are required to maintain Station Logs in which detail of the following are 

maintained both for use of the station and for inspection by the FCC: all antenna checks, reports of 

equipment malfunction, Emergency Alert System (EAS) activations consistent with applicable law by 

the FCC covering low power FM stations - see Section I, Paragraph B, and Section III, Paragraph D of 

the Low Power FM Station Self Inspection Check List.  Copies of our required logs will be available in 

the on-air studio each day. These logs are the property of the FCC; they are legal documents, and as 

such, must be completed in blue or black ball point ink and with complete effort of validity. All 

discrepancies and errors in the logs must be lined out and corrected, dated and signed by the originator. 

Falsification of log documents is a Federal offense. Keeping clear logs also helps the station 

understand equipment malfunction trends, and provides details of what happened on a particular shift 

to better understand "incidents" reported by listeners. 

 

h. Station IDs 

Stations must make identification announcements when they sign on and off for the day. They also 

must make the announcements hourly, as close to the hour as possible at a natural programming break. 

Official station identification includes the station's call letters followed by the community or 

communities specified in its license as the station's location. Between the call letters and its 

community, the station may insert the name of the licensee, the station's channel number, and/or its 

frequency. No other insertion is allowed. An appropriate station identification for our station is 

“KNKR LP 96.1 FM, Kohala Radio” See section V d. for more details.  
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i. The Emergency Alert System and Tests 
All stations, including LPFM stations are required to participate in the Emergency Alert System 

(EAS).They must install and operate FCC-certified EAS decoding equipment, and station personnel 

must pass any national emergency messages on to listeners in accordance with the FCC's EAS rules. 

LPFM stations are  required to install EAS encoders. A copy of the FCC EAS Handbook and the State 

of Hawaii EAS Plan are available at the station. Emergency alerts for KNKR are broadcast 

automatically by our EAS System. All DJ's and Hosts are required to with the EAS system and its 

alerts (as indicated by the light in the on air studio), how to acknowledge these alerts on air, and how  

to respond to the broadcast requirements in an emergency. 

 

j. On-air Mentions of Musicians, CD releases, Events or Club Dates, Venues 

As an on-air programmer, do not promise anyone anything.  KNKR is perfectly willing to support the 

local music scene and local artists, but we need to do so legally, fairly, and on our own terms. It is 

illegal for a non-commercial station to give the ticket amount unless it is our own event, and it is illegal 

to give specific information or direct people to attend an event. This kind of information makes the 

mention a commercial and KNKR is a non-commercial station. 

 

 Casual mentions of music, musicians, concerts, and venues will ONLY consist of: 

A. Name of musician or name of band 

B. The name of the club, venue or hosting agency 

C. The day and time of the event. 

Do NOT give the address. 

Do NOT talk about the food they serve or the last time you were there.   

Do NOT talk about what a great place it is to see music. 

Do NOT give out the ticket price or where to get tickets. 

Do End with a phrase like this: "For more information, check out our web site at KNKR-dot-

org." or,  "You can always call me here at KNKR at 889-5657 and I can give you more 

information."  

 

Material for on air broadcast must have an initialed AUTHORIZED BY KNKR to be used for 

broadcast. (You may find other, un-authorized material there from time to time and if you get phone 

calls, it is perfectly ok to give out info over the phone.) 

 

If you are approached or called by a musician or venue anywhere either in the station or out, and you 

think you want to do an interview or talk about the club date or pass on more extensive information, 

you must get prior authorization from the Programming Director/Volunteer Coordinator before saying 

anything on-air as a programming element. This may take a day or more. 

 

IN SUMMARY: Casual mentions of information about a CD, an artist, a place are OK, but must be 

limited by the rules above. If you have any doubts, call the Programming Director/Volunteer 

Coordinator to discuss the situation before going on-air with the information. 

 

k. Underwriting Announcements 
Underwriting is money, goods or services provided by businesses and not-for-profit organizations in 

support of Kohala Radio. Per FCC rules, all such gifts must be acknowledged on the air; there are 

specific and differing rules for non-profit and for-profit businesses. Full compliance with FCC rules on 

underwriting is the standard at Kohala Radio. Underwriting policy is determined by the Fund 

Development & Administrative Director. As an on-air programmer, you job is to read the underwriting 

sponsorship announcement exactly as it is written with no additional comments before or after it is 
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read. Any other commentary could cause a serious FCC violation and subject yourself and KNKR to 

serious FCC penalties. Requests for underwriting should be referred to the Fund Development & 

Administrative Director.  

 

l. Public Service Announcements (PSA's) 

Similar to Underwriting announcements, PSA's must comply with FCC rules. At Kohala Radio, every 

PSA must be explicitly approved, word for word, by the News Department Director. Under no 

circumstances should Operators accept and read PSA's without this approval. Like Underwriting 

announcements, as an on-air programmer, you job is to read the PSA exactly as it is written with no 

additional comments before or after it is read. Any other commentary could cause a serious FCC 

violation and subject yourself and KNKR to serious FCC penalties. Requests for a PSA should be 

referred to the News Department Director in accordance with the Kohala Radio PSA Guidelines. 

 

m. On-Air Telephone Conversations 

On-air telephone conversations are permitted so long as they do not include any inappropriate material. 

Before recording or broadcasting any telephone conversation, the DJ / Program Host must clearly 

notify the other party and receive that party's permission to record and/or broadcast the conversation. 

Answering an incoming phone call in the on air studio with "Hi, you're on the air at KNKR" will 

satisfy this requirement. Because KNKR has no delayed phone in line, all incoming and outgoing calls 

must be instigated or solicited personally by the host and all inappropriate language is the full and sole 

responsibility of the host. 

 

V. Kohala Radio Broadcasting Policies 
 

a. Volunteer Requirements 

1. Volunteers 

 Must be a Donor no later than two months after beginning work in any calendar year 

 Recognized in all written material and reports 

 May apply for broadcast programs 

 Access to KNKR Training Program for Broadcast Certification 

 Eligible for any volunteer roles consistent with qualification and skills 

 Expected to take on some items from the list of volunteer tasks 

 Volunteers are required to sign a KNKR Waiver of Liability and Indemnification Agreement 

before working in the Station or at our Transmitter site. 

 Broadcast volunteers will be required to pass a written test and sign a broadcast agreement. 

 

2. Student Volunteers 

 Must be enrolled in a North Kohala school or live in North Kohala 

 Must be a Donor during a school year (tax deduction for adult tax filing) 

 Recognized in all written material and reports  

 May apply for broadcast programs 

 Access to KNKR Training Program for Broadcast Certification 

 Eligible for any volunteer roles consistent with qualification and skills 

 Expected to take on some items from the list of volunteer tasks 

 Student Volunteers and their parent or guardian are required to sign a KNKR Waiver of Liability 

and Indemnification Agreement before working in the Station or at our Transmitter site. 

 Student broadcast volunteers will be required to pass a written test and sign a broadcast 

agreement. 
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b. Programming 
Kohala Radio is an open format station. Programming Policy is determined, from time to time, by the 

Programming Committee. Please review the sections, Mission Statement, Core Values in Section I. b. 

for further information about our programming policy. 

 

c. Broadcaster Meetings/Training 

All broadcasters are required to attend the regular Program meetings/training. Review of updates to the 

Kohala Radio Training Manual, lessons concerning FCC Regulations, and significant updates and 

additions to these KNKR broadcasting policies, procedures and equipment will occur at these 

meetings. It is extremely important that all broadcasters either attend these meeting or in cases of 

schedule conflicts make arrangements to obtain these updates from the Programming 

Director/Volunteer Coordinator. 

