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Letter from the Editor

If you’re reading this letter, I already know three things about you.

First, I know that you’re a student at UH, likely majoring in some form of Communication or English (scary, huh?). You probably applied to The Cougar because you wanted to get involved, or because you wanted to minimize the struggle of landing that dream job in journalism we’re all chasing. Maybe you felt a passion for the University, and felt that serving The Cougar could directly serve UH and its students, faculty and alumni.  Jokes aside, it’s my sincere hope that you felt a little bit of that last part: passion for this University.

The second thing I know is that you’re ambitious. You’re also probably finding yourself riddled of all free time, but let’s focus on your ambition. To move up in the ranks at The Cougar requires a lot—it requires you to sacrifice, to commit, to challenge yourself into doing things you’re not comfortable with for the sake of writing a damn good story. Most of the people who will  read this Constitution are editors, who usually start out as writers or photographers or copy editors, who always start out as students seeking a little more bang for their buck at UH. You came here wanting to create something that hadn’t existed before, to push yourself to the brink. There’s also a pretty solid chance that you want to be a journalist in one form or another, and you’re hoping to learn a little more about what that’s like. All in all, you’ve paid your dues, and now you’ve got a real chance at making a difference at this university. 

If any of what I’ve just said is true, I can wholeheartedly tell you that you’ve come to the right place. The Cougar is many, many amazing things: it’s a classroom, a learning laboratory, a breeding ground for pushing and expanding your intellectual limits. It’s a place to gain knowledge and mastery in writing, production, editing, photography, drawing, design, software, social media and so much more.  You’re going to learn heaps about the journalism industry and even more about yourself. One thing I can assure you: personally and professionally, this job will change you for the better.

I almost forgot:  that third thing I know about you? You probably drink a lot of coffee.

Respectfully yours,

Cara Smith
Editor in Chief, May 2014-present
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Staff Handbook

Mission, values and tradition

The mission of The Daily Cougar is to provide students, faculty, staff and alumni with accurate, relevant news in a timely fashion and as frequently as possible, serve as a public forum and a voice for the student body and function as a practical learning environment for student journalists. We cover what’s relevant to the UH student body (current and past) -- things that happen at the University, in the city of Houston, and events that happen around the globe that personally affect our diverse student body and alumni base.

By remaining entirely student-run, we not only give students a channel through which they can speak to their entire community, but we also give them practical experience within the field of journalism and publishing. The Cougar is run as closely to that of a professional publication as possible — by the time a student journalist of The Cougar graduates, he should have the skills, savvy, mentality and practical knowledge that will allow him to thrive in a professional journalistic environment.

We are the eyes, ears and voice of the students. By providing our readers with a source of news dedicated to the University, we help them become informed and active members of the community.

Our values

Accuracy, efficiency, integrity, scholarship, adaptability, endurance, self-challenging

Our tradition

As the oldest and longest-running student organization, the staff of the Cougar take pride in the newspaper’s unique role as the campus watchdog (or cat) and its staunchest advocate. Since 1934, the Cougar has been a constant and consistent source of news and opinion from the student perspective geared toward serving the UH community at large. The Cougar is a nationally recognized newspaper that aspires to be consistently ranked among the nation’s best. 




How to thrive at The Daily Cougar

These are not job descriptions (that’s later). Take these words of advice to student journalists, adapted from Ron Johnson, Indiana University.

1. Be nimble. Tell the story the best way.
2. Be resourceful. Create components to execute a simple idea.
3. Be bold. Build centerpieces and package related content.
4. Be polished. Crisp text. Compelling photos. Spacious margins.
5. Be innovative. Don’t settle for the same thing.
6. Be quick. Nobody — nobody — should beat us with UH news.
7. Be local. Find local angles for far-flung stories; cover our backyard.
8. Be smart. Stick to our values and play to our strengths.

Advice for reporters
· Do your homework before the interview. Don’t ask the source to explain background that you can get elsewhere.
· Look professional. Wear neutral clothing to the interview or the game.
· Don’t cheer the home team as you report the game.
· Don’t wait until tomorrow to write your story. Do it while the notes are fresh.
· Learn the stylebook, and edit yourself.
· Why should students care about your story? Tell us in your lead.
· Don’t put a news lead on a feature story. Instead, lead a feature with a person in a narrative.
· Spill the beans in the first graf. Then give us a couple sentences of background.
· Don’t presume everyone knows all that you do about the story.
· Direct quotes are the precise words of sources. If you’re sticking a parenthetical in that direct quote, it makes the source look stupid. Instead, write a better transition before the direct quote.
· Don’t quote friends, family or colleagues.
· Don’t settle for shallow quotes.
· Drop clichés and vague words.
· Have the courage to condense your story, even to a brief.
· This may be your rare chance to report an in-depth story or series. Don’t miss it.
· Is a story the best way to tell the story? Suggest an alternate format such as a Q&A or key numbers and/or names.
· Think visually and offer suggestions for photos and infographics.
· Keep an eye on the follow-up. You might not be able to answer all the questions in the first story.
· Save that first byline. See how much you’ve grown. Keep growing.

Advice for columnists/opinion writers
· Show. Don’t tell.
· Use first person sparingly.
· If you think you might be preaching, you are.
· If you haven’t shared your viewpoint in a few paragraphs, the readers are gone.
· Paint with a small brush. Don’t condemn a group on the basis of one or a few.
· Hit the return key. Don’t bury your insight in mammoth paragraphs. Learn the power of the short sentence and the short paragraph.
· What works on a term paper won’t work in a newspaper column.
· Do research. Then pick your battles.
· Strong columns are like good stories and features, with background and direct quotes, all attributed to solid sources.
· Punt typographical gimmicks, including italics, all caps and exclamation points.
· Focus on someone who illustrates the point.
· Neglect a viewpoint, and you’ll lose the argument.
· Stay ahead of the news, and consume other commentary.
· Don’t lift someone else’s work. If you plagiarize, you’re destined for dismissal.
· If reader feedback flames you, take time to calm yourself. Reply with responsibility and maturity, and let your editor know you’re doing it. You’ll likely appreciate that support.
· If your main goal is to prompt responses to your column, you’re writing for the wrong reason.
· Don’t pretend to have all the answers.
· Don’t ask questions in columns. Readers want to be informed, not questioned.
· Don’t turn your story in until you’ve given it a UH tie-in.

