
The Definitive Guide to Becoming a  
WCFM DJ 

THE WCFM DJ TRAINING INFORMATION PACKET 

(Spring 2005 Edition) 

This packet has all the information you'll need to become a DJ. It outlines 
the process of training. It serves as the training textbook. It tells you where 
to go if you need help or have questions. Don't lose it. If you do, be sure to 
get yourself another. We want you to become a DJ! 

Bring this to DJ training classes and observation hours. Use it to study for the DJ 
tests (written and practical). Hold on to these pages throughout your career as a 
WCFM DJ; they'll come in handy (especially around recertification time). Ask the 
Personnel Director if you are unsure of anything in the packet. The Personnel 
Director wants to help you become a DJ, and if there are any problems that stand in 
the way, you should talk to the Personnel Director. 

What does a DJ do? 

Any station member (all certified DJs) can do a radio show on the air. Usually, this 
means a regular weekly show. These are assigned by the Programming Director 
according to seniority at the beginning of each programming period (Fall Semester 
and Spring Semester, with some overlap through Winter Study). If you don't have 
time to do a show every week, you can pick up someone else's show (we call it 
“subbing”) in the event that they can't do one of them. DJs can pick up sub shows 
even if they have a regular show. Dues, $15, are paid only once (when a new DJ is 
certified) and they can be waived in cases of financial need.  Every DJ must engineer 
a sports broadcast once (it doesn't take long, it's easy, and you can read or listen to 
music during it). DJs must be recertified every three semesters, and before returning 
to the airwaves after being off the air for a semester or more. The recertification test 
is short and written. 

Basically, DJs can choose music to play on their radio shows, and then go on the air 
and play that music (or, alternatively, can choose topics of discussion, and then go 
on the air and discuss those topics). Sounds fun, doesn't it? 

About WCFM. 

WCFM has been around since 1941, as the voice of Williams College radio. We are a 
free-form (without specified format) station, and although we have specialty shows, 
most of our programming is chosen by the DJs. It's an entirely student-run 
organization, and the station members elect the Board of Directors every January. All 
station members are free to run in this election. All station members are encouraged 
to volunteer their time for projects that the Board of Directors organizes from time to 
time. This could include work for the music office, managing our music library, or 
helping to promote the station or station-associated events such as concerts. 



And now, on to the "textbook" part... 

The steps to becoming a DJ: 

You will need: 

a. This training packet 

b. A DJ Training Checklist (at the end of this packet) 

c. A few hours of your time 

Step 1: Take the required training class.  It is about one hour and covers this packet 
and in-studio training. Training sessions are held in major rounds twice or thrice a 
year.  WCFM schedules a cluster of sessions in both the early part of the fall 
semester as well as during Winter Study in January. Also, the Personnel Director 
may arrange extra training sessions throughout the year if there is enough demand.  
If anything is unclear, or if you have anything you’re wondering about, ask the 
Personnel Director, who is there to help you learn.  

Step 2: Observe current DJs in action, and try things out yourself. You can do this at 
any time, and in fact, it may be helpful to observe BEFORE the training session, as it 
is technical and doing so will help you learn better. It will also give you a general 
idea of what DJing is all about. However, you will still be required to complete the 
observation requirement AFTER the training session. 

The requirements of training before certification are: 

a. TWO (2) HOURS: of DJ observation.  The hours may be split up, and remember 
that two hours is just the minimum. The more you observe, the better off you’ll 
be. Observing a variety of shows can help you understand the DJs’ individual 
styles. 

b. TWO (2) HOURS: of practice in the Production Studio.  This is your chance to get 
your hands on the equipment. Again, two hours is just the minimum. Do as much 
practice as it takes for you to feel comfortable. Your practice must be done with a 
certified DJ somewhere in the station (to supervise you). 

c.  ONE (1) HOUR: of community service.  In other words, help maintain the station. 
All DJs must do this every semester. Without it, our music library would be in 
shambles. You’ll most likely be alphabetizing or filing music. 

Check on http://wcfm.williams.edu for our schedule so you know when you 
can go observe/practice/do your service. Email the DJ whose show is at 
a convenient time for you (or whose genre you are interested in) and ask 
if they would like to have you observe (or monitor your practice or 
service). 

Step 3: Turn in the DJ Training Checklist and take the test.  