 

d. Show Content and Station Identification Announcements (Station ID) 

EACH HOUR of programming airing on KNKR shall include the following: 

1. LEGAL STATION ID at the top of the hour (between two minutes before and two 

minutes after the hour), spoken or prerecorded 

2. STATION ID no less than three times, spoken or prerecorded 

3. At least two public service announcements 

4. The FCC requires each station to make identification announcements (legal IDs) at the 

beginning/end of each broadcast day and at the top of each hour (within two minutes before and two 

minutes after the hour). 

The official ID must contain the station's call letters, followed by the city of license: 

KNRK LP 96.1 FM, Kohala Radio. 

 

e. Orientation and Training 

All DJs, Program Hosts and Operators with shows on KNKR must submit a DJ/ Programmer 

application and demo of show (please see KNKR.org / volunteer application ) and successfully 

complete an orientation and training course provided by the station. At the end of the orientation and 

training a short written test must be passed. Pending results of application approval, air check and test 

and available air-time, the DJ/Programmer will be ready for a show. 

 

f. Disclaimers 

It is station policy that KNKR will take no editorial stand. Therefore, whenever an opinion is expressed 

on the air, it must be made clear that the opinion is not that of KNKR. In such cases, announce the 

following disclaimer: “The views and opinions expressed in this program are those of the speaker 

and do not necessarily represent those of KNKR – LPFM, its management, staff, or underwriters." 
 

g. On air Appeals and Airing Dirty Laundry 

Under no circumstances may a broadcaster appeal to listeners on the air regarding decisions made by 

KNKR volunteer directors or committees. Complaining or “airing dirty laundry” over the airwaves is 

considered substandard programming and only serves to alienate our listening audience. Similarly, 

publicly criticizing or questioning the volunteer directors and their decisions in social media on line, 

although within any volunteer's rights, will serve no constructive purpose in resolving issues internal to 

the station. If you have grievances, concerns, or issues on any facet of Kohala Radio, you are 

encouraged to discuss them with Program Director/Volunteer Coordinator, or you may request time 

with the Core Managing Group. The Core Group will welcome your commentary about the station, 

and will work hard to meet your needs consistent with our mission and core values. 



17 

 

h. Upcoming KNKR Events 

Broadcasters have a responsibility to promote upcoming shows and events at KNKR at some point 

during their air shift. This includes playing scheduled promotional spots and playing the music of 

upcoming performers.  

 

i. Substitutions 

When you can't make your show, try to give appropriate notice (minimum 24 hours) to the Program 

Director/Volunteer Coordinator. It is your sole responsibility to find a suitable substitute, and to inform 

and agree with the substitute on the format of your show. In emergency situations, you must notify the 

Program Director/Volunteer Coordinator who may be able to help you arrange for a substitute, or as a 

final resort arrange for an encore performance of a previous show.  

When you substitute for another broadcaster, you are required to stick to the format and feeling of that 

program unless mutually agreed. Let the listeners know that you are substituting, for whom, and the 

name of the program. 

 

j. Donations Received at the Station 
All donations (monetary and otherwise) received at the station should be given to the Fund 

Development and Administrative Director of the station. The donor's name and address should be 

 recorded, and a thank-you letter and/ or receipt for tax purposes will be mailed within three days from 

the North Kohala Community Resource Center. 

 

k. Emergencies 
KNKR volunteers are responsible for responding to the following emergencies in the following 

manner: 

 

 Fire: evacuate the premises immediately. From a safe place, call the fire department or 911. 

 

 Station Security: evacuate the premises immediately. From a safe place, call the police 

department or 911. 

 

 Technical: using the emergency call list located in the on air studio, call the names listed for 

Equipment malfunction until some is reached. Record all technical incidents or malfunctions in 

the Station Log. 

 

l. Giveaways/Contests 
At this early stage of our development, the General Managing Group has determined that receiving 

giveaways from individual donors or businesses is beyond our ability to manage appropriately. During 

this period we will accept giveaways from any source only after consideration and approval by the 

General Managing Group. As we mature as a station, and introduce our Underwriting Policy in 2016, 

our giveaways policy may change so that acceptance could be a routine occurrence for the station. At 

that time, materials may be periodically given to Kohala Radio for use as giveaways or contest prizes. 

Giveaway/contest winners would be prohibited from receiving additional giveaway/contest material 

within 30 days of last receipt of giveaway/contest material (names of all winners of giveaway/contest 

material are to be kept on file for this purpose). Family of active KNKR members would be prohibited 

from participating in giveaways/contests (except with special permission from the General Managing 

Group. Should we receive giveaway items in the future, never assume that something is "up for grabs"; 

if you are interested in an item and think there may be extras for staff, ask the Program 

Director/Volunteer Coordinator. More on this subject later. 
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m. Illegal Substances/Alcohol/Tobacco 
The use of alcohol and/or illegal substances is prohibited on station property; smoking is prohibited 

within the building and within 20 feet of the building. Notwithstanding the previous requirements, 

alcohol may be present at special events if sanctioned by the General Managing Group. Any member 

found to be broadcasting while under the influence of alcohol and/or illegal substances or smoking in 

non-smoking areas will be subject to disciplinary action. 

 

n. Respect of Equipment, Station Property and Station Members 

All members of KNKR are expected to treat all facets of KNKR with respect. Care should be taken 

with equipment and other station property. All members of the station and of the community at large 

should be treated in a courteous manner. All hosts will sign the ON Air Operators Contract. Failure to 

comply with this policy will result in the filing of a grievance and/or disciplinary action. 

 

o. Keeping the Station Clean and Organized 
Every volunteer is responsible for cleaning up after his or her session. This includes putting away any 

materials used for broadcast, any food/drink left in the common room area, items in the large group 

studio, or, if appropriate, resetting all equipment used during the session. The station should be kept 

clean and neat at all times and no expectation should be made that someone else will straighten up a 

mess you have made. For health and sanitation reasons, no animals are allowed inside the station. 

 

p. Studio/Station Hours  
Though the goal of KNKR is to be on the air 12 hours a day, 365 days a year, regular station business 

hours are from 8:30am to 5:00pm Mondays through Fridays. Currently we do not have the volunteer 

staff to man the office daily. Operators on duty when no one is in the office should make every effort 

to greet visitors, identify their interest in the station or reason for visit, and help serve them as 

appropriate. 

 

q. Visitors 
All visitors are subject to all KNKR policies and are the responsibility of the staff member who invites 

them. The staff member, by bringing a visitor into the station or allowing a visitor access to the studio, 

takes on the responsibility for any problems that may occur. Visitors must sign in; unless otherwise 

agreed in writing by the General Managing Group, and no more than two visitors are allowed in the 

studios or record library at any time.  

 

r. Theft/Vandalism 
Unauthorized use or intentional misuse of any property of Kohala Radio will result in immediate 

disciplinary action, including but not limited to the immediate revocation of broadcasting privileges. 

Borrowing any station materials or property without written permission of the station manager or, in 

the absence of a station manager, the Chair of the Programming Committee will be considered theft. 

Vandalism will not be tolerated. Vandalism includes unreported accidental damage of equipment and 

in this regard ALL malfunctions must be reported in the Station Log. 

 

s. Broken/Defective Equipment 

Any and all broken or defective equipment must be reported as soon as possible to the Engineering 

Dept. The equipment broken and the nature of the defect must be noted on the Program and Technical 

Comments/Discrepancies section of the daily log, along with the reporter’s name, signature and date. 

Failure to report malfunctions leads to problems for other DJs/Programmers and could lead to further 

damage. Please always report malfunctions without fear that you will be held responsible. Accidents 
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happen. Equipment breaks. But without a prompt report of equipment malfunction or facility problems, 

quick repairs cannot happen. 

