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Communications Department

DU Radio Class

Melba Beals, Stuart Horne 
“On-Air” Instructions
Important: AFTER BEING CERTIFIED - Make time to visit the studio on your own and re-run the on-air/recording procedures. DO NOT wait until your first show. 

Before you begin your show:

Launch Total Recorder Software from desktop & hit “Record”. This will record your show in its entirety and will serve as proof of your “on-air“ hours. 

Once the Total Recorder software is recording, minimize it and go to the main page of the DJ Software. 

On the silver mixer, slide the fader up for the corresponding microphone (never exceed “0db”). If you need time to rest or to take a bathroom break, limit your time away to two songs, maximum. Listeners won’t wait long before switching to another station. When you come back, announce the song that just finished, ID the station, yourself and your show.
When you are finished with your segment, highlight the next song on the playlist, announce the artist and title and hit “START” on the main page. Slide mic faders all the way down so voices in the studio are not heard over the music. 
If you take live phone calls:

When the phone rings, flip the silver switch on the “phone-call-conversion-box” to answer and flip it back to hang up. Always answer “DU Radio”.
When you are finished with your show:

Be SURE music is playing from the play list. Maximize Total Recorder software and hit STOP. Save your show in the “Shows” folder on the desktop.
Always use the following format when saving your shows:
EXAMPLE

Yr/Mo/Day                 
Show Title          Your Name

070204 (Feb 4, 2007)          Trashtastic              Gina

NOTES:

1. ID the station a minimum of once every 15 minutes.

2. Forward promote as much as possible.

3. Always hold the University in a positive light.

4. Speak as though your Grandmother is listening.
5. Before you leave the studio, check to make sure the windows are locked, all clutter has been cleared and studio settings have been reset.
6. Have a great time.