First Part: written: Study this packet.  There will be a written test.  And you will have 
to abide by the Honor Code. 

Second Part: practical: You'll be asked to pantomime/demonstrate and explain 
technically-oriented things.  This will be done in the Production Studio – therefore, 
it’s a good idea to pay attention to your mandatory TWO (2) hours of practice. 

Step 4: Get on the air. Once you pass the tests and pay your dues, the Personnel 
Director will let the Programming Director know, and you'll be given a show. 

If you have any questions about the process, scheduling problems, or need 
exceptions, special expediency, etc., contact the Personnel Director, who is also 
always available for any general or specific help or questions about being a DJ. Email 
the Personnel Director at Samantha.J.Peterson@williams.edu.   You can also 
look at the WCFM website for more info about the station or training. 
http://wcfm.williams.edu  

Read the following information carefully, as you will surely see some of 
this on the written DJ test! You will have to know specific details about 
all the topics.   

PART 0: THE RULES 
   

What can you play? WCFM is one of the few remaining free-form stations around. 
As such, we leave it mainly up to the DJ to decide what to play. There are a few 
important exceptions: 

1. New Music: New music is any music that the station has received in the 
past three months.  New music is kept in the ON-AIR studio.  There is also 
genre-specific new music, as well as new music on vinyl records.  All music 
CDs and records should have a small (half-inch) blank label in the lower left 
corner of the front of the CD, stamped with the month & year in which it 
arrived in the station – this helps you determine whether or not it really 
qualifies as NEW MUSIC.  New music remains in the studio for three months 
before becoming "old" and being re-filed, so this is the second way you make 
sure something is indeed new, and not just misfiled in the new bin. Music is 
new in the month it arrives, and for two months afterwards.  Thus, arrives in 
May, it is “new” for all of May, June, and July.  

  How much new music must you play?  

  25% of the songs during a normal show 

  33% of the songs during a primetime show (8 pm - 1 am) 

  100% of the songs during a New Music show 



 

  New Music exemptions  

are possible (but infrequently granted) for shows which 
specialize in "old" music (80's, classic rock, etc). Talk to the 
Programming Director. 

  Songs that have been previously released in the same form  

and are re-released (e.g., on greatest hits compilations or 
soundtracks) do not count as new. New versions (remixes, live 
versions, etc) do count as new. 

  The station does not always receive every new release. 

You can substitute new music you bring in as long as it has 
been released in the past 3 months.  If a particular new 
release is vital to the radio station’s integrity, bring it up to the 
Music Directors. 

  Why new music? 

Record companies send us almost every album we have for free 
on the condition that we play some of them some of the time. 
This is our way of guaranteeing that we keep up our part of the 
bargain. Without a supply of free music, we couldn't afford to 
run a radio station. Besides, there's loads of good music in the 
new stacks. Playing new music gives your show variety, and 
allows you to directly influence what will become popular in the 
“mainstream” sense. Feel free to go above and beyond the 
required percentage of new music. Future Jazz and Blues DJs 
take note! There is plenty of good new music being made in 
these genres!! Don’t be afraid to explore the non-rock 
music bins. Variety is what keeps WCFM interesting.  

2. There is a MAXIMUM of two tracks per album per show: 

This is in order to make sure there's some variety. The exception: 
multi-artist soundtracks and compilations. 

3. Obscenity: 

Obscenity is a serious concern for the FCC. 

During the day (the hours between 6 am and 10 pm), WCFM is not allowed 
to play any songs with offensive lyrics. 

Be on the safe side; if you think it might be offensive, it probably is (a song 
does not need to have curses to be offensive). 



Between 10 pm and 6 am, you can play songs with curses, as long as you 
play the appropriate disclaimer from the LEGAL IDs CD or MINIDISC (Track 
111). The disclaimer must be played 

a. At the top of each hour. 

b. Twice during each hour. 

More or less, the disclaimer should be played every 20 minutes or so, making 
sure that it goes over the air at the top of each hour. 

IMPORTANT!!: Just because you can play music with offensive lyrics under 
these conditions DOES NOT MEAN YOU CAN SAY OFFENSIVE THINGS! WCFM 
DJs can never, ever, ever, say an obscenity on the air. Ever. No exceptions. 
Even when you can play music with obscenities, you can’t ever say them 
yourself. EVER! More information on “locally originating” obscenity later. 