 

t. Equipment Care 

Please handle the equipment with care—use common sense. Some specifics: do not tamper with the 

audio console settings unless authorized to make adjustments. Treat all buttons, dials and switches, 

headphones and microphones with care; be careful while handling CDs, and records. It’s EVERY 

member’s responsibility to report all equipment failures and malfunctions accurately in the station log 

and to the Program Director/Volunteer Coordinator. Always leave the broadcast studio and music 

library in as good a condition or better than you found it. Complete all logs. Throw all litter in 

wastebaskets and remove all of your belongings from the studio as you leave. Re-file all recordings in 

their appropriate location before departing. 

 

u. Headphone Use 
VERY IMPORTANT! To ensure the quality of our broadcasts, headphones must be used by 

DJs/Programmers every time they speak on the air. 

 

v. Leaves of Absence 

Leaves of absence are required when a broadcaster anticipates being unable to fill his/her air shift for 

longer than six programs or six calendar weeks, whichever is less. Broadcasters who wish to take a 

leave of absence must notify the Program Director/Volunteer Coordinator at least two weeks in 

advance of the proposed leave and nominate a substitute. The Program Director/Volunteer Coordinator 

reserves the right to approve the substitution. Extensions may be granted by the Program 

Director/Volunteer Coordinator for exceptional circumstances. 

 

VI. Investigative & Corrective Action for FCC Rules and Policy Violations 
 

a. Process 

Step 1. The Volunteer Coordinator/Programming Director (VC/PD) will promptly (target: within 24 

hours of the violation) investigate all cases of failure to follow FCC and KNKR broadcasting policies 

listed in Section V. above, including a discussions with the volunteer who is involved in the infraction. 

This first discussion is to gain an understanding of the circumstances of the violation and the 

commentary offered by the volunteer which may or may not mitigate the violation. General Managing 

(Core) Group members, upon learning of an infraction should immediately notify the VC/PD, but 

should refrain from discussion of the infraction or incident with the volunteer involved or with any 

other KNKR volunteers until Step 2. If the VC/PD is unavailable to handle a case within the targeted 

time frames of this plan, the Fund Development and Admin Coordinator (FD&AC) should be notified 

and will manage the case according to these guidelines. 

 

Step 2. The VC/PD (or the FD&AC) will then promptly (target: within 24 hours of the completion of 

the investigation in Step 1) convene a meeting with the General Managing (Core) Group to: a) explain 

the violation and the input from the volunteer concerning the violation, b) outline a proposed corrective 

action or discipline for the case, and c) solicit commentary from the group concerning the case, 

including suggestions concerning the corrective action or discipline. In this step, if any members of the 

General Managing (Core) Group cannot make the meeting, comments may be made to the VC/ PD (or 

the FD&AC) by phone, message, or email. Regardless of the number of participating members, the 

VC/PD (or the FD&AC) will make the final decision concerning the corrective action or discipline. 

After this meeting the General Managing (Core) Group members should refrain from discussions with 

the volunteer involved or with any other KNKR volunteers about the incident. 
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Step 3. The VC/ PD (or the FD&AC) will promptly (target: within 24 hours of the completion of the 

investigation in Step 2) meet with the volunteer and explain and implement the corrective action or 

discipline. At the discretion of the VC/ PD (or the FD&AC), one or more members of the General 

Managing (Core) Group may be invited to participate in this step.  

 

Step 4. The VC/ PD (or the FD&AC) will promptly (target: within 24 hours of the completion of the 

meeting in Step 3) inform the General Managing (Core) Group of the results of Step 3. 

 

b. Proposed Disciplinary or Corrective Actions 

If found to have failed to follow any FCC laws or station policies, the volunteer or on air programmer 

may receive a verbal and written warning, suspension, or dismissal. At the end of any suspension, 

reinstatement is contingent on a written letter of apology and a satisfactory meeting with the General 

Managing (Core) Group. 

 

As a general guide, although serious or extremely damaging offenses and violations of KNKR rules 

and regulations or FCC regulations and compliance issues may be met with immediate removal, 

particularly when the volunteer demonstrates a strong attitude contrary to the best interests of Kohala 

Radio and our Mission Statement, our  preference is to follow these disciplinary steps for all violations 

of the rules and regulations contained in this Handbook that are deemed moderate or lesser offenses: 

 

 1st offense: Immediate written warning and re-education. The warning will be entered into the 

broadcaster’s file. The warning will stay in effect for one (1) year. If a broadcaster’s first offense is 

followed by a period of one year without further offense, the broadcaster may petition the General 

Managing (Core) Group for removal of the written disciplinary action form his/her file.  

 

In addition, since experience has demonstrated that most offensive events are not intentional. 

completion of a defined educational study of FCC and KNKR policies and regulations will be required 

for programmers that find themselves subject to disciplinary procedures. At the completion of this 

study, the volunteer will need to pass an oral exam concerning this material administered by the VC/ 

PD(or the FD&AC). 

 

 2rd offense within one year: Three (3) month suspension from the station and loss of all air shift 

assignments. Suspension will be documented and kept permanently in the broadcaster’s personnel file. 

During the suspension period, the volunteer may not participate in KNKR broadcasting (including 

substitutions). After the suspension period, broadcaster may apply for open air shifts as they become 

available. 

  

 3rd offense: Any additional offense after receiving a suspension will result in automatic 

dismissal. Dismissal is permanent and includes revocation of KNKR broadcast certification. 

 

c. Record Keeping 

The VC/ PD (or the FD&AC when handling a case in the absence of the VC/PD) is responsible for 

maintaining copies of all documentation required in this section. 

 
d. Appeals to Disciplinary or Corrective Actions 
All disciplinary or corrective actions described in this section and taken by the VC/PD (or the 

FD&AC) may be appealed. The volunteer appealing must submit, in writing, the basis for the appeal to 

the General Managing (Core) Group within two weeks of the disciplinary or corrective action and 
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should include the reason or rationale for granting the appeal. The General Managing (Core) Group 

may schedule a meeting with the appellant, and will rule on the appeal as soon as possible. That ruling 

will be final. 

 

VII. The Studio and Equipment Information 
 

1st Signal Path 

It is important when learning about audio engineering to first acclimate yourself to the notion of 

SIGNAL PATH. Signal Path is the path taken by a signal from its source across wire and equipment, 

to its ultimate destination. In the examples before you, we will discuss the path from simple sound 

sources (CD Player or a microphone) to their ultimate destinations on our listeners’ radios. At times 

we’ll discuss only a portion of that path. 

Though the metaphor quickly becomes useless, it’s initially helpful to understand the signal path as a 

length of hose carrying consecutive drops of water from point A to point B. This is simplistically 

analogous to the behavior of electrons moving along a bit of wire. With the notion of Signal Path 

clearly in mind, it’s easier to proceed to the nuts and bolts. 

Discuss the signal path with your trainer until you fully understand how the signal gets from one stage 

to the next on its path from your microphone or CD player to the transmitter. 

 

2nd Authorization 

STUDIO PRESETS AND ADJUSTMENT AUTHORIZATION 

Many components of the broadcast studio are calibrated by a professional and are meant to remain 

constant to maximize the sound quality of our studio and to accommodate ease of use for all members. 

For this reason, no one should ever adjust, even minutely, controls for which they do not have 

authorization. This includes the microphone preamps, the gates, the compressors, the wiring of all 

sorts, the transmitter, the Studio/Transmitter Link (STL) computer, the patch bay, the EAS system or 

any other component part of the broadcast studio except those specifically discussed during training 

and designated for use by all members. Failure to heed this instruction will result in disciplinary action. 

Regardless of your skill level or previous radio experience, consistent studio functioning requires 

consistent equipment maintenance and calibration and this will be done only by individuals authorized 

by the Engineering Dept.. This is a non-negotiable element of training and studio use. 

