
NAACP EXHIBIT 34

Disposition

Reporter -r.':7::--t:~':'T-";-'---";;;::::::'_­

Date _-=--I-=~-I-":""+-_



KFUO RaDIO PERSONNEL POLICIES(p
SUBJECT: Employment and Promotion Date 7-1-82 Number 112

POLICY 002375

1.0 All employment and promotion activities shall be conducted within
the terms and spirit of equal opportunity employment programs.

1.2 Applicants for employment must complete the Station's application
form. An authorized representative will interview the applicant
and, ~en appropriate, check references.

1.4 An applicant selected for employment shall be issued a letter
confinning the appointment and giving pertinent details such as
position title, position guide, salary, effective date and any
special conditions of employment. The confirmation letter shall
be signed by the General Manager.

1.6 When openings occur on the Staff, such openings shall be posted
for a period of ten (10) days for the information of all current
employees. In filling the opening first consideration shall be
given to present employees prior to considering applicants from
outside.

PROC EDURES

2.0 Basic personnel practices will be discussed with the prospective
employee during the interview process. After employment is con­
firmed, new employees shall be given a copy of Personnel Policies
and explanatory booklets on Employee Benefits.

2.2 In order to place a new employee on the payroll the Supervisor of
the employee involved is to prepare an "Employment Authorization"
form for submission to the General Manager for signature and
pr~ce5S ing.
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KFUO RaDIO PERSONNEL POLICIEScv
SUBJECT: Position Guides

POLICY

Dat e 7-1-82 Number 148

002385
1.0

1.2

A detailed Position Guide shall be prepared and maintained for
each position in the Station organization. The Guide shall set
forth the prime responsibilities of the position along with the
typical functions in sufficient detail to adequately describe
the position for purposes of employment, training, daily routine
as well as for rating purposes.

Each Supervisor is to be supplied with copies of all Position
Guides so that he may become familiar with the .responsibilities
of other departments as well as his own.

1.4 A copy of the appropriate Position Guide is to be given to each
new employee upon employment and is to be used with that employee
when performance is being evaluated.

1.6 It is the responsibility of Supervisors, and employees, to assure
that Position Guides are kept current at all ttmes.

PROCEDURES

2.0 Suggested changes in Position Guides should be prepared in writing
by Supervisors and submitted to the General Manager for approval.
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~FUU"
lutharCln radio P~S ITION GUIDE (l)

OO~41B
"'....

TITLE: BUSINESS MANAGER DEPARTKENT:"· ADMINISTRATION

m:PQRiS TO: DIRECTOR OF ADMINISTRATION

PRn~Y RESPONSIBILITIES: In keeping with Synodical policies provi~es

for managerial planning and control through formulation of accounting
and costing standards and procedures, preparation of financial state~ents,

cost controls, maintenance of books of accoun"ts. "cus"tody of. Station funds
.and securities. Supervises the Building maintenance and provides for the
purchasing of all Station supplies and materials and subsequent inventory
control. Supervises the use and control of Computer equipment. Develops

"formats and programs for the eff~cient use of data processing equipQent
.in order to provide additional management tools.

TYPICAL FUNCTIONS:

I

1. Deposit of funas in Sanks or SavL"1gs Institutions.

,

Z. Payment of Station obligations through proper disbursement
procedures.

3. ~1aintains records of ca.sh tzansac tions.

4. Ha."1aga"ianc: of petty cash and bank bala..."1ces.

•
5. =orec~sts disburs~ents.

.':'
6. ~~nt:~~n a SYSt~ of accounting and cost reports to assist

aanageZ!len t: •

7. ?repares prescribed financial reports according to
established schedules.

8. Assists in the preparation of annual budgets.

9~ ?repares ~eport:s :0 Governoental agencies.

II PURC~..sING

L. ~egotiates or arr~lges for the purchase of all material,
equipment and supplies.

2. Secures quotations and places purchase orders.
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IiFUO
luth(!ran radio

TITLE: Assistant to the Business Manager

POSITION GUIDEa>

uu.:-.·~~

DEPARTMENT: Administration

REPORTS TO: Business Manager

PRIMARY RESPONSIBILITIES: Shall assist the Business Manager through the
use of the computer to provide data processing, reports, filing system and all
applicable business transactions. Assist in developing formats and programs
for the efficient use of data processing equipment in order to provide additional
management tools. Through the use of the computer to keep track of donors and
prospects lists and print receipts and thank you letters. Print financial
statements and keep track of the business affairs of the station in accordance
with adopted procedures.