Advice for features writers & reviewers
· Remember, a review is only your opinion. The review is about the performance, not about you.
· Give background on the event.
· Learn something about the genre, the performer and the work.
· Interview performers first, audience members next. Your first quote shouldn’t be from an audience member.
· Don’t give away too much plot. Don’t just recite a concert, play lists or lyrics.
· Tempt us with the surprise ending, but don’t give it away.
· Show. Don’t tell. Provide specifics about the performance, costumes, scenery, plot, score or choreography.
· Not everyone knows the band. Tell us any similarities to well-known performers.
· Critique rather than criticize. Put yourself in the shoes of the performer.
· Direct quotes from speakers or performers can be the bedrock of your review. Get as many as you can.
· Stick with strong nouns and verbs.
· Numerous adjectives and adverbs don’t give you credibility. “It was pretty” doesn’t cut it.
· If you’re relying on clichés, you’re showing your inexperience on the topic.
· You’re in an arts town. Speak with knowledge, but don’t pretend to be an authority. The experts can tell.
· If you’re writing as a consumer, not an expert, that’s OK. Let readers know.
· Know when to say when. Mix short and medium-length paragraphs. A stronger review is likely a shorter one.
· When reviewing restaurants, give them at least two tries before writing about it. First impressions can be wrong.

Advice for photographers
· Capture a lead photo worthy of dominance.
· Without names in your caption, your photo dies on the vine, and it shortchanges history. (Always get the name, major and classification of everyone in the photo).
· Talk to the reporter. Work to match the photo with the lead.
· Wear neutral clothing to the game.
· Take charge of your crops.
· Don’t be afraid to get close.
· Consider a dramatic photo shape — horizontal or vertical.
· The best packages have two or three photos, including a detail.
· In a photo package, select each photo to tell a different part of the story.
· If you didn’t earn a full photo page, lobby for a partial page.
· Appreciate the beauty of portraiture.
· With cutouts, know when to say when.
· Marry photos with infographics and illustrations.
· Enliven a routine assignment with a different angle — a bird’s eye view or a worm’s eye view.

Advice for illustrators/cartoonists
· Read before you illustrate.
· Try different media. Pens. Pencils. Construction paper. Sponges. Go for it.
· Try illustrating A&E, features and profiles.
· Put white space to work for you.
· Collaborate. Add infographics and photos.
· Know the limitations of the printing press. Know what works and what doesn’t.
· Watch magazines and sites for inspiration.

Advice for copy editors
· Mumble. Quietly read to yourself as you edit. You’ll spot problems more easily.
· Verify or duck. Either verify the information, or adapt the info to make it accurate.
· Triple read — once to scan, once to edit and once to edit yourself.
· Edit for style. Then edit for content, if you have time; section editors ought to be content-editing.
· Expect errors in cutlines, graphics and headlines. Fix them.
· Appreciate the thrill of monotony.
· If you’re frustrated with catching the same errors time and again, edit the story with the reporter and editor at your side.
· Don’t allow mistakes to consume the story’s focus.
· You’re our last hope for our credibility. No pressure.
· The AP Style Book should be your best friend when you’re copy editing. Never copy edit without it.
· Remember to utilize The Daily Cougar Style Book for anything specific to UH.

Advice for page designers
· Be a planner. As you help plan stories, stick up for readers.
· Watch for ways to unify coverage with a single package. Make it easy on readers.
· Run lead photos large. Show them off.
· Prioritize the news with headline size and shape.
· It’s design maturity to use grids and maintain consistent internal margins, both horizontal and vertical.
· Become adept at building graphics on the fly. Watch stories for lists, numbers and event information. They’re better presented on the side.
· Pull a quote only when it’s worth it.
· Appreciate the beauty of type contrast.
· Putting type on art could ruin both.
· Consult before you crop a photo or cut a story. Put type on a photo only in consultation with the photo editor.
· Appreciate the beauty of creativity — and the thrill of consistency.
· Enlarge and crop line art and illustrations.
· Kiss your design. (Keep it simple, stupid.) Design your page, and then drop an element. And another. And maybe another.

Advice for section editors
· Consider different ways to tell stories.
· Apply the right storytelling tool to the job.
· Without a strong lead visual, your centerpiece will look like an afterthought.
· Strong photojournalism — well played — distinguishes honored newspapers.
· The best newspapers offer both brevity and depth. If you don’t plan both, you’ll offer neither.
· The good newspapers look far into the calendar, even writing obits before they’re needed.
· If an in-depth or investigative story should appear, treat it like the rare gift that it is.
· Be an advocate for your staff members, for their work and for your discipline.
· You’re automatically part of a clique, that elite circle of management. Break through that barrier to help staffers who aren’t editors.
· Praise in public. Criticize in private.
· Email is one way to communicate with your staff, but it’s not the best way with something negative. It may be tougher on you, but meet face to face when the news isn’t good.
· Long or frequent meetings are rarely productive. Make them focused and concise.
· Coach as you copy edit. Copy edit everything coming from your desk.
· Suggest good headlines.
· Don’t just manage shifts. Coach your staff members.
· If a reporter’s lead needs improvement, you could do it yourself. But if you take the time to work with the reporter, the reporter will learn and improve.
· Play “what if.” Then plan the coverage.

Advice for everyone
· Swallow your pride. Get ready to be edited. Help editors polish your work.
· Tell the story the right way. Match the approach to the story.
· Simple ideas make great stories.
· Tackle a project. Tackle a series. Your portfolio needs it, and so does the paper.
· Tell the reader if you are part of the story.
· Admit any conflicts of interest, real or perceived.
· Greet visitors. Answer the phone.
· You never know how you might be blessed with a great story.
· Be considerate of your colleagues.
· Pick up after yourself, and keep the personal drama in check. It’s human to jump to conclusions. But journalists should try not to; even management decisions aren’t as black-and-white as you might think.
· Before you reply to that flaming email, take some time — an hour, a night — before you pull the trigger.
· Remember, you’re the mature one.
· Remember who pays the way.
· Appreciate the advertising staff, and patronize our advertisers.
· Suggest ideas for other departments.
· Feel free to disagree. But when you do, suggest a constructive option.
· Read our paper.
· Read the adviser’s critiques. Ask for translations. Then challenge them.
· Consume news from elsewhere. The New York Times and National Public Radio capture the pulse of the nation.
· Recruit for the Cougar. Secure your worthy successor.
· If big news breaks, call the newsroom. Better yet, go to the newsroom.
· Meet deadlines.
· Break campus news first.
· Outshine your predecessors.