 

3rd: The Audio Console 

The Audio Arts AIR 4 owned by KNKR has: 

• 12 stereo input fader channels, each with A and B inputs and remote START logic 

• 13th phone caller fader with talkback and auto mix-minus to caller 

• Four high performance mic preamps with variable gain trims to precisely match your microphones; 

preamp outputs jumper to any input fader’s A or B input 

• Two program busses with balanced outputs (switchable stereo or mono mode) 

• Additional external input feeds the monitor section (for live air or pre-delay air monitoring) 

• Control Room monitor switchable PGM 1, PGM 2 or external; can mute when CR mic is live 

• Split cue — when any fader is in CUE, sends cue audio to left channel and L+R sum of selected 

source to right channel of monitor output (switchable separately for CR and headphone) 

• Tabletop mount, no cutout 

• RJ-45 connectors for low cost wiring 

• Headphone output with built-in amplifier and concealed jack 

• Dual meters: PGM 1 and Switched (PGM 2 or external) 

• LED switch illumination 

• External power supply 



22 

• Front panel ON-AIR LED indicator, plus a closure output to drive an external On-Air light relay. 

• Studio output with independent source selection and CR-to-studio talkback button 

• Plug in faders and conductive plastic monitor pots for easy replacement 

• USB connection is patchable to any of your input faders and internally dip-switchable to pick up 

PGM 1 or PGM 2 output mixes. Lets the AIR-4 interface with your desktop computer for news, music 

sweetening functions or to stream audio mixes to and from the console. 

• Built-in cue speaker; cue output can automatically interrupt your main stereo monitors 
 

 
The exact meaning of each part of this description will become clear as we proceed and name each 

component part. Audio Consoles are called by many names, among them “The Board,” “The Desk,” 

“The Mixer,” or even “The AIR-4.” 

 

DUPLICATION OF FUNCTIONS 

Sometimes an audio console may appear like an endless and daunting array of knobs and switches. It 

becomes much less mystifying when one realizes that there is significant duplication on a mixer: many 

channels have precisely the same function though each channel corresponds to a particular sound 

source (e.g. a microphone, a CD player, a turntable, etc.) It’s worth noting here that the microphone 

channels work slightly differently from the rest, as will be explained later. With a few exceptions, 

though, every channel operates like every other. 

On the next page is a diagram of the entire console, followed by a diagram of a standard module on the 

AIR-4 and an accompanying description of each button and fader. 

Later in this manual you will learn each sound source used by the AIR-4 and see a diagram of which 

channel controls which sound source.
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If the DJ/Host wants to speak to the caller before going live on air:
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4th: The Sound Sources 
 

Most radio programs rely on the careful mixing of a variety of sound sources such as a microphone, a 

CD player, a turntable, and so on. For our purposes, a SOUND SOURCE is any device that can send a 

signal to another device, such as to the audio console. A list of possible sound sources is long: 

 

1. Microphones 

2. CD Players 

3. Turntables 

4. Computers with sound cards 

6.  iPods, Laptops, MP3 players 

7. Radio tuners 

8. Other audio consoles 

9. Electric instruments like electric guitars and keyboards. 

 

Hosts often bring in their own sound sources - usually iPods and laptops - 

and run their shows directly from these sources. Usually, these sources are connected to AUX 1. Ask 

your trainer to point it out. It’s important that the output from these machines is carefully monitored 

and the input of the console, as it relates to these sound sources, is carefully adjusted for the optimum 

sound quality of our KNKR air product. The Air Product is what people hear coming out of their 

radios. 

 

Each sound source is wired to a particular console audio input of which each channel has two (A and 

B.) Note that each channel can accommodate two sound sources but switching or fading between two 

sources is only effective when the two sources are on separate channels. For example, switching 

between two CD players will be done by lowering the volume of CD1 (or switching it off) and raising 

the volume of CD 2 (or turning it on.) 

 

On the AIR -4, when the input is assigned to Sound Source B, the Source Select switch is lighted. The 

inputs are carefully labeled so that you will know where to find each sound source input. It’s important 

to remember that you cannot cross- fade between sound sources on the same channel. 

 

NOTE: An overall understanding of sound sources and their connection to the console is important to 

a further understanding of cueing, fading, and switching which are discussed next. 

 

VIII. Operating the Equipment  

 

Introduction: 

In producing a radio show you’ll need to operate several devices in quick succession, for example 

switching from a song playing on CD Player 1, to a microphone, then to a song playing on an iPod 

(AUX1). In your training session you’ll have hands-on experience with this procedure and will learn 

the art of DJ-ing/Hosting if you don’t already know it. 

For this exercise, three channels will be of great importance: 

 

One: Channel 1 (the DJ microphone), 

Two: Channel 4 (CD1/Input A) 

Three: Channel 5 (CD2/Input A) 
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1st: Getting Started 
Begin every session by confirming that: 

 

1. All Channel Level Faders are in the down position. 

2. All Cue buttons are disengage. 

3. Deselect Program 1 & Program 2 on Channels 1, 4, 

4. You are wearing headphones and the Headphone Trim Pot (Custom Label 

CTL HEADPHONE) is at about a ten o’clock position. 

5. REMEMBER: The CTL Headphone trim pot controls the volume to your 

headphones NOT the volume to the broadcast. Use the meters to determine the 

appropriate position of the Channel Level Fader 

 

 

Refer to the diagram on the next page to see the important 

components referred to in this section and then move to #6 of the 

 instructions.
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6. Choose your first sound source based on the material you’d like to play first. Let’s 

start with a CD. 

7. Open the CD1 drawer on the player mounted above the console by pressing the    OPEN button. Insert 

the CD and close the drawer. 

8. On the Audio Console, choose CD1 by selecting Channel 4, Input A. 

9. With the Channel 4 volume down, select PGM 1, assigning Channel 4 to 

 go on the air when you are ready to do so. 

10. Press the Channel 4 Cue button 

11. Now, prepare to introduce the song. 

 a. Be sure Channel 1 is on Input A (Mic 1) 

 b. Select PGM 1 on Channel 1, assigning Channel 1 to the 

Program Buss and preparing it to broadcast. 

 c. Formulate what you will say. 

 

2nd: Cue The Program Material 

 
 

Now, using the CD players controls, cue up the song. 

     d. Choose the track using the FWD and BACK buttons 

     e. Holding the CD player’s CUE button let’s you sample the 

          beginning of the selected track. You will hear the track in your headphones. If not 

          adjust the console Cue volume. Releasing the CUE button returns the CD player to 

          the beginning of the track and puts it on pause, ready for you to press play . 

     f. Once again, formulate what you will say. 

 

    TROUBLESHOOTING: If you didn’t hear anything, is the HEADPHONE VOLUME 

    CONTROL POT turned up? Are the headphones plugged into the jack? Is the CUE 

     volume up? 

    FURTHER INFORMATION ABOUT CUEING FOLLOWS IN FIFTH SECTION on p. 37 

 

3rd: Announce & Play The First Song 
 

1. Turn up Channel 4 to the appropriate level (30 as marked beside its Channel Level 

     Fader) 

2. Turn up the Channel 1 Level Fader (Microphone 1) to the appropriate level (30 as 

     marked beside its Channel Level Fader.) 

3. Take a breath so you’re ready. 

4.  Press START on Channel 1, opening the mic and putting you on the air! 
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5.  While it’s nice to have graceful transitions from voice to music you can find your own 

      pace with which to announce your selections. Don’t let pressure make you 

      uncomfortable. It’s your show. 

6.   Announce the song, (e.g. “This is The Who on KNKR. ‘Won’t Get Fooled Again.’) 

7.   Press PLAY on CD 1, starting the music. 

8.   Press START on Channel 1 (DJ microphone) again to remove your 

      microphone output from the broadcast. 