TYPICAL FUNCTIONS:

1. Assists.i~:Ge~e;alLe4g~r~t~~~a~tionentry.

2. Maintain formats for Financial Statements and reports.
Generate such Financial Statements and Reports.

3. Maintain Donors records.

4. Maintain various mailing lists.

5. Generate Donors receipts and thank you notes.

6. Generate mailing labels as required.

7. Assist in developing any additional accounting, record
keeping, data processing,.that the station determines to be
necessary or advantageous.

8. Assists in weekly System back-up.

9. Assists in formating computer discs.

10. Assists in maintaining the copy machine.

11. Serves as relief_r~ce~~io~;st·~~.n~eded.

I- '".. Page 1 of 1



IiFUO
lutharan radio

­{ ':'

" ;
TITLE: Steno-Clerk

POSITION GUIDE(j)

002420
DEPARTMENT: .ADMINISTRATION

REPORTS TO: Business Manager

PRIMARY RESPONSIBILITIES: Performs stenographic and clerical duties
as assigned.

TYPICAL FUNCTIONS:

1. Assists in the maintenance of donor files and records.

2. Operates various types of office equipment.

3. Assists in the packaging and mailing of materials ••
I

l

4. Assists in the operation of and programming of the;
Computer.

5. As assigned does general filing.

6. As assigned may perform relief receptionist work.
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KFUO/LUTHeran RaDIO

TrrLE: Receptionist

POSITION GUIDE(9)

002421
DEPARTMENT: ADMINISTRATION

REPORTS TO: Business Manager

\ )

PRIMARY RESPONSIBILITIES: Under the general supervision of ..the
Manager - Business Services acts as receptionist to the general
public visiting the studio. of KFUO. Receives and directs tele­
phone calls a~d places calls as directed. Working with program
guides and logs answers phone requests for program information.
Performs typing and other clerical duties as assigned.

TYPICAL FUNCTIONS:

/. Receives telephone calls and directs to proper
recipient.

2. Refers to program guide and logs to answer telephone
inquiries regarding broadcast material.

3. Greets visitors to studio and assists them in their
objectives.

4. Receives and handles calls answering quiz questions,
or wishing to participate in call-in programs.

5. Performs typing and other clerical work as assigned.

6. Keeps reception area in orderly condition.
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IiFUO
luthczran radio POSITION GUIDE~

002125

TITLE: Public Relations Director DEPARTMENT: Public Relations

REPORTS TO: AM Program Director

"

PRIMARY FUNCTION: To assist the AM Program Director in promoting and ra1s1ng
funds for Radio Station KFUO and promotes good public relations between
KFUO and its various publics. Develops and prepares layouts for promotional
and fund raising printed matter, prepares and handles mailings, works with
volunteers and performs secretarial and announcing duties as needed.

TYPICAL FUNCTIONS:

1. Prepares layouts and edits copy for printed materials.

2. Assists in the arrangement of work to be performed by
volunteers and helps supervise their efforts.

3. Develops and prepares statistical reports for fund raising
studies and projections.

4. Does announcing and production as needed.

5. Performs clerical and secretarial functions as needed.

6. Represents KFUO as a public relations person during public
speaking engagements, at displays and exhibition booths at convention
and community events, etc.

7. Serves as a creative writer to prepare public relations letters,
press releases, brochures, bulletin inserts, advertisement,
fund raising packages, to promote and raise funds for the station.

8. Arranges and coordinates press conferences and provide information
(press releases) to both the Christian and secular media.

9. Prepares for and conducts tours of KFUO including being responsible
for the readiness of the station for such tours (including the
coordination of cleaning, updating of History Room, other in-house
displays, etc.)