Policies

In addition to policies set by the Center for Student Media, Student Media Advisory Committee and the University of Houston regarding student organizations, The Cougar will adhere to the following operating policies.

Employment 

Discrimination & harassment: The University of Houston is fully committed to the principle of providing equality of treatment and opportunity to all persons in an environment that appreciates and respects the diversity of the community it serves. It is University policy to prohibit discrimination in employment and educational services based on race, color, religion, national origin, sex, age, disability, veteran status, or sexual orientation. (University of Houston Student Handbook, 2011)

Compensation: Because The Daily Cougar is a student organization, members are not necessarily hired as employees in the same way as a company hires workers. However, The Daily Cougar affords two types of compensation for those who have obtained membership as defined by The Daily Cougar Constitution:
Stipends — Stipends are paid to student leaders (the Editorial Board) monthly, 10 or 12 months a year depending on the position. The number of positions and pay rates are set in coordination with the Center for Student Media. These positions are hired by the Editor in Chief.  

Vouchers — Vouchers are used to compensate writers, photographers, assistant editors, illustrators, copy editors, special project editors and other non-student-leader positions. These are treated as independent contractors by the university. Vouchers are only paid to those who are considered “members” of The Daily Cougar, per its constitution. All others are considered guest contributors. 

Vouchers are paid out at a standard rate of $10 per byline for staff writers and $15 for senior staff writers after the completion of the third byline (the fourth byline will be the first paid one). Compensation for cover stories, package pieces and large-format works can be adjusted at the discretion of the Editor in Chief, the  Managing Editor, the Creative Director and the student advisor. 

Staff job descriptions

Editor in Chief: Elected by the Student Media Advisory Committee, the editor is responsible for carrying out the overall policies established by the SMAC and is held directly responsible for editorial material produced by The Daily Cougar. He is expected to provide content direction and support to the staff in achieving content-oriented goals. He is expected to adhere to the SMAC bylaws as well as internal policies and codes of ethics. The editor in chief:
· Appoints and removes editorial staff members by written or verbal communication (including assistant section editors).
· Shares closing duties with the managing editor and the Creative Director.
· Maintains proper communication with other Center for Student Media units.
· Leads daily budget meetings and communicates with the editorial staff at large.
· Ensures section editors prepare budgets and assists with coordinating coverage across all sections.
· Represents the newspaper at official UH functions; attends all Board of Regents meetings.
· Provides monthly reports to the SMAC and appoints a staff representative to the SMAC.
· Ensures The Daily Cougar meets its press deadline and is published online on a regular, frequent basis.
· Manages all applications for employment by sending a follow-up email to the applicant.
· Manages the Cougar’s social media platforms and website and serves as the official spokesperson for the paper.
· Adheres to a predetermined budget and verifies editorial payroll.
· Meets weekly with the Director for the Center for Student Media, the Student Media Coordinator and the managing editor.
· Ensures publication of a weekly print Editorial
· Writes at minimum two ‘Letters from the Editor’ per semester
· Coordinates collaborations with journalism classes.
· Maintains the staff roster of all writers, photographers, cartoonists and editors
· Makes himself available for meetings with members of the UH community.

Managing Editor: The managing editor is second-in-command of the Cougar’s editorial operations. He assumes all the duties and responsibilities of the editor in chief in his absence. On a daily basis, the managing editor shares closing responsibilities with the editor in chief and assists him in coordinates the editorial budget for each issue.  He is responsible for scheduling the daily social media updates on online articles. This editor:
· Attends daily content meetings.
· Ensures all editorial production deadlines are met.
· Manages all applications for employment by delivering them to the appropriate editor for review.
· Manages the Cougar’s social media platforms and website and serves as the official spokesperson for the paper.
· Works as closing editor on assigned days and special projects.
· Serves on the Editorial Board and assists with staff editorials.
· Coordinates collaborations with journalism classes.
· Attends monthly SMAC meetings.
· Assists the editor in chief with the process of hiring the editorial board.
· Meets weekly with the Director of Center for Student Media, the Student Media Coordinator and the editor in chief.
· Schedules social media broadcasts.
· Makes himself available for meetings with members of the UH community.

Creative Director: The Creative Director  is third-in-command of the Cougar’s editorial operations. This editor’s primary focus is on the quality of the Cougar’s print edition, as well as the curation of top stories and cover pieces for the print edition. He is also responsible for selecting top stories for online, preparing and scheduling the email edition. Among their duties:
· Manages and maintains The Daily Cougar calendar that is edited by the copy editors.
· Attends daily content meetings.
· Enforces Daily Cougar and AP style in copy of all articles.
· Curates the Cougar’s print product, working alongside section editors in the page layout and design of each weekly issue
· Works alongside section editors and CSM production, ensuring visual representation of print stories, including but not limited to infographics, charts, tables, etc.
· Prepares the classifieds section by inserting comics and converting to the correct file type for print.
· Coordinates staff of non-editorial cartoonists.
· Schedules the email edition.
· Selects three top stories and uploads their display photos.
· Coordinates collaborations with journalism classes.
· Reviews comments posted on articles and enforces Daily Cougar comment policy.
· Provide broad support to all editorial board members.
· Serves on the Editorial Board and assists with staff editorials.
· Meets weekly with assistant section editors to discuss online content and online traffic from thedailycougar.com.
· Schedules regular poll questions in coordination of content.
· Coordinates online projects, slideshows and videos.
· Makes himself available for meetings with members of the UH community.

News Editor: The news editor’s main responsibility is to coordinate coverage of the campus community and to fill the section with timely, newsworthy stories pertaining to the UH community. The news section should strive to cover campus activities, academics, crime, research and University administration as well as state and national higher education issues, including as any local, state or national issue that has a UH angle. The news section can also cover Houston-area events, happenings and any global events that impact UH’s population at the discretion of the editor. The news editor:
· Manages, maintains and coaches a staff of writers in a beat system.
· Attends daily content meetings.
· Develops a rolling budget and meets deadlines as assigned, producing print content.
· Assigns and edits news stories.
· Maintains constant communication with the UH Office of External Communications, the Student Government Association, Residence Halls Association, Faculty Senate and Staff Council to ensure coverage of key campus constituencies.
· Maintains contact with the UH Department of Public Safety and publish timely (key, timely) reports on matters relating to public safety.
· Ensures every section has a visual element.
· Holds regular meetings with writing staff in an individual or group setting.
· Uploads all articles and corresponding images to Wordpress for publication online.
· Maintains all regular elements of the front page, including teasers, countdown, corrections, issue and volume numbers, date and online extras.
· Designs the layout for every page in their printed section, including article, image and ad placement.
· Selects, trains and manages an assistant section editor.
· Serves on the Editorial Board and assists with staff editorials.
· Makes himself or herself available for meetings with members of the UH community.