9.   Return the Channel 1 Fader to the down position. 

10. You’re on the air. 

 

4th: Segue- Switching Channels 
 

1. Ready the next song by inserting a CD into CD Player 2. CD2 is wired to Channel 5 

     Input A. Select this input. 

2. Assign Channel 5 to PGM 1. 

3. Cue the CD in CD2 using the procedures above but, this time, using the 

    CD Players controls for CD2. 

4. Always Cue your selections wearing headphones so you are aware of 

    trouble before it goes on the air. 

5. After cueing the second song, look to see the time remaining in song #1 

    which is playing on CD Player 1. As the machine’s counter heads towards  

    0000 indicating the end of the song is near (the counter decreases as the song moves 

    forward) get ready. 

Note: The TIME switch on each CD player changes the direction of the timer  

    (increasing  or decreasing.) 

6. Prepare what you will say to announce the second song. The next steps  

     happen very quickly! 

7. With the START switch of Channel 1 (DJ microphone) still in the off position, turn up 

     the level using the Channel Level Fader to the appropriate level (30). 

8. Be sure Channel 1 is still assigned to PGM 1 

9. With its fader down, assign Channel 5 (CD2) to PGM 110. Bring Channel 5’s fader to broadcast level 

(30) being certain that the START button 

       is not lighted. We’ll start put the song on the air with this button in a few seconds. 

11. At the end of the first song, use the Channel Level Fader of Channel 4 to completely 

      turn down its level. 

12. Depress the START button on Channel 4 again to remove CD 2 from the air. 

13. Press the START button on Channel 1 to put you on the air. 

14. Announce the next song, “This is AC/DC with Highway To Hell.” 

15. Press the START button on Channel 5 putting CD2 on the air.  

16.  Press PLAY on CD Player 2. The song plays. 

       You may choose to announce a group of songs after a few have played.  

        If this is the case, skip steps 7, 8, 11 & 12. 

 

IMPORTANT NOTE ABOUT SPEAKER MUTING & HEADPHONES 

As mentioned earlier, Channels 1 & 2 operate differently from the rest of the channels. Here’s how: when 

their START buttons are depressed, the console automatically mutes the Control Room Monitor Speakers 

(i.e., makes them silent.) This ensures the sound of the microphone, going over the air and returning to the 

monitors, does not once again find its way into the microphone and cause a feedback loop. 
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A feedback loop creates a loud squeal caused by an uncontrolled “looping” signal path. It’s annoying and, 

more importantly, it’s dangerous to equipment - including the transmitter. Though the control room 

speakers are muted when the microphone is engaged, the headphones will still allow monitoring of your 

desired signal. 

KNKR requires that all hosts wear headphones while presenting their radio shows. 

 

5th: Cueing & Fading 
 A. USING PGM 2 

   If you’d like to listen to a song before you put it on air, you can also do this using  

    PGM2 .  PGM2 is an additional signal path that allows you to monitor and  

    direct a sound source WITHOUT putting that source on the air. 

 

    To enter the Program 2 for a particular sound source, do the following: 

1. Confirm that the sound source is selected by depressing the appropriate 

     input button (A or B) related to the sound source. 

2. Remember that changing the INPUT A/B switch disconnects either A or B and, if you 

     are using one of these on the air, it will interrupt its broadcast. 

3. Confirm that the channel level fader on the relevant channel is turned down but not to 

     the CUE position. 

4. Assign the PGM selectors on the appropriate channel to the PGM2 by depressing the 

    PGM2 button. 

5. Assign the headphones to PGM2. This interrupts monitoring of PGM1 so don’t forget if you are on the 

air. 

6. Press PLAY on the chosen sound source and increase its level using the Channel Level Fader. 

7.  Be sure to reset the console for normal listening after reviewing your program material as described 

above. 

 

PGM 2 can be used for purposes other than cueing.  

For example, using PGM2 you can record to another sound source while broadcasting different program 

material on the air. You can also monitor call-in phone lines or remote- site broadcasting. For further 

information about PGM2, please speak to your trainer. 

 

REMEMBER: Material played through PGM 2 does NOT go over the air. Be certain that you are 

monitoring the broadcast signal when doing your show. If you are playing music, for example, in the 

PGM 2, you may be accidentally broadcasting dead air. 

 

B. FADING BETWEEN SONGS & SOUND SOURCES 

Transitions can be made between songs by CROSSFADING between the song ending and the song 

beginning in several ways. Utilizing the A/P switches you can turn on or off individual channels abruptly. 

You can also use the channel level pots to artfully fade out the ending song and fade in the song 

beginning. Practice this with your trainer to become comfortable with the reaction of the channel level 

pot. Be sure you are aware of your signal level before turning up the channel level pot. You’ll still need to 

operate the A/P switches and do all the sound source selection but cross-fading gives you an opportunity 

to make more graceful transitions. 
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This is a diagram of all the sound sources currently connected to the AIR4. It’s important to remember 

that the Auxiliary Input 1 is ready to connect to sound sources you bring to the station for your broadcast. 

BE CAREFUL TO CHECK LEVELS ON YOUR EQUIPMENT BEFORE CONNECTING YOUR 

EQUIPMENT TO THE AIR4  via this Auxiliary Input. 

Sound Sources 
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COMREX STAC 6 PHONE SYSTEM 

 
Typical On Air Studio Stac 6 Phone Functions  

1) Incoming calls will flash green when ringing. 

2) A call can be answered by pressing the Answer/Hold button for that line. (This can also be 

done via mouse on computer monitor). 

3) Calls can be put on hold by pressing the Answer/Hold button for that line. (This can be also 

be done via mouse on computer monitor). 

4) The line that has been On Hold the longest will flash with the priority indication on the 

Answer/Hold button. 

5) Calls are placed On Air by pressing the On Air button for that line (or the Next button). On 

Air calls that have not been Locked (middle button pressed twice) will be dropped when next 

button is pressed. 

Step by Step Normal Operation To Put Caller On Air 
1. Phone rings and after 2 rings, Auto Assistant (AA) will answer and provide caller with a 

welcome message, advise caller that they can go live on air with DJ/Show Host, and to please 

hold on and turn down their radio volume. Caller will be automatically put on hold. 

2. Press middle button (button under blinking hold button of caller). Press twice to LOCK caller, if 

desired. LOCKING allows for caller to remain on while another caller is also put on air. 

(Conference mode)  

3. Press CALLER button on Air4. (see page 27 illustration in this manual) 

4. Slide volume slider up to 15 level. 

5. You & caller are now live on air. 

 

For cueing callers on the air board, see page 27 in this manual.  
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6th: Microphone Technique  
The microphone is a musical instrument that responds differently to each person’s voice. Skillful use of 

the microphone requires a certain amount of practice and attention but, after a while, it becomes second 

nature. Microphone technique is the art of working with the microphone for optimum results. 

 

A. THE BROADCAST MICROPHONE 

Currently KNKR is using SHURE SM7B microphones as our primary broadcast microphones. The 

diagram to the right of the photo of the mic above shows the response pattern of the mic. As is graphed in 

this diagram, the microphone collects sound information from the front side of its case while rejecting 

information from the back side of its case. Be aware of this when speaking into the microphone. 

The front of the mic has the best response. 

B.  HOW MICROPHONES WORK: The most common microphones work by converting the 

movement of air into an electrical charge. The air moves a diaphragm that in turn generates an 

electrical current that is then passed out of the microphone into the signal path via the MIC CABLE. 
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C.  GETTING COMFORTABLE WITH THE MIC 

1. Always adjust the microphone to suit your height and posture BEFORE you start your show. The mic 

holder, commonly called a BOOM, might make a squeaking sound audible on the air making on-air 

adjustment dangerous. 