10. Assists in recruiting and superv1s1ng volunteers and interns for
the various departments of the station.
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JiFUO
lutharan radio POSITION GUIDE@

002126
TITLE: Director of News & Public Affairs DEPARTMENT: News & Public Affairs

REPORTS TO: AM Program Director

{ )

PRIMARY RESPONSIBILITIES: Under the direction of the AM Program Director
and guided by the broad policies set forth by the Board for Radio 'Station KFUO.
plans, develops and creates news and public affairs programming to fulfill
the station's obligations to its listening audience and licensing requirements.
Serves as the station's on-air "personality" in the field of news and public
affairs. Supervises part-time news and public affairs announcers. Develops
and produces programming that will enhance the image of the Lutheran community.

TYPICAL FUNCTIONS:

1. Programs daily news broadcasts of both local and national news.

2. Selects sources and develops format for live news broadcasts.

3. Supervises part-time news and public affairs announcers in regard to
their scheduling and other activities in relation to their duties.

4. Develops contacts with state and local government officials for on-air
interviews as well as providing authoritative sources for public
interest programming.

5. Cooperates with Lutheran organizations and area groups to
publicize their activities.

6. Keeps abreast of government regulations affecting the .broadcast of
news and public affairs.

7" Produces specialty programs of general interest or for special
interest groups such as Senior Citizens, etc.

8. In addition to news broadcasts. acts as interviewer of dignitaries
and/or moderator of panel shows.

9". Develops and schedules "Community Calendar" type programs of
interest to St. Louis area listeners.

10. Close consultation and coordination with other departments, offring
assistance and utilizing expertise of others in the cause of News
and Public affairs on KFUO.
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KFUO./LUTHeran RaDIO

T.nlE: Announcer - New and Public Affairs

@)
POSITION GUIDE

002427
DEPAR~:News and Public Affairs

REPORTS TO: Director - News and Public Affairs

PRIMARY RESPONSIBILITIES: Under the direction of the Director­
News and Public Affairs broadcasts daily news programs including
public affairs announcements.

TYPICAL FUNCTIONS:

1. Scans news-wire copy for suitable material for ~ocally

produced news programs.

I

2. Gives on-air weather reports, temperature readi~gs etc.

3. Working from prepared scripts introduces various
programs.

4. As scheduled reads public service and/or affairs
annouuCtDents and features.

5. Performs other announcing assignments as assigned.
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KFUoj'LUTHeran RaDIO

OO~430 (f)
POSITION GUIDE

FM Program Director DEPARTMENT: ,

REPORTS TO: General Manager

PRIMARY RESPONSIBILITIES: Wi.th the approval of the General Manager and withi.n
the broadcast 'format' for KFUO-FM adopted by the Board of Directors develops,
programs and schedules music programming of highest quality performance and
production. Performs announcing, hosting and interviewing duites for both
'live' and delayed broadcasts. Develops and maintains contacts with outside
program sources and makes recommendations for purchase of syndicated programs.
Works closely with local cultural organizations for the promotion of classical
music in general and for possible participation in locally produced programming.
Develops formats for program schedules or guides for various publication
applications for FM. Serves as contact with Symphony personnel in furtherance
of cooperative activities.

Recommends standards for types and categories of music used in religious and
worship programming. Offers advise and assistance to 'all personnel in
constant efforts to achieve highest quality music programming.

TYPICAL FUNCTIONS:

1. Keeps abreast of quality program sources and makes recommendations
as to acquisitions.

2. Prepare seasonally and when otherwise requested for the General
Manager a review of the format on FM. along With suggested
improvements.

3. To make scheduling changes of a non-routine or emergency nature
when needed on FM and to review all scheduling changes with
the General Manager for his approval.

4,

5.

6.

7.

8.

Works towards optimum 'live' programming during prime FM hours.

Programs and hosts 'live' and tape-delayed broadcasts of concert
music including segments of news when live.

Except for designated specialty programs sets standards for
type and quality of all music programming for FM broadcast.

Maintains close contact with packaged program sources to
encourage preferential treatment.

Assists General Manager in representing KFUO, it "s goals and
objectives to the church and community.
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POSITION GUIDE - FM Program Director (continued) 002431

9. Assists the General Manager in reviewing the content of all
commercials to maintain the standards set by the Board of
Directors.