4.  Our Legal ID is "WCFM Williamstown." 

Remember this, because this is the phrase that must go over the air at three 
important times: 

1.  “WCFM Williamstown” must be the first words spoken over the air 
when the station opens.  You must SAY IT YOURSELF OVER THE 
MICROPHONE. 

2. These are also the last words said when the station shuts down.  
You can use a “shut-down” track from the LEGAL ID CD or MINIDISC 
(Track 114), if you want. 

3.  At the top of every hour, these words must be said.  You may say it 
yourself, or employ a track off of the LEGAL ID CD or MINIDISC. 

The Legal ID CD/Minidisc:  We have many entertaining messages on 
the Legal ID CD and Minidisc, but some of the tracks are actual LEGAL 
IDs.  These tracks CANNOT BE USED for starting up the station, and 
with the exception of the “shut-down” track, these tracks are also 
CANNOT BE USED for closing down the station. The Blue Binder in the 
on-air studio lists brief descriptions of each track on the Legal ID 
Minidisc. 

The self-spoken:  Do not say “WCFM 91.9”.  The FCC wants “WCFM 
Williamstown.”  No variants. 

While the three aforementioned times are the only mandatory times to 
say “WCFM WILLIAMSTOWN,” it is encouraged to say “WCFM 
WILLIAMSTOWN” often to remind listeners that they are listening to 
Williams College radio. At these times, you may add in variants, such 
as “91.9 FM” or “Williams College Radio”. 

 



Things that must be done during a show: 

 At the top of the hour (within the first ten minutes of each hour): 

  1. Broadcast our FCC Legal ID: "WCFM Williamstown." 

 2. Broadcast the weather. Open the web browser on the computer.  
The Weather Channel website will be preset to load up and show 
weather for zip code 01267.  Read it clearly. 

  3. Broadcast the NEWS every hour from 5 am to 7 pm, inclusive1. 

4. Play an underwriter cart, if you have an underwriter2. This must also 
be done at least once more during each hour of your show.  

 During each hour: 

1. Play at least one PSA (public service announcement) or Promo 
(promotional message). A convenient time to do this is during the 
break in the middle of the news. PSAs may be played from either the 
PSA CD in the on-air studio or from one of the PSA mp3s on the on-air 
PC, which lists track names and track lengths. 

2. Read at least two items from the Announcements binder. You may 
also bring in your own announcements, as long as they have 
something to do with local/community events, such as specials at 
Images, Mass MoCA, the ‘62 Center, etc. Also, we cannot read ticket 
prices, except for non-profit events. 

 Logging: 

Don’t forget to log everything that needs to be logged. It is important 
for equipment maintenance and FCC compliance. More on logging 
later. 

   

On-Air Behavior: 

WCFM is a noncommercial radio station. DJs are not allowed to play 
commercial messages or to advocate products or politics. We cannot 
announce dollar values unless they are for non-profit organizations (so 
prices for most Williams events are okay, but concerts in Northampton 
are not).  

                                                
1 Our news feed is broken. You may read headlines from Yahoo, etc. if you wish, but it is not mandatory. 
2 An underwriter is someone who sponsors WCFM.  An underwriter gives WCFM money; in turn, WCFM 
puts the name of the underwriter on the program schedule, and may mention the underwriter over the 
air.  There may be multiple underwriters. 



Most importantly, DO NOT broadcast negative or defamatory opinions 
about people or music. It should go without saying that it's painfully 
unprofessional for DJs to denounce anyone in the Williams community, 
WCFM policies they may not like, Carl Vogt, the FCC, or politicians. 
WCFM is a radio station, not your personal platform for ranting. If you 
like an artist, album, or song, by all means let the listeners know this. 
We are here to encourage people to listen to music, so as long as it 
isn’t label-specific propaganda, go ahead and speak your mind.  