2. Choose a position for the mic that is easy to reach with your speaking voice but try  NOT to locate the 

mic below the level of your mouth when in a seated position. Positioning the mic slightly above the level 

of your mouth encourages you to lift your chin slightly while speaking. This has the effect of opening 

your windpipe that helps you comfortably move more air when speaking. Since the microphone works by 

converting the movement of air, this first technique in speaking helps clarify the sound of your speaking 

voice over the microphone. 

 

3. Neither shout nor whisper. There is in-line compression being used with this microphone that might 

either cut off the mic if your speaking voice is too low or overly compress your voice if you’re shouting. 

 

4. Like all sound sources, the microphone should impact the VU meters so that signal bounces between 80 

and 100 VU. 

 

5. Position your mouth 5”- 10” away from the microphone. Speak in a normal conversational tone into the 

mic. There are as many styles of intonation as there are speakers who use them. You should find your 

own style and not rely on the style of others that may not be right for your voice and manner. The more 

natural you are behind the microphone, the more likely that you will quickly become comfortable 

 

6. Be careful with certain types of speaking sounds such as “S” sounds – which often become sibilant, an 

unfortunately brassy hissing which arises from too much air passing at too high a frequency into the 

microphone. You can approximate this sound by putting your top and bottom teeth together and saying 

words with the letter S. Sibilance reeks havoc with the signal as do other sounds, particularly “P” sounds 

which have a tendency to “pop” in the microphone. This is because a sudden wave of air, released when 

you say the letter P, hits the mic’s diaphragm all at one and makes a kind of thud audible to listeners but 

not to you (unless you’re well inside your headphones.) One method to avoid popping Ps is to use a 

windscreen that acts as a buffer between your mouth and the microphone. Often, however, windscreens 

cause degradation in sound because, for the same reason, they act as a buffer between the microphone and 

your mouth. A simpler method to avoid these problems is to learn mic technique with which you move 

the position of your mouth relative to the microphone depending on the sort of sound and 

volume you are generating with your voice. Tipping your head back slightly when saying the sound P 

allows you to aim the puff of air just over the mic and mitigate the impact on the sonic quality. 

 

7. You needn’t try to learn too much too fast and just let mic technique come naturally. If you are 

constantly moving around trying to guess the best place to speak your speech will sound unnatural and 

uncomfortable. Instead, accept that you’ll improve your performance with every show and that the 

greatest tool to learning is listening. Review your own shows from time to time and evaluate your 

strengths and weaknesses. 
 
7th. On Air Etiquette 
Though many styles of radio broadcasting - including many that are inflammatory and otherwise 

provocative - are successful, it’s hoped that a general tone of courtesy will prevail among our Program 

Hosts and DJs. This courtesy should be extended to both our members and to our listening audience, 

whomever they might be. 
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The FCC has created a set of guidelines which govern the use of speech which might be considered 

“Indecent,” “Profane,” or “Obscene.” It is important that Program Hosts familiarize themselves with the 

laws regulating speech on the radio and particularly those which regulate non-commercial environments 

such as ours. These laws are sometimes counter-intuitive and often rely on a complex set of principles 

about commercial relations which, without review, one might never know. 

 

Kohala Radio KNKR support the provisions of the First Amendment protecting free speech, as such 

speech is limited by federal, state, and local law and further governed by the parameters of the FCC 

license under which we operate. "A knowledge of these laws and codes is the responsibility of each 

Program Host. "In addition to these provisions, we recommend reasonable courtesy to all members of our 

community in the creation of the programming to be broadcast on KNKR. 

 

8th. Making Your Program 
 

A. DEFINE YOUR SHOW 
KNKR is an open format station that within some few guidelines which are largely expressed in this 

manual will not restrict the sort of show you’d like to have. Nevertheless, it is preferable to make public 

what sort of show you’ll be hosting to aid in programming decisions relating to the schedule and to aid in 

well organized programming in conjunction with our other members’ shows. More importantly, defining 

your show helps form your audience around the central ideas you hope to illuminate be they musical, 

literary, domestic, or whatever. It may be that the defining characteristic of your show is a staunch 

eclecticism and that, in itself, might draw a crowd. Alternatively, the focus of your program might be 

laser-sharp . The point is simple: understanding your own show before you begin broadcasting is helpful, 

even if that understanding might change over time. 

 

B. PLAN AHEAD 

One of the simplest things you can do to increase the quality of your show is to prepare in advance. If 

your show is a music show, collect your materials well before airtime, make a list of the songs you want 

to play and include the name of the artist in your list. Assemble your materials in the order in which you’ll 

be spinning them and familiarize yourself with the running times of the songs and the way in which the 

songs begin and end. You’ll make far fewer technical errors if you know which song has an abrupt stop 

and which has a long fade. 

 

IX. You’re On The Air! 
 

Think a minute about when you listen to the radio  

 

Is it in your car? 

In the kitchen? 

At work? 

At home in the living room, bedroom, or workroom? 

Or all these places? 

 

One thing about listening to the radio, is you probably listen by yourself, with one other person, or 

perhaps, a small group of people listen together. 
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So, what’s it like to be on the air?  To be the disc jockey or programmer?  You get to communicate with 

the audience.  They hear you as someone talking to them, basically one on one.  You apparently get no 

response from them, unless people call in.  It takes a little time to get used to the “vacuum” of being on 

the broadcasting end with so little feedback  

 

On community radio, the great thing is that so many voices can be heard, voices of real people, including 

yours.  You have a wonderful opportunity, you can be yourself on the air .  Unlike commercial radio, you 

do not have to adopt a special persona (speak low, talk hip, be cool, act sexy, or know the current top 

hits).  It's not required, and actually it’s not even warranted for most programs. 

 

Over the radio, each person listening perceives that you are talking to him or her.  So there’s no reason to 

take on an oratorical style (like giving a speech to a large assembled audience) because it's more like 

you're talking to someone in your living room. Your voice is projected down the line, rather than the 

volume of your voice being used in order to be heard. 

 

Now let's talk about your speaking voice.  In order to overcome on-air nervousness, the best thing to do is 

breathe.  On radio, you talk a little slower and also in shorter sentences.  Leave some space.  People don't 

listen long to a monotone voice, or to someone who goes on and on talking to hear themselves talk.  If 

you tape your show and listen to it later, you can hear what you sound like to the listeners.  Be an 

impartial judge in order to improve your on-air skills.  You could also share the tape with other 

programmers to receive comments and suggestions for improvement.  What about the telephone?  Don’t 

expect anything from the telephone. Expect everything.  It is the direct line to you for all the listeners.  

People have a tendency to complain more than compliment, and the telephone is a faceless instrument that 

is sometimes used rudely.  Your best bet is to be courteous in response to the listener calling.  Thank them 

for listening and accommodate the requests if you can.  Don’t promise them things you can’t deliver, it’s  

better to say, I’ll see if I can find it.  Don’t let the telephone upset you. 

 

Thank everyone for listening and for their opinions.  Thank people for compliments, too.  Other 

programmers have a tendency to support you more often than the public at large.  Ask their opinions, 

they’re valuable.  What about program content?  People want to be educated through the radio.  But, if 

you asked them directly, they would probably say no.  So the responsibility for educating lies with the 

programmer. 

 

If you respect the audience, you will respect their ability to make their own decisions and form their own 

opinions in response to what you have aired.  Leaving room for this in your program keeps your audience. 

 

Interviewing 

Each interview should have a shape.  It should have a beginning that sets up the story, introduces the 

guest and challenges the guest right off the top with a good first question .  It should have a middle that 

details all the information necessary to communicate the story and that has plenty of examples and 

illustrations.  And it should have an end that wraps up the story and summarizes the main point of the 

interview in some way.  At the end of the interview, the listener should feel that s/he has a complete view 

of the story, from beginning to end. 