10. Works toward the promotion of KYllO-FM by coordinating and
helping to plan all promotions whether on KFUO or elsewhere with
KYllO's standards, format and schedule.

11. Develops format and content of FM program guides and/or
schedules for direct mailing or magazine publication.

12. Acts as "Project Manager" for KFUO in conducting the
annual Symphony Marathon. Assigns station personnel as
needed and sets forth their duties and responsibilities in
respect to the Marathon. Works closely with the Symphony Committee
in developing the extent of KFUO participation.

13. Trains and supervises assigned Announcer-Programmer personnel
and assists in the annual evaluation of their performance.

I )
14. Assists in the preparation of the annual budget in those

areas pertaining to PM programming.

15. Assists in the performance evaluation and salary administration
of assigned personne~.
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KFUofLUTHeran RaDIO

TOlE: Announcer-Programmer

POSITION

DEPARTMENT: PM

@
GUIDE .

BEPORTS TO: PM Program Director

,

PRIMARY RESPONSIBILITIES: Under the direction of the Direct;or of
Music Programming acts as live on-air host for music programs
including the. reading of news. weather and special events.
Suggests program formats and does programming in keeping with
the ''Classic'' image of KFtJO.

TYPICAL FUNCTIONS:

1. Announces classical music programs and as 'Host' of
such programs.

2. Selects copy for news segments of hosted programs
including special events announcements.

3. Programs classical music including scripting, Ifor
production purposes as well as own programs.

4. Assists in the maintenance of the record library.

5. Edits library tape programs for re-use.

6. When available and needed acts as 'relief' Engineer.
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KFUo/LUTHeran RaDIO POSITION ®GUIDE

~ Manager- Production & Traffic DEPARTMENT:

002433
Production-Traffic ,

REPORTS TO: General Manager

PRIMARY RESPONSIBILITIES: Supervises the scheduling of all broadcast material
to assure continuity in AM and FM programming. Provides production services
for all locally produced programs for local broadcast and/or syndication.
Arran~es for the timely receipt of packaged syndicated programs and their
subsequent distribution. Maintains and controls inventory of tape and recording
supplies. As time permits performs music programming and emergency engineer
relief.

TYPICAL FUNCTIONS:

1. Supervises the formulation and maintenance of program logs.

2. Responsible for documentation of KFUO's compliance with FCC
programming rules and regulations.

3. Prepares Master Cassettes of special tapings such as meetings,
conventions, interviews, etc., for duplication and sale.

4. Prepares custom order tapes or cassettes of locally produced
programs for distribution.

5. Provides necessary production services for KFUO syndicated
programs and arranges for dated release.

6. Maintains close contact and cooperation with record pressing
company and orders pressings as needed.

7. Maintains classical music library with appropriate indices.

8. As time permits assists in the programming of classical music
including scripting.

9. Maintains and controls inventory of tape, cassette blanks,
reels and other recording and production supplies.

10. Orders necessary maintenance of recordi.ng and studio equipment
to assure quality production.

11. Advises and assists others in production problems and
techniques.
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POSITION GUIDE - Manager- Production & Traffic (continued) 002434

12. In emergencies provides Engineer relief.

13. Produces contracts and logs all commercials for KFUO-FM.

14. Prepares monthly performance affidavits for billing for
FM commercials.
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KFUoj'LUTHeran RaDIO POSITION GUIOpj)

002435
TITLE: Production Operator - Part Time

REPORTS TO: Manager - Production and Traffic

DEPAR~: Production & Traffic

PRIMARY RESPONSIBILITIES: Under the supervision of the Manager ­
Production and 1raffic performs duties required in the production
of various types of locally produced programs.

TYPICAL FUNCTIONS:

1. Dub. from tapes, 'discs and cassettes onto mas~er reels
for produced programs.

2. Assists in the re-cycling of tape and stocking of
tape inventory.

3. Duplicates and labels cassettes ~s assigned.

4. Prepares tapes and records for mailing.
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KFUo/LUTHeran RaDIO

TITLE: Chief Engineer

REPORTS TO: General Manager

®
POSITION GUIDE

002436

PRIMARY RESPONSIBILITIES: Within the l~itations imposed by F.C.C. rules
and licensing, supervises the installation, operation and maintenance of
broadcast equipment to produce high quality sound transmission. Super­
vises and trains control board operators and/or engineers as assigned.
Maintains studio and portable equipment to a state of constant readiness.
Arranges for necessary installation and hook-ups for 'live' broadcasts of
area church services. Maintains inventory of spare parts and equipment
and maintains Laboratory in neat and orderly condition.