Sports Editor: The sports editor’s main responsibility is to coordinate coverage of the University’s athletics programs, producing a daily section with timely reports, commentaries and features about UH sports, student athletes and issues in intercollegiate athletics. The sports editor:
· Manages, maintains and coaches a staff of writers in a beat system.
· Attends daily content meetings.
· Develops a rolling budget and meets deadlines as assigned, producing print.
· Assigns and edits sports stories.
· Maintains communication with and develops contacts within the UH Athletics Department.
· Ensures every section page has a visual element.
· Produces an Overtime issue for distribution the day of every UH home football game.
· Holds regular meetings with writing staff in an individual or group setting.
· Uploads all articles and corresponding images to Wordpress for publication online.
· Designs the layout for every page in their printed section, including article, image and ad placement.
· Selects, trains and manages an assistant section editor.
· Serves on the Editorial Board and assists with staff editorials.
· Makes himself or herself available for meetings with members of the UH community.

Life & Arts Editor: The life & arts editor’s main responsibility is to coordinate coverage of the arts, entertainment, culture and college life at UH. The section should also include coverage of these same areas in the Houston area when it is pertinent to the UH community. This section should cover a wide range of topics, including, but not limited to: music, movies, television, dining, nightlife, relationships, health, religion and travel, all of which can be both within the University and within the city of Houston. The life & arts editor:
· Manages, maintains and coaches a staff of writers in a beat system.
· Attends daily content meetings.
· Develops a rolling budget and meets deadlines as assigned, producing print content.
· Assigns and edits life & arts stories.
· Maintains communication with and develops contacts within local arts and entertainment venues and programs, especially UH’s Blaffer Gallery, Moores Opera House, Wortham Theater and the Student Program Board.
· Ensures every page has a visual element.
· Holds regular meetings with writing staff in an individual or group setting.
· Uploads all articles and corresponding images to Wordpress for publication online.
· Designs the layout for every page in their printed section, including article, image and ad placement.
· Selects, trains and manages an assistant section editor.
· Serves on the Editorial Board and assists with staff editorials.
· Makes himself or herself available for meetings with members of the UH community.

Opinion Editor: The opinion editor’s main responsibility is to cultivate an open and balanced forum for the UH community by coordinating the publishing of columns, editorial cartoons, guest commentary and letters to the editor. The editor will not accept submissions from anonymous authors or authors who write under a pseudonym. Guest writers must be members of the UH community: students, faculty, staff or alumni. The opinion section ought to focus on issues affecting or of interest to the students, staff and faculty. If addressing local, state- or nationwide issues, the editor must try to keep the articles grounded in the campus by making sure he addresses students, staff or faculty in one way or another. The opinion editor:
· Manages, maintains and coaches a staff of columnists and editorial cartoonists who reflect the diversity of the UH community.
· Attends daily content meetings.
· Develops contacts and remains in the loop with campus news.
· Develops a rolling budget and meets deadlines as assigned, producing print content.
· Ensures every section page has a visual element.
· Leads the editorial board through the process of creating a staff editorial at least once a week.
· Holds regular meetings with writing staff in an individual or group setting.
· Uploads all articles and corresponding images to Wordpress for publication online.
· Designs the layout for every page in their printed section, including article, image and ad placement.
· Makes himself or herself available for meetings with members of the UH community.

Copy Chief: The copy chief’s main responsibility is to ensure all articles on WordPress (including headlines, cutlines and boxed information) are as clean as possible before the article is officially closed by the editor in chief, managing editor or web editor. The copy chief:
· Receives all copy editing applications from the managing editor.
· Hires, manages and maintains a staff of copy editors.
· Trains new copy editors before their first night of production.
· Abides by Daily Cougar and AP Style when editing stories.
· Edits stories in order of each sections print deadline.
· Ensures that copy editors have made first edits before he begins second edits.
· Holds regular meetings with copy editing staff in an individual or group setting.
· Regularly assesses the schedules of the copy editing staff and adjusts editing shift schedules as needed.
· Ensures every day of production has at least one copy editor.
· Copy edits for every day of production and for all Daily Cougar special sections (Overtime, Health 411, Holiday Gift Guide, Grad Guide, Finals Edition and Coogs Choose), leaving only after all stories have received second edits.

Photo Editor: The photo editor’s two main responsibilities are to ensure photo coverage of assignments given by section editors and to edit photos to produce publishable images that contribute to the newspaper’s story-telling. The photo editor:
· Manages, maintains and coaches a staff of photographers.
· Attends daily content meetings.
· Maintains contact with the section editors to facilitate coverage.
· Checks the online sections budgets daily for photo requirements.
· Assigns beats as necessary
· Prepares photos for each day’s publication
· Provides section editors with sufficient information about the subjects of images to include in the cutline.
· Maintains photo archives and keeps the photo server organized and easy-to-navigate.
· Develops original content such as photo essays, online galleries and feature photos.
· Provides a daily feature photo of his or her choice and may use pitched ideas for the feature photo from members of the editorial board.
· Holds regular meetings with writing staff in an individual or group setting.
· Serves on the Editorial Board and assists with staff editorials.
· Keeps track of online exclusive assignments for payment purposes.
· Makes himself available for meetings with members of the UH community.

Assistant Editors: The busiest and most time-consuming sections of the Cougar will have an assistant editor assigned to work closely with the section editor. They will be paid as contract workers and compensated for contributed work. An assistant editor:
· Attends daily content meetings.
· Develops contacts and remains on top of campus news.
· Pitches article ideas to the corresponding section editor.
· Covers breaking news pieces and publishes items online.
· Maintains all online content for its section.
· Compiles briefs, calendars, information boxes and other daily items as assigned.
· Budgets for a minimum of two online stories Sunday through Saturday and sees to it that the story is received, copy edited and posted to WordPress by their sections deadline to be re-edited and published the following day. These stories must include a photo, art, or illustration.
· Produces all or part of the section’s layout when the editor is elsewhere or unable to do so.
· Assist the editor in producing content, editing and other responsibilities to ensure a quality section is produced on deadline.
· Meets weekly with the web editor to discuss online content, column content and online traffic.