 

There are guidelines covering the length of interviews, it should be appropriate to the program, to the time 

of day and to the nature of the content.  A twenty-five minute interview on a morning show is probably an 

inappropriate length because the listener won't have enough time in a busy morning to listen for a full 

twenty-five minutes.  Most well formed pieces can be handled in four to six minutes. 
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 Make sure that the guest is right for the interview.  A common mistake is to ask the opposition 

leader about the intentions of the government on a particular decision.  The answer can only be “ask the 

government”.   Keep in mind the reason why you’re talking to a particular guest and ask your questions 

based on that reason. 

 

 And finally, keep the listener in mind at all times.  The listener must be a willing eavesdropper on 

your controlled conversation, your interview.  If the listener is made to feel uncomfortable in any way (the 

language is too complicated, the interview isn't logical, the questions are unfocused, etc.) Then you're 

making it difficult for the listener to remain a willing listener. 

 

 Martha Jones is 42 years old.  She lives in the west island area of Montreal.  She is in her kitchen 

making orange juice.  Her radio is on and tuned to the CBC.  She hears an interview being done by the 

morning show host.  She stops squeezing oranges and listens for four minutes and ten seconds.  It’s a very 

busy morning and she doesn't really have the time but she listens anyway. 

 

 Why? Because something is being said by one person to another in such a fashion that Martha Jones 

is intrigued and informed.  The interview was compelling, so she became interested in the subject matter.  

The interviewer asked all the questions she would have asked.  The information was clear and presented 

logically.  The guest became excited and animated as the interview progressed. 

 

 Martha Jones has just heard a good interview.  She has just heard an interviewer who understands 

his role in the transfer of information.  A good interviewer is one who does not set out to display his/her 

knowledge, brilliance or superiority.  At the same time  s/he has enough knowledge of the interviewer's 

responses.  The good interviewer is sensitive to language and nuance- firm, alert and persistent.  S/he is 

confident without being aggressive.  S/he is in control of the interview. 

 

 A good interview has a clear focus.  A good interview contains stories about real people; listeners 

relate best to other human beings.  The language and questions in a good interview are simple and straight 

forward.  So are the answers.  The tone of the interview relates to the subject so that both listener and 

interviewee are made comfortable with the atmosphere created.  Finally, a good interview is the 

appropriate length for the program on which it is heard and covers topics appropriate for the program and 

hour. 

 

Types of interviews 

 Of course, interviews come in many sizes, shapes and colors.  Contrast the five minute live 

telephone interview with the twenty-five minute feature interview.  The former has one clear sharp focus, 

a beginning, a middle and an end.  The on-air interview is only the last step in a long process.  The 

researcher has already talked with the interviewee, has decided on the focus of the story and has prepared 

a detailed outline that gives the story its shape.  The process is completely different in the longer 

interview.  A lengthy taped interview is the raw material, which is then cut, rearranged and shaped to the 

creative whims of the broadcaster. 

 

 Between these two extremes of approach, style and process, fall a number of types of interviews; 

question and answer format with freelancers or reporters, the taped studio or remote interview that merely 

gets cleaned-up before broadcast, interviews for news clips or documentaries .But, despite these different 

formats the same qualities apply to good interviews of any type. 

 

 All interviews must have good preparation and research, comfortable atmosphere and rapport, 

genuine interest in the topic and guest, firmness and fairness, and clear and logical development.  Above 
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all, any interview should be tight and focused, even if the interview goes for an hour and will 

subsequently be edited.  In longer interviews, complete one focus before starting on the next.  No 

interview should ever be a fishing expedition 

 

 There are, several other important things you should remember when producing/hosting  

news/interview programs.  This category, unlike music shows, requires the content to be 100% factual in 

nature.  If you make a comment about a local politician getting “smashed” at the “Water Music Fest”, you 

had better have facts to back up your statement.  Otherwise, you and the station could be in BIG trouble. 

 

 You should also plan to be sharper on the technical side of things, as public affairs and news 

programs take a lot more time to produce than a music show and require abilities like tape editing, 

production studio know-how conversation and communication skills and, above all else, the ability to 

listen. 

 

 The best producers are the ones who find out the whole story, as told from all sides and as many 

points of view as possible.  A good producer also knows that he/she will often  be working under a 

deadline and may, at times, work late into the night to finish a story. 

 

 Having said all that, here is a list of things to remember when working on public 

affairs/spoken word programs. 

 Interview Checklist 

 Be as factual as possible. 

 Be as technically accurate as possible. 

 Allow yourself time to do the whole job (it always takes longer than you think it will). 

 Allow your guest/interviewee to speak for themselves, do not put words into their mouths.  

 Help your guest to feel comfortable in the radio environment (We are used to speaking into a Mic, 

they are not).  Be polite to people, even if you disagree with them. 

 Don’t assume that listeners know the history of any given topic you may  be discussing.  Provide an 

overview covering key points of the story you are presenting. 

 BE OBJECTIVE!!!  It is your duty as a broadcaster to be fair to all sides, no matter how wrong 

someone might be.  Remember, the station’s credibly is on the line, as well as your own. 

  Let the person talk their bit. This will let them feel at ease with you from the start. 

 Once they have given you their standard press statements, begin to press them for more information.  

Get beyond the standard press statement. 

 Be slick on starting the recorder. If you always tell people when you are ready they might clam up 

on you or you might miss some beautiful statements.  ALWAYS BE READY. 

 Body language is quite important. Talk with your eyes, arms, hands, and face - anything that will 

coax your guest along. 

 Warm up your guest. Stay close to them and always hold onto your microphone. Position yourself 

for maximum interaction so that you don't have sound level problems with their statements. 

 Be yourself at all times (don't try to be Dan Rather or Connie Chung) but think about where you are 

going and who you will be interviewing and dress and present yourself accordingly. First 

impressions last a long time. 

 Think about an area's surface reflection.  Hard shiny surfaces can bounce the voice around causing 

echoing Ideally, you want soft and porous surroundings to minimize the echo. 

 Think about environmental noise. Is it conducive or destructive to your interview? 
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 Keep digging (you might find gold).  Don't be afraid of sounding stupid. It doesn't matter as long as 

you get the information you need. 

 Once an interview is granted, the information given is up for grabs. If the person wants to talk you 

out of using something they said but shouldn't have, use your judgment as to whether or not you 

will use it.  It is entirely up to you. 

 Prepare a checklist of questions in advance. 

 Listen to your tape while interviewing (always wear headphones). This will allow you to know 

exactly what is going into the machine and if your sound levels are good. 

 Don't read your questions or become so involved with your notes that you miss something 

spontaneous and special.  Relax and be natural, you can always refer to your list to see if you 

covered everything.  Check to make sure all questions are covered. 

 

Talk Show Hints 

 ∆ Don't read your material, talk it  Try to be conversational, flow with the conversation, don't stick 

too rigidly to an outline. 

 ∆. Be careful of using too many statistics.  They're hard to understand if you can only examine them 

verbally, don't give a bunch together. If you do use statistics repeat and explain them, don't assume that 

the listener caught the subtleties that you whizzed by them. 

 ∆ Get excited!  If the issue that you're talking about is important to you, sound like it. The listeners 

will get excited too. 

 ∆ Put as much controversy in an issue as it deserves, don't tone it down.  Getting people who 

disagree violently on an issue on the air together gets all the possible thoughts out and makes for exciting 

radio. 

 ∆ You need to be forceful in your presentations.  Remember that you're communicating over radio 

(only audio, no visual), and you need to add a little extra emphasis in your delivery to make up for the 

lack of sight. 

