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~  THE HORSE'S MOUTH



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

Advising Publisher: Mrs. Reed
Makes final decisions on all content and controversial issues or matters brought to the editorial board

Members of the Editorial Board
Editor-in-chief

Managing editor
Chief Copy editor
Design editor
Features editor

Social Media Director

Photo editor

Other Staff Positions
Features Writer 
Fact Checker

Ads Designer

Features Designer
Opinions or Entertainment writer
Design Department staffer

Public Relations Coordinator
Creative artist

Social Media Designer

Socials staffer

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

· Oversees the overall operations of the staff
· Maintains order of the staff and encouraging staff members to follow the chain of command
· Key Member I planning Theme of the Month & Writing “Letter from the Editor” Intro to each edition

· Proofs pages both prior to submission to final publication
· Assists the adviser and the staff as needed
· The editor-in-chief will have the final say, with advice from the adviser, in the event of a disagreement between editors

Managing Editor
The assistant editor works side-by-side the editor-in-chief with all matters of operation of the MAGAZINE. Specifically, the assistant editor is in charge of, but not limited to:
· Assists writers and section editors with writing and leading

· Assists the editor-in-chief with assisting the Socials editor with the website
· Monitors TEAMS to make sure all drafts are posted on the day they are due
· Serves as a member of the editorial board

· Creates monthly calendar on board

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

· Writes and sends thank you cards to layout supporters

· Other duties as assigned by the editor-in-chief, assistant editor or the adviser
Chief Copy Editor (Text Copy)
The copy editor is responsible for ensuring that all text copy in each issue is of sound journalistic value, adhering to the policies for content and ethics established in THM MAGAZINE Style Guide. The copy editor has the following responsibilities:

· Assists staff members with the writing of meaningful copy, especially by giving input during the prewriting and revision stages of the writing process
· Proofreads all copy, particularly watching for balanced coverage that tells all sides of the story, accuracy of facts, and inclusion of solid background information and meaningful quotes
· Addresses issues of editorializing (mixing personal opinions, judgments, or biases into what is supposed to be a neutral, fact-based report) in copy so that writers may eliminate it during revision
· Assists writers in developing voice in their stories while still maintaining journalistic style
· Edits for grammar, style, content and voice

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

Photo Editor
The photo editor will work to ensure consistency and quality of images & photography within the publication by completing the following duties:

· Trains staff members in appropriate camera handling and photography, imagery selection from the web
· Works with staff members to assign photos needed for each issue
· Develops and maintains a system for organizing digital photo files
· Assists staffers in the selection of photos upon request
· Checks photos on all pages to ensure that they follow the style guide of THM
· Edits photos for quality as needed
· Works with the web editor to assign photos for the website. Photos will be updated 2-3 times a week 

Features Editor
The features editor is responsible for ensuring that copy holistically in each issue is of sound journalistic value, adhering to policies for content and ethics established in THM MAGAZINE Style Guide, including the following responsibilities:
· Offers story ideas and content suggestions to the web editor in order to form a productive connection between the print newsmagazine and socials
· Works with editor to assign stories in specific section. 

· Assists writers in developing voice in their stories while still maintaining journalistic style

· Proofreads all copy for specific section in Oneview Doc, particularly watching for balanced coverage which tells all sides of the story, accuracy of facts, and inclusion of solid background information and meaningful quotes

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

· Edits for grammar, usage and mechanics

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

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

· Ensure that all copy in specific section is of sound journalistic value and adheres to the policies for content and ethics established in the THM Style Guide
Fact Checker

The Fact Checker position is vital to the final copy of THM, ensuring we publish factually aligned text well supported by reliable sources correctly cited. 
· Make suggestions as to possible source references for struggling writers.
· Source Verification: Check every factual assertion, data point, direct quote, and background detail against original source materials or independent research.

· Document Annotation: Meticulously mark up manuscripts or digital files (annotated copies) to show where each fact is substantiated. 

· Writer and Editor Collaboration: Communicate respectfully and clearly with writers to query discrepancies, missing context, or weak sourcing, offering fixes with grace and precision. 

· Supplemental Review: Check captions, sidebars, pull quotes, and visual references for factual alignment. 

· Deadline Management: Juggle multiple short- and long-form multi-page assignments under tight print or digital publishing schedules. 

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

· Works with the editor-in-chief and section editors to oversee designs for all pages

· Works with editor-in-chief in deciding final layout and design of each issue
Creative artist
The duties of the staff artist include the following:
· Meets with writers to determine art needs for each issue

· Has all work completed before layout

· Recruits artists from additional Art classes at MHS
· Draws art for the website when requested
Ad designer
The duties of the ad designer include the following:
· Keeps a list of all ads created for each issue/business name, size, placement and ad location
· Builds ads using information, artwork, and logos from business when needed

· Designs advertisements for socials postings
Socials editor
The web editor is ultimately responsible for the operation of the staff and the content of THM MAGAZINE social media accounts. As a leader of the staff and of the school, the web editor maintains a high profile and will strive to maintain the Tradition of Excellence of not only the staff, but of Century High School as a whole. Duties of the Socials editor include, but are not limited to those listed below:

· Oversees the overall operations of the socials staff
· Maintains order of the socials staff and encourages staff members to follow the chain of command
· Proofs content prior to uploading to web 
· Assists the adviser and the web staff as needed
· Responsible for making sure the website is updated 2-3 times a week (updates include sports scores, photos, stories, shorts, etc.)

· Adviser will be shown all content for our online accounts in an effort to advise the web editor and editor-in-chief about possible problems before content being posted on the web
Socials Designer

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

Socials Staffer

Members of the THM MAGAZINE website staff commit themselves to responsibilities related to all areas of website production including, but not limited to, content, photography and videos. 
ALL Staffers
Members of the THM staff commit themselves to responsibilities across all areas of news magazine production, from planning to photography to page production. Staff duties will include the following responsibilities:

· Reporting and Writing
· Brainstorms and researches to develop an angle for all coverage opportunities
· Provides complete story coverage by addressing all sides 
· Writes fair and accurate stories
· Confirms all facts given in quotes to ensure accuracy
· Gathers accurate information and double checks all facts
· Writes interesting stories and information packed captions 
· Willingly revises stories and captions in order to improve the overall quality of the publication
· Uses correct grammar, usage and mechanics
· Abides by the ethical standards of copywriting and reporting 
· Photography
· Composes interesting photos when assigned by photo editor
· Abides by ethical standards of photography 
· Other Responsibilities
· Uses all equipment responsibly
· Maintains a neat and orderly work area and classroom environment
· Abides by school policies and the staff code of ethics while representing the staff
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	Option 1
	Option 2

	Position Name
	
	

	In my own words, this is what I think the position requires
	
	

	I feel like I best fit this position because


	
	

	Mrs. Reed can reference this article or example of my work for reference
	
	

	Topics I would like to write on
	

	What is the #1 Thing you want to have happen with the magazine this year
	


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

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

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

• A qualified journalism instructor committed to excellence in scholastic journalism
• Financial support through the funding of the adviser’s position, the providing of a classroom and classroom materials and the maintaining of up-to-date technology 
• Permission to attend workshops and conventions related to scholastic journalism at regional, state, and national levels[image: image1.png]