Senior staff writers and photographers: Exemplary staff members may earn promotions to senior staff positions to assist section editors and photo editors in ensuring they consistently receive high-quality work. Each section or photo editor may have two active senior staff members. 
· A senior staff writer or photographer handles more responsibility than the average staff position. Senior staff members must pitch at least two stories or photos a month and write eight stories or take eight photos a month, two of which were not directly assigned by the section editor or photo editor.
· All articles written must have at least three sources and all photos must be taken from multiple angles and capture different elements, allowing a versatile selection.
· Senior staff members must follow up with their assigned beat every at least once a week to remain aware of breaking news, changes in staff, upcoming events, and opportunities for in-depth pieces.
· Senior staff members must stay in consistent contact with the supervising section editor or photo editor.
· Senior staff members must attend the daily content meeting on the day before their stories or photos are planned to run, as their schedules permits.
· Senior staff members will assist the supervising section editor or photo editor in training new staff members by allowing them to shadow while writing, shooting photos, or interviewing for a story.
· At the discretion of the section editor or photo editor, properly trained senior staffers may fill in for their editor should the editor and assistant editor be unavailable for any reason.

All section editors: Aside from the regular duties of a section editor, these are the additional tasks that are required in maintaining a section for The Cougar:
· Hold (at minimum) one monthly staff meeting with the presence of an upper-Board member (Editor in Chief, Managing Editor, Creative Director) to review the month’s print and web performance.
· Give a performance review to any staff writer after the publication of the writer’s third byline.
· Cover important, noteworthy topics per the discretion of the editor, producing their own bylines to serve as an example of quality content for senior staff and staff writers.
· Correspond regularly with Photo Editor and all upper-Board members
Behavioral policies and discipline

UH policies: All students are expected to comply with all applicable conduct and student life policies published in the UH Student Handbook (www.uh.edu/dos). It is the responsibility of all students to be familiar with the expectations outlined in these policies. Violation of applicable policies may be reported to the Dean of Students.

Internet comments: The Daily Cougar staff, aside from the editor in chief,  may not comment or respond to comments on TDC articles posted on the TDC website, although there is some room for professional interaction in the comments section of the blogs. Caution should be exercised when commenting from personal social media accounts, so as to avoid any appearance of unprofessionalism on the part of the staffer. The editor in chief should not engage in debate in the website’s comment section, but may provide additional information or ask that readers send certain kinds of feedback (corrections or complaints) to editor@thedailycougar.com for processing.

Social media: Members of The Daily Cougar should avoid posting anything to their social media accounts that may compromise their image as an unbiased source on any topic that lies within their area of potential coverage. For example, TDC editors and writers covering the Student Government Association should not “like” a page associated with specific candidates in an SGA election.

The Daily Cougar social media accounts are for use by the Editor in Chief, Web Editor and anyone given permission by either of those editors. Content posted by these accounts should be strictly unbiased and should maintain The Daily Cougar’s image as a professional college news source.

More guidelines regarding social media are included in a separate document. 

Dating policy: It is not advisable for members of the editorial board to enter into romantic relationships with members of The Daily Cougar. If they do, steps should be taken to avoid any appearance of favoritism, and the editor in chief should be notified. Should the editor in chief enter a romantic relationship with another member of The Daily Cougar, the advisor should be notified.

Disruptive behavior: The newspaper office is a place of work, and staff members should conduct themselves accordingly. Respect fellow staff members’ requests for the newsroom to be quiet and keep the newsroom an open and welcoming place for visitors. However, the editor on duty may ask visitors to leave the newsroom, especially if they become disruptive.

Speaking for the organization: The only people who should speak on behalf of The Daily Cougar in any public forum, including the media and public meetings, is the editor in chief or his or her designee. If a reporter from an external media outlet comes to the newsroom, he or she is to be directed to the editor on duty or the adviser. The editor in chief should notify the University’s Office of Internal and External Communication prior to any interviews by external media outlets.

Drugs, alcohol and tobacco: Members of the Cougar should not under any circumstances perform job-related duties, including interviews, production or event attendance, while under the influence. No drugs or alcohol may be brought into the newsroom. Members of the Cougar should follow all UH policies concerning drugs, alcohol or tobacco while on duty or otherwise representing the Cougar.

Infractions: Any reports of infractions of the above behavioral policies should be made to the editor in chief or adviser, and warnings should be made to the offending staff member, either verbally or in writing. Complaints concerning the Editorial Board should be made to the editor in chief. Complaints concerning the editor in chief should be made to the adviser.

Punishments: Infractions will be handled on a case-by-case basis. Punishments will range from a letter of reprimand, to suspension, to immediate dismissal, based on the severity of the infraction. No one will receive more than two warnings, either verbal or written, for any violation. All dismissals must be communicated in writing and must include the specific reasons for dismissal, i.e. policy infraction or job performance.

Appeals: Anyone who feels he or she was unfairly dismissed has the right to make an appeal before the Student Media Advisory Committee. Anyone wishing to be placed on the SMAC’s agenda must contact the SMAC chair or the director of the Center for Student Media.

Online policies

Takedown requests: All requests to remove content from The Daily Cougar website or any other online publication will be handled on a case-by-case basis. All incidents should be reported to the editor in chief, who has final say over content. In general, the online archives should not be modified except to correct errors in fact.

Corrections: Corrections to the website should be handled expeditiously, especially when the news is critical. To show transparency, the article should note at the end that a correction or update has been appended.  

Comments/discussion forums: The editor in chief (or his designee) reserves the right to moderate comments on thedailycougar.com, with the objective being to foster a sense of community and public debate. The following guidelines should be used when moderating comments.