 ∆ It's a good idea to have musical interludes in your program, especially after every 20 or 30 

minutes of talk.  Try to dig up music that in some way makes a connection to your topic. 

 ∆ You should try to get different voices involved in your program. 

 

Talk Programs Do’s & Don'ts 

 ˚ Do prepare for your program, know the material well. 

 ˚ Do screen potential interviewees for articulate presentations, voice quality and expertise. 

 ˚ Do prepare guests for technical set-up, length of program, and indecent language. 

 ˚ Do have a strong, organized, informative intro. 

 ˚ Do speak on mic. 

 ˚ Do identify yourself, your program, your guests, and your subject matter more than once (every 10 

minutes is a good rule of thumb). 

 ˚ Don't pop your p's or hiss your s's. 

 ˚ Do present commentary that is knowledgeable and insightful. 

 ˚ Do keep your program on your subject, and not on you. 

 ˚ Do remain focused throughout. 

 ˚ Don't let phone calls and air room kibitzers distract you. 

 ˚ Do well-constructed interviews. 

 ˚ Do ask questions cogently and one at a time. Avoid 4 part questions. 

 ˚ Do listen to the answers of the interviewee, and let questions flow from their answers. 

 ˚ Do let guests and interviewees talk more than you. 
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 ˚ Do learn how to effectively, but not rudely, get people to the point. 

 ˚ Do present various positions on controversial issues. 

 ˚ Do challenge guests when they make statement that seem controversial, or that listeners would 

find controversial.  Don't be afraid to ask "How do you know that”? 

 ˚ Do write and read well.  Practice before you go on mic. 

 ˚ Do make air checks of your shows on a regular basis.  Listen to them so you can get better on the 

air. 

 

When you are ready and interested in working on a spoken. word/documentary type program, come and 

see the Program Director, General Manager, Programming Committee. We need and want your ideas! 

 

Special Thanks to Doug Sweet and KMHD for this section. Some of the above material was drawn from 

handbooks at KPFA, WORT, KDNK, WYSO, KPRN, KDUR, KAOS, and the Public Radio Program 

Directors Handbook. 
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X. On Air Operator Contract 
 

KOHALA RADIO ON AIR OPERATOR’S CONTRACT 

 

This is a contract which must be signed by every Kohala Radio On Air Operator. Operation of a radio 

station involves serious responsibility, legal and otherwise. The reason for this agreement is to set out 

general guidelines for what the station expects of you and what you can expect of the station. 

 

Kohala Radio agrees to: 

 

1. Highly value and respect your volunteer contribution. 

2. Provide training and education for all new and current air shift operators. This includes keeping 

relevant documents and manuals available. 

3. Regularly provide information on and assistance with: 

 a. New Federal Communications Commission regulations and procedures. 

 b. Current and new station policies. 

 c. Individual programs and technical procedures. 

 d. Air shift schedules and changes in operating procedures. 

4. Take responsibility for you air shift if notified 48 hours in advance. 

5. Provide reasonable notice of schedule changes and shift preemption. 

6. Keep an open door policy with respect to problems, complaints and grievances and constructively work 

with you in resolving any difficulties you encounter. 

7. Keep and make available to you a current list of air shift operators and contact information. 

8. Make every effort to keep station and equipment in good working order. 

 

The On Air Operator agrees to: 

 

1. Successfully complete the Kohala Radio training program before operating equipment on air. 

2. Understand, support and help Kohala Radio carry out its mission in the community. 

3. Abide by the rules and regulations of the FCC based on the KNKR Training Manual and your reading 

of the pertinent sections of the Public Radio Legal Handbook. It is the responsibility of the air shift 

operators to know and understand these rules and regulations. Any air shift operator who violates them 

will have that violation reviewed. 

4. Be a Kohala Radio donor each year. 

5. Sign a Kohala Radio Waiver of Liability and Indemnification Agreement prior to working at the station 

or the transmitter site.  

6. Work on off-the-air projects. The survival of an all volunteer station depends upon all air shift 

operators doing support work outside their air time. The amount of off-the-air time expected is at least 

equivalent to on-the-air time. 

7. Take responsibility for your scheduled air time.  Your scheduled air shift time begins one- half hour 

before you are on the air. This includes: 

 a. Finding a qualified substitute for your air shift if you are unable to make it; the appropriate 

manager must be notified 24 hours in advance of any shift replacement. 

 b. When doing an air shift, stay at the station until the next air shift operator arrives, a substitute is 

found or other arrangements are made. 

 c. Missing more than 10 percent of your scheduled air shifts in any one quarter of a year will result 

in a review by the Programming Committee. 

8. Attend scheduled meetings. 
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9. Follow all policies set by the radio station now or in the future, which are not explicitly stated here. An 

air shift operator has responsibility for knowing and following the current policies of the station and the 

FCC. 

10. Correctly operate and exercise care with the physical apparatus at the station. This 

includes: 

 a. Cleaning up your work area after completion of a shift or task. 

 b. Re-filing of records or equipment in proper locations. 

 c. No food or drink is allowed around any broadcast equipment. 

 d. No smoking in or within 20 feet of the station or the transmitter site. 

11. Air shift operators working alone have responsibility for the security of the building. No one, 

however, is expected to put the physical safety of the station above his/her own. 

12. Keep accurate, readable logs. 

13. Do a competent air shift. We expect you to keep your presentation in accordance with KNKR-LP 

standards and programming policies. 

14. Stay within all applicable federal, state and city regulations. 

15. Accept and consider evaluations provided by other members of the station. 

16. Promptly sign any modifications or amendments to this agreement as required by the General 

Managing Group. 

 

This contract will continue in perpetuity; provided however that it may be terminated upon review in the 

event that a on air operator violates any of the conditions set out herein. 

 

 

DATED: ______________________ 

 

 

On Air Operator Printed Name__________________________ 

 

 

 

Signature_____________________________ 

 

 

Address______________________________________________________________________ 

 

 

Contact Phone Number____________________________ 
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KOHALA RADIO PARENTAL ATUTHORIZATION & INDEMNIFICATION OF STATION 

 

Kohala Radio is a community radio station operating under FCC license. The person named above is a 

youth member of the station and has applied for training/certification to host a program for broadcast on 

KNKR. 

 

Program Hosts or On Air Operators are responsible for the content of their shows and are subject to the 

rules and regulations of the station and the Federal Communication Commission. KNKR is run entirely 

by volunteers. KNKR provides no transportation or reimbursement for services rendered by the member 

requesting training. 

 

As the parent or guardian of the above-named minor, your written approval is required to allow the 

following: 

 

1. To attend training at the studio towards accreditation as a certified on air operator on KNKR. The 

dates and times of these training sessions vary and are free to youth members. 

 

2. To work as a on air operator during certain hours per applicant request, subject to current and future 

rules of the station. 

 

Parents/guardians may restrict those hours with notification to the station. If a requested time for a student 

falls during regular school hours, an additional approval from the sending school will also be required 

before any show time will be granted. 

 

As parent/guardian, you authorize the participation of the youth member listed below in the activities of 

the station. You, the parent/guardian signing here, accept responsibility and indemnify KNKR for any 

actions taken that are in violation of any law or municipal code or in violation of regulations set forth by 

the FCC with regard to broadcasters. You further agree to assume financial responsibility for any and all 

damages caused by the person listed, if deemed to be through negligence or in willful violation of rules 

set out by Kohala Radio. 

 

THIS IS A LEGAL DOCUMENT. PLEASE UNDERSTAND IT BEFORE SIGNING. 

 

 

Parent or Guardian Signature ________________________________ 

 

Youth Signature __________________________________ 

 

Address __________________________________________________________ 

 

Phone _______________________________ 

 

Date _________________________ 
 

 