TYPICAL FUNCTIONS:

1. Prepares schedules, assigns and supervises Engineers.

2. Develops and ~plements preventive maintenance programs for
all broadcast and studio equipment.

3. Keeps abreast of technical developments in radio broadcasting
and makes recommendations concerning acquisition of new equip­
ment.

4. Responsible for compliance with FCC rules and regulations.

5. Works closely with Department Beads to cooperatively improve
the technical quality of KFUO programming.

6. Acts as Recording Engineer, or assigns Engineer for remote
recordings of special groups such as KFUO choir, etc.

7. Acts as substitute Engineer in cases of absence or emergency.

8. Develops long-range plans and proposals concerning equipment
replacements and acquisitions for Board study and use in
long-range planning.

9. Assists in the preparation of the annual budget relating to
the Engineering Deparement.
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Position Guide - Chief Engineer (con't)

10. Works closely and cooperates with Telephone Company personnel
to encourage preferential treatment of KFUO needs.

11. Assists in the performance evaluation and salary administration
of assigned Engineering personnel.
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KFUO/LUTHeran RaDIO·

TITLE: Engineer

REPORTS TO: ehb f Engineer

@
POSITION GUIDE

DEPAB~: Engineering

002438

,

PRIMARY RESPONSIBILITIES: In accordance with prescribed procedures
and techniques operates broadcast equipment to produce the best
possible sound transmission of KFUO programming. As necessary does
taping and technical production of program material.

TYPICAL FUNCTIONS:

1. Operates transmitters, control board and reproduction
equipment to transmit quality programming without
interruption.

2. Cooperates with and assists performers to accomplish
professional type programming.

3. Monitors all programming to assure continuity.

4. Reports malfuuC'tioning equipment to Chief Engineer.

5. Performs minor maintenance of equipment.

6. Maintains required program and equipment logs.

7. As assigned makes on-air announcements of program
identifications, news, weather and special information.

8. When switchboard not open receives telephone calls
giving requested information when possible, or
referring calls to proper party.

9. Performs related tasks such as dubbing, production,
taping etc.
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KFUoj'LUTHeran RaDIO

T~: Secreta~ - Development & PR

(@
POSITION GUIDE

002444
DEPAR~:Development& PR

t.

~RTS TO: Director-Development & Public Relations

PRIMARY RESPONSIBILITIES: Under the direction of the Director of
Development and Public Relations performs secretarial and clerical
duties attendant to the office of Development and Public Relations.
Develops and prepares layouts for promotional and fund raising
printed matter. Works with 'Volunteers' in preparation for mail­
ings etc. Assists in the development of Computer programs for
research and study of fund raising efforts.

TYPICAL FUNCTIONS:

1. Prepares correspondence for Director of Development & PRo

2. Prepares layouts and edits copy for printed materials.

3. Assists in the arrangement of work to be performed by
volunteers. and helps supervise their efforts.

4. Develops and prepares statistical reports for fund raising
studies and projections.

5. Assists in exhibition booths at conventions as needed.

6. Works with AM and FM mailing lists.

7. Acts as relief Receptionist 'when needed.
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KFUO.!LUTHeran RaDIO

TITlE: Manager' - Administrative Services

REPORTS TO: General Manager

@
POSITION GUIDE

002445
DEPAR~: Administrative Services

· \

,

PRIMARY RESPONSIBILITIES: Provides ~anagement services and aids in the form
of secretarial and clerical services, data processing, reports, records,
filing system etc. Supervises the use and control of Computer and/or Word
Processing Equipment. Develops formats and programs for the efficient use
of data processing equipment in order to prOVide additional management
tools. Receives and records, in accordance with adopted procedures, all
cash receipts. Supervises processing of incoming and outgoing mail and
packages.