· Identification: While fully identified authors are preferred, users may adopt a pseudonym when identifying themselves. However, a valid e-mail address is required. Comments found to be posted with an invalid email address may be removed. Comments using a false identity (purporting to be someone else) may also be removed.
· Flaming and spam: Comments containing profanity, vulgarity, hate speech and personal attacks should be removed. Postings that are off topic or considered “spam” should be removed.
· Daily Cougar staff: Daily Cougar staff should not engage in debates with the public on Daily Cougar articles. If a reader reports a correction or requests clarification through a posted comment, a Daily Cougar editor should respond. Comments found to be originating from staff should result in a warning to the staff member. Repeated commenting can result in dismissal. Daily Cougar staff blogs are an exception to the rule.
· Print publication: Comments selected for print publication should be chosen carefully. The Cougar can be liable for any defamatory remarks that are published.
· Privacy: Commenters’ email and IP addresses should not be shared except where required by law. A standard privacy policy should be posted to the website explaining what is collected.

Reporting, Writing and Editing

Plagiarism
Copying other written work, photos or any other published material is strictly prohibited. Material taken from other sources, including those on the Internet and in press releases and press photos, should be properly attributed, giving credit where it is due. Staff members who plagiarize will be dismissed. If the plagiarized work was also being used as a class assignment, the professor of that class should be notified.  

Inaccuracies
Readers trust published material to be both accurate and true. Though mistakes are made, every effort must be made to ensure the accuracy of a work. If a staff member submits an article, cartoon or photograph containing information he or she knows to be false, the staff member will be dismissed.

Disclosure of conflicts of interest
It is The Daily Cougar’s responsibility to disclose in articles, whenever possible, any relationships the newspaper has with a subject, such as staff membership, fee funding or SMAC involvement. For example, articles about student fee hearings should indicate the Cougar is partially funded by student fees; as another example, should a staff member be involved in an activity the newspaper is covering, he or she should be identified somewhere in the article as a member of the Cougar staff.

Confidentiality and anonymous sources
Quoting nameless sources may threaten the credibility of the newspaper, especially if the source is later found to have provided false or misleading information. Therefore, the use of anonymous sources is highly discouraged and must be approved by the editor in chief. If the news is of such a nature that it cannot be reported without information from a confidential source, reporters should respect sources’ wishes to remain anonymous. Before using information from an anonymous source, every effort must be made to get the same information from a source who is willing to be identified. If an anonymous source is used, he or she should be identified according to his or her relation to the subject, i.e., “a professor who attended the meeting” or “a source close to the president’s office.”

Composite and fictional sources
Writers will at no time attribute information or quotes to fictional people or invent a composite source based on several sources to protect identities.

Relationships with sources
Staff members must be careful when cultivating relationships with sources and potential sources, as getting too close to a source may affect the news-gathering process and create conflicts of interest. Reporters, photographers, cartoonists and editors whose personal relationships affect their work are subject to reassignment or disciplinary action. Reporters must not interview friends, relatives or Center for Student Media staff members (unless the assignment directly relates to the center), except to obtain background information.

The interviewing process
When possible, the best way to interview is in person. Telephone interviews are difficult to record without proper equipment. Email provides a good written record but is not effective at engaging with the subject. Regardless of the manner of the interview, follow these guidelines:
· Disclosure: Reporters will plainly identify themselves as reporters for The Daily Cougar and inform sources that information gathered might be used in the newspaper when conducting interviews, whether in person, by telephone or by e-mail. When interviewing by e-mail, reporters should provide alternate contact information, such as a telephone number or their section editors’ telephone numbers, to allow sources to verify reporters’ identities.
· Notes and recording: All interviews must be documented through notes or a recording, but preferably both. Recorders will be kept in plain sight during an interview and should be removed upon the source’s request. If a reporter is recording a telephone interview, he or she should notify the source that the conversation is being recorded and should stop the recording if asked. Reporters should understand that any notes or recordings they make should be accurate and detailed because they may need to be consulted later. Also, staff members may be asked to share notes with other staff members or editors at a later time and should be prepared to do so. Source names and contact information should be provided with all articles.
· Going off the record/background: Reporters should respect sources’ wishes to make comments off the record and should use off-the-record information only as background material, which should be verified. Technically, information is considered off the record only if a source specifies he or she wants it to be off the record before giving the information. However, sources sometimes make the request after giving information; in that case, it is up to the reporter’s judgment how to proceed. Remember that in some cases, a source may be persuaded to give information on the record if he or she is presented with a well-reasoned argument.
· Sources who do not respond: There is a difference between a source who is not available for comment and a source who refuses to comment. Staff members should always make every reasonable effort to contact a source in person, by telephone or by e-mail. If it is not possible to contact a source by press time for a particular article, indicate in the article what efforts were made to contact the source — for example, “Smith did not return phone calls or e-mails Thursday.” Only report that a source refused to comment if he or she specifically refused to do so.

Quotes
Integrity of quoted material: Quotes should usually be printed as spoken, but sometimes changes can be made to clean up minor grammatical problems, such as run-on sentences or gaps in speech. Parenthetical notations and substitutions should be avoided. Rather, change the paragraph leading into the quote or change the quote to a paraphrase to add any necessary information. Quotes must never be reconstructed from memory alone, nor should material that is not a direct quote be placed inside quotation marks.

Quoting from multiple or previous interviews: When quoting from multiple interviews with the same source or quoting from previous interviews with a source, the writer must make it clear in the article that he or she has done so.

Photos
Photojournalism should always represent the truth and are held to the same ethical standards as any news article. 
· Altering and cropping photos: Photos published in The Daily Cougar will not be altered in any way other than for quality control and must never be flipped. Photos accompanying feature articles (in feature layouts only) may be altered, but must carry a “photo illustration” credit. Crops of photos must be made responsibly and should never alter the context of the photos.
· Sensitive photos: Images portraying tragic events, victims of crime or death must be treated with great caution if a photo’s publication has the potential of causing pain to the subject or his or her family members and loved ones.
· Photos from external sources: Photographs from external sources must be identified as such, either with the photographer’s name and organization or a “courtesy of” credit. Do not use images from the Internet unless they have been identified for use in the media, are in the public domain or have been obtained legitimately. Always seek written permission from the copyright-holder before publishing a copyrighted work.
· File photo: Photos that have been published in print or online for The Daily Cougar are considered file photos after being published one time or for photos that have never ran in the Cougar but a year has past since the photo was taken.

Identifying the accused and victims of crime
The Daily Cougar will not identify anyone accused of a crime until charges are formally made. Even then, until a suspect is convicted of a crime, it must be made clear that he or she has only been accused of the crime. The word “alleged” does not clear the newspaper of responsibility in these matters; back up all charges with official sources. When a suspect is cleared of charges, the Cougar will publish an article reporting it. The names of victims should not be reported in sensitive matters, including suicide and sexual assault.

Vulgar and profane language
No vulgarities are to be published in The Daily Cougar’s printed or online editions. This includes blogs, social media and thedailycougar.com. In quotes, the editor in chief can override this rule, but should exercise caution and good judgement when doing so. It is almost always preferable to paraphrase. This rule extends to song lyrics.

Stereotypes and the written word
Writers and cartoonists should use care when dealing with members of specific cultures or groups. Don’t use stereotypes or words that give negative connotations. Use of some stereotypes or negative descriptions — whether true or not — could leave the writer and newspaper open to libel. Refer to Associated Press and Daily Cougar style for the correct way to refer to certain groups.

Prior review
Prior review of an article by any UH faculty member or administrator is against Daily Cougar policy; the editor in chief has the final say over publication. Reporters should not be compelled to submit articles to any UH official in advance of publication. However, reporters must of course take accuracy very seriously, and take every step possible to ensure an accurate report is produced. Reporters can read back quotes or send portions of an article for verification of facts. Should the source press to review the article prior to publication, he or she should be directed to a section editor or the editor in chief.

Corrections and clarifications
The Daily Cougar is obligated to point out errors made in reporting and correct the record. Any writer who notices a mistake should approach an editor to ask for a correction. Depending on the nature of the mistake, the Cougar will publish either a correction or clarification. Corrections will always appear in an area labeled “Corrections.” If a source calls an editor to report being misquoted, the editor a full statement from the source to obtain the correct information, then confer with the reporter and consult his or her notes or recording. If the paper is in the wrong, a correction is needed. When articles are corrected online, a notice should be placed at the end of the article stating that the article contained an error and has been corrected.

Objectivity and conflict of interest

Public commentary: In order for the newspaper to remain objective and fair, staff members should not comment publicly on internal matters relating to The Daily Cougar, including situations among staff members, external situations involving the newspaper, assignments, interviews, sources, articles and materials gathered on Cougar assignments. (See “Speaking for the newspaper” and “Social media” under “Behavioral policies and discipline.”) Discussing internal matters on social media and personal websites is also discouraged.

During interviews: In an interview, a reporter should not give a subject his or her view on the topic being discussed or on any topic likely to be discussed in the future. If the interviewer is intending to use the subject in an opinion piece, he or she should disclose that to the subject.

At sporting events: Staff members representing The Daily Cougar at sporting events should not wear red or any article of clothing showing support for the University’s athletic teams. This applies not only to writers and photographers covering the event, but also to any staff members attending with press credentials. Staff members are expected to adhere to restrictions on media access and behave in a professional manner.

Columns and analysis: Opinion columns outside the Opinion section — for example, sports commentaries or entertainment columns — should always be clearly labeled as such. When news analysis pieces run, they should be clearly labeled as such. News reporters should not be allowed to publish columns during the semester in which they are covering news.

Involvement in outside organizations: Staff writers will not cover groups or organizations with which they are involved or departments or offices where they are employed, to avoid a conflict of interest. No staff member may serve on the Student Government Association or hold any SGA appointment. Any staff member fearing a conflict of interest must remove him or herself from assignment.

Advertising: Staff members should not be swayed by advertisers or advertising representatives to cover or promote a product, venue, service or event. Staff members will also not be affected by advertisers or advertising representatives who imply business will be gained or lost based on coverage. Staff members should not accept story ideas from advertising reps involving advertisers or potential advertisers.

Gifts and favors
Gifts/passes: The Daily Cougar receives packets containing promotional items every day. Items may be kept, if there is no condition placed on their acceptance. As a rule, anything exceeding the value of a T-shirt (about $10) will not be kept. Under no circumstances should a writer, editor or photographer accept free material in exchange for positive press coverage. As with gifts, passes will only be accepted if the reviewer is free to write an honest article, free of conditions.

Items for review: Any item sent to The Daily Cougar for review (including CDs, books, DVDs, video games and concert tickets) is property of The Daily Cougar until it is given to an individual writer in exchange for a review. As with all gifts, ownership of the review material does not ensure a positive review. If a writer takes material to review, he or she must write a review of the item(s). The section editor reserves the right to assign reviews and to distribute reviewable matter in an equitable way. The solicitation of reviewable matter for personal use is prohibited. Requesting and accepting promotional material without the intent of writing a review may result in dismissal.

Travel: Journalists will not accept free travel. This includes sports writers traveling on team charters. Free travel gives the impression of favoritism in exchange for positive coverage.

Equipment and intellectual property

Computers: Newsroom computers are for staff use only. Section editors’ computers are for the section editor and their assistant alone; staff members may use them only after obtaining permission. If all computers are in use, anyone not working on Daily Cougar business may be asked to temporarily give up their computer.

Servers and hard drives: The Daily Cougar file servers and hard drives are to be used for business purposes only. Staff members will not store personal material, files or class work on Cougar servers or hard drives. Such material may be deleted without warning.

Email accounts: Editors should refrain from using their Daily Cougar email accounts for personal correspondence. Likewise, editors’ personal email addresses should not be used to conduct Daily Cougar business. Editors will at no time disclose their email passwords.

Photographic equipment: UH-owned photographic equipment, including cameras and accessories, is to be used only for Daily Cougar business and must not be taken off campus without permission of the Director of the Center for Student Media. Equipment must be returned as quickly as possible after an assignment is completed.

Keys & building access: Office keys are for the editor in chief, managing editor and section editors. No editor will loan a key to a staff member under any circumstances. Keys are to be turned into the key box daily. Lost or stolen keys must be reported immediately. Card access will be given to all student leaders and to night and weekend staff members. Building and office access can be enabled as needed for other staff members.

Desks: Only those staff members with a desk assignment shall occupy assigned desks. No staff member will occupy an assigned desk with permission from the specific editor. Editors are free to decorate their desks and areas as they wish, as long as the decoration does not violate University policy.

Telephones and voicemail: Telephones are to be used by staff members only. Anyone not on staff wishing to use a newsroom telephone must obtain permission from an editor. Staff members in the newsroom are expected to answer the main line at the managing editor’s desk should he be unavailable. Editors will at no time disclose their voicemail passwords.