TYPICAL FUNCTIONS:

1. Provides Secretarial services for the General Manager.

2. Receives and records daily cash receipts according to
procedures approved by the Auditors.

3. Maintains the Station's official filing system.

4., Develops formats for trans fer of information to computer system.

5., Develops computer programs for retrieval of des ired information
from storage for mailing, statistical studies and reports and for
fiscal analysis.

6. Works closely with Department Heads to develop systems and
programs tailored to the needs of their specific departments.

7. As requested, prepares special reports for use of the lloard.

8. Maintains accurate and current files of all documents required
by government and/or other agencies.

9. Receives and records information relative to Wills and Bequests
with copies to Director of Development and Public Relations.

10. Trains and supervises clerical personnel as assigned.

11. Assists in the development and preparation of the annual budget.

12. Assists in the performance evaluation and salary administration
of assigned personnel.
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KFuol'LuTHeran RaDIO

®
POSITION GUIDE

TITLE: Administrative Assistant DEPAR~& Administrative Services I

DEPORTS TO: Manager - Admi.nistrative Services 002446

PRIMARY RESPONSIBILITIES: Shall assist the Manager of Administrative Services
through the use of the computer to provide data processing, reports, filing system
and all applicable business transactionso Assist in developing formats and .
programs for the efficient use of data processing equipment in order to provide
additional management tools. Through the use of the computer to keep track of
donors and prospects lists and print receipts and thank you letters. Print
financial statements and keep track of the business affairs of the station in
accordance with adopted procedures.

TYPICAL FUNCTIONS:

General Ledger transaction entry.

Maintain Donors Records.

Develop and maintain formats for Financial Statements and
reports. °Generate such Financial Statements and Reports.

Maintain various maiHng lists.

Generate mailing labels as required.

Generate Donors Receipts and Thank you notes.

Develop and assist in developing any additional accounting,
record keeping, data processing, or word processing
procedures that the station determines to be necessary
or advantageous.

l.

2.
(

3.

4.

5.

6.

7.
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KFUofLUTHeran RaDIO

TITLE: Steno -' Clerk

@
POSITION GUIDE

002447
DEPAR~: Administrative Services

~RTS TO: Manager - Administrative Services

PRIMARY RESPONSIBILITIES: Under the supervision of the Manager ­
Administrative Services performs stenographic and clerical duties
as assigned.

TYPICAL FUNCTIONS:

1. Assists in the maintenance of donor files and records.

2. Operates various types of office equipment.

3. Assists in the packaging and ma~ling of materials.

4. Assists in the operation of and programming of the
Computer.

-
f 'I 5. As assigned does general filing.

6. As assigned may perform relief Receptionist work.
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KFuol'LuTHeran RaDIO

T~: Director. - News & Public Affairs

REPORTS TO: General Manager

®
POSITION GUIDE

002448
DEPARll4ENT: News & Public Affairs

\

f

PRIMARY RESPONSIBILITIES: Under the general direction of the General
Manager and gUided by the broad policies set forth by the Board for
Radio Station KFUO, plans, develops and creates news and public affairs
programming to fulfill the Station's obligations to its listening
audience and licensing requirements. Serves as the Station's on-the-air
"personality" in the fields of news and public affairs. Trains and
supervises part-time announcers. Develops and produces programming that
will enhance the image of the Lutheran community.

TYPICAL FUNCTIONS:

1. Programs daily news broadcasts of both local and national news.

2. Selects sources and develops format for live news broadcasts.

3. Trains news announcers in the delivery of news and supervisors
their scheduling and other activities in relation to their duties.

4. Develops contacts with state and local government officials for
on-air interviews as well as providing authoritative sources
for public interest programming.

5. Cooperates with Lutheran organizations and area groups to
publicize their activities.

6. Keeps abreast of Government regulations affecting the broad­
cast of news and public affairs.

7. Produces specialty programs of general interest or for special
interest groups such as Senior Citizens, etc.

8. In addition to news broadcasts, acts as interviewer of digni­
taries and/or moderator of panel shows.

9. Develops and schedules 'Community Calendar' type programs of
interest to St. Louis area listeners.

10. Close consultation and coordination with other departments.
offering assistance and utilizing expertise of others in the
cause of News and Public Affairs on KFUO.
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