Intellectual property: All stories, photos and art written, taken or created for The Daily Cougar, whether published or not, may be retained by the Center for Student Media. Students may reuse their work for a portfolio without permission, but should not be reprinted in another publication or by a wire service without notifying the editor in chief or director of CSM. All stories, photos and art reprinted in other publications or by wire services must carry proper attribution: The name of the writer, photographer or artist and The Daily Cougar’s name.

Competing publications: Staff members will not use Daily Cougar equipment to write, complete or research stories or to take photographs for another publication with consent from the editor in chief, managing editor or web editor.


The Daily Cougar Constitution


Article I — Identity and mission
Section 1: The name of this organization shall be The Cougar.
Section 2: As the official student-run news organization of the University of Houston (“UH” or “the University” hereafter), the mission of this organization is to:
1. Provide the University community with accurate, relevant news and information to students, faculty, staff and alumni in a timely fashion as frequently as possible and across as many media as possible, not neglecting any city, national or global events that impact the UH student and faculty body,
2. Serve as a public forum and a voice for the student body, unbiasedly curating content that caters to the needs of the UH student body,
3. Function as a practical learning laboratory for student journalists,
4. Ensuring that The Cougar operates as closely to that of a professional news publication as possible.

Article II — Membership
Section 1: The membership of this organization shall consist of staff members who contribute to the editorial content and design of The Cougar.
Section 2: All members of the organization must meet the following eligibility requirements:
· Must be in good academic standing (2.0 grade-point average),
· Must be currently enrolled at UH,
· Must be an active contributor to the Cougar, completing at least one assignment per month or serving as an editor and attending mandatory staff meetings,
· Must meet orientation and training requirements.
Section 3: Membership in this organization will not be subject to discrimination based on race, handicap, age, gender, color, creed, religion, political persuasion, sexual orientation, gender identity or national origin. Membership will not be restricted by academic discipline or classification.
Section 4: The Editorial Board shall grant membership based upon an application, tryout or work sample, and interview by the appropriate supervisor.
Section 5: To avoid the appearance or occurrence of a conflict of interest, no member of The Daily Cougar shall hold an elected or appointed position of the Student Government Association.

Article III — The Editorial Board
Section 1: The Editorial Board shall consist of the following: Editor in Chief, Managing Editor, Creative Director, News Editor, Sports Editor, Life & Arts Editor, Opinion Editor, and Photo Editor.
Section 2: Editorial Board members must meet the requirements to be a stipend student leader according to Division of Student Affairs policy.
Section 3: Selection of Editorial Board Members.
· Editor in Chief — The Editor in Chief is selected by the Student Media Advisory Committee in accordance with its bylaws.
· Other editors — All other editors are selected by the Editor in Chief with this process:
· Applications — Candidates shall officially apply using an internal form determined by the editor and the adviser.
· Interviews — The editor shall interview candidates with the adviser’s consultation as a sounding board only.
· Selection criteria — Editorial board members should demonstrate relevant skills, vision for their section, commitment to The Cougar, ability to work in a collaborative environment and potential for leadership.
· All appointments are the sole discretion of the Editor in Chief.

Section 4: Removal of Editorial Board Members.
· Editor in Chief — The Editor in Chief can only be removed by a vote of the Student Media Advisory Committee. Any member of the Editorial Board can bring complaints to the chair of the committee.
· Other editors — All other editors serve at the discretion of the Editor in Chief and may be removed from office for malfeasance or nonfeasance.
· Removal process — Disciplinary action against an Editorial Board member is the responsibility of the Editor in Chief. Specific disciplinary actions should be outlined in the Staff Handbook.
· Term of office — All Editorial Board positions shall serve a term of one year, beginning May 1 and ending April 31 the following year.
· Review — All Editorial Board positions are subject to a performance review between semesters, to be conducted by the Editor in Chief. 
Section 5: The Editorial Board should meet at least once per week during regular publication to discuss the Staff Editorial and other business. On these topics, the Board should vote on which position to take, and the majority view shall become the official stance of the Board. A member of the voting majority should write the Staff Editorial.
Section 6: Job descriptions for each Editorial Board member shall be established in the Staff Handbook. (See Article IV, Section 1)

Article IV — Editorial Policies, Procedures and Ethics
Section 1: The Editor in Chief is responsible for developing and enforcing all editorial policies and procedures.
Section 2: The Editor in Chief should consult with Editorial Board members, advisers, School of Communication faculty and media professionals when crafting policies and procedures.
Section 3: The Daily Cougar Staff Handbook shall be the official policy and procedure document that applies to all staff members, including the Editor in Chief. It should be reviewed annually.
Section 4: Every member of The Daily Cougar should consult and abide the Society of Professional Journalists Code of Ethics and the Associated Collegiate Press Model Code of Ethics for Collegiate Journalists. Copies of both should be provided to all staff members.

Article V — Role of advisers
Section 1: The official adviser to The Daily Cougar shall be provided by the Center for Student Media.
Section 2: Advisers shall coach, provide feedback, offer guidance and instruct students on best practices, but will not make decisions for students.
Section 3: Advisers will not review editorial content for the purpose of screening or correcting it for publication. The Editor in Chief is solely responsible for all non-advertising content.
Section 4: The Editorial Board is encouraged to seek the counsel of journalism faculty, media professionals, former editors and the Student Press Law Center whenever difficult situations arise.

Article VI — Advertising
Section 1: The Daily Cougar shares space in its publications with advertisers with the goal of generating revenue that benefits the student staff in the form of pay, resources and opportunities that would otherwise not be available.
Section 2: Advertising in The Daily Cougar shall be coordinated by the Center for Student Media.
Section 3: The Editor in Chief reserves the right to request advertising be moved, removed or reassigned to accommodate special needs.
Section 4: All advertising is subject to approval by the Editorial Board. Ads with a political or sensitive nature should be brought to the board’s attention for review.
Section 5: The Daily Cougar shall not give its name as a sponsor without the consent of the Editorial Board.  The Daily Cougar shall not give its name as a sponsor to an organization or event that may create the appearance of a conflict of interest.

Article VII — Amendments
Section 1: The Daily Cougar Constitution can be amended by a ¾ vote of the Editorial Board.
Section 2: The Student Media Advisory Committee shall be informed of any changes to the Constitution.    
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