While we do not like negative personal opinions broadcast, you are not forbidden to 
state an opinion on WCFM! If you wish to make a personal statement that is 
based on rationality (“editorializing”), you may do so under the following 
guidelines: 

1.  Play the opinions disclaimers tracks off of the LEGAL IDs CD or MINIDISC. 
This basically says the viewpoint about to be stated is yours and not that of the 
President, the Board of Trustees, or WCFM in general. There is a beginning 
disclaimer (Track 112, start of your show) and an end disclaimer (end of your 
broadcast) 

2.  After stating your opinion, you must grant time for an opposing 
viewpoint on an equal-time basis.  Thus, if you speak for 3 minutes, you 
must grant 3 minutes to someone with an opposing view.  You can offer to put 
callers on the air (provided they understand the obscenity rules), or invite 
someone to come to the studio with you.  This makes your editorializing both 
more informative and more entertaining.  If no one calls up to tell you what they 
think, that is fine. You just have to offer equal time to an alternate viewpoint. 
Remember that even if you have a guest in the studio who presents an opposing 
viewpoint, listeners should be given time to present other, alternative viewpoints. 
That means let people call in and put them on the air. 

Obscenity:  No locally originating or spoken obscenity may ever be broadcast on 
WCFM.  This includes announcements by the DJ (including reading song titles or 
groups with curses in their names,) guests in the studio, phone callers put over the 
air, locally recorded material, live rock bands or freestylers performing on the air, 
spoken word poetry - anything. Breaking this rule could cause the FCC to revoke our 
license, and because of this, it will result in a suspension of the DJ in question. As 
above, be on the safe side: if you think it might be offensive, it probably is, so don't 
say it. 

In-Studio Behavior: 

** The boards on the walls that look like tackboards are not tackboards.  The boards 
are for sound purposes, and are made of fiber glass. 

** No smoking in the studio. 

** DJs cannot enter the radio station while under the influence of drugs or 
alcohol. Nor are DJs permitted to bring drugs or alcohol into the radio 
station. Appearing on the air under the influence of alcohol or other 
drugs, or allowing a guest to do so, may cost us our license and is 
grounds for suspension.    



** A DJ can have no more than four guests in the radio station without prior 
approval. Guests may not touch equipment unless they are certified DJs.  

** The on-air DJ is responsible for the actions of his or her guests (including 
what is said over the air, as well as what is done within the station). This also 
goes for callers put on the air. 

** Only WCFM members and their guests are allowed to use the WCFM facilities. If 
you do not recognize someone who enters the station, ask for a student ID and 
make sure they're on the list of DJs (near the main door). If they are neither on 
the list nor a guest of a DJ, they should not be inside the radio station. 
Remember, the on-air DJ is responsible for the actions of anyone in the studio 
while he/she is signed in, so it is in your best interest to make sure people are 
allowed to be there.  

 Strangers entering the station during your show should not be a major issue, 
given that WCFM has a swipe card access point. 

** Music may never leave the station3.  It can be taken throughout the station from 
the music office, the music library, the guest room, the production room, and the 
on-air studio.  Theoretically, you could take music to the restroom, but why 
would you? In fact, just don’t. 

** You must re-file the music you have used for your show.  This includes vinyl 
records and CDs.  If you see items that can easily be reorganized, go and 
reorganize it.  Don’t be lazy.  Or I (Jessica Chung, ’07) will haunt you. 

** Re-filing is important, whether you believe it or not.  It’s quick.  And music won’t 
get lost in a re-file stack.  You’ll find the CD of your dreams faster.  Here’s a filing 
tip:  When you take out an item, slide out the neighboring item by half an inch.  
This way, you won’t have to read through label after label.   

** I know you learned the alphabet. Please use it. Alphabetical order is used for a 
good reason: it helps everyone find what they’re looking for. For bands/groups, 
file in ABC order, leaving off articles (the, a, an) and spelling out numbers in 
band names where necessary (e.g., 10,000 Maniacs goes under T). Individual 
artists get filed by last names. But be careful where the twain can get confused. 
It is The Steve Miller Band, so it gets filed under S. PJ Harvey is a band that gets 
filed under P (and it also happens to have a band member named Polly Jean 
Harvey).  

** Keep food and drink away from the studio equipment - it's expensive and easily 
broken. To be safe, eat in the hallway.  Or outside of the station entirely.  

** Arrive on time. If not, you are being unfair to the DJ before you, and if this 
person has somewhere to go immediately afterwards, he/she will be forced to 
shut down unnecessarily, which is inconvenient for you, because then you’ll have 
to start up unnecessarily as well when you finally get there. Assuming you’ve 
already previewed your music and know what you’ll be playing, you should arrive 

                                                
3 There is one exception: music you are given by the Music Directors to review. If this music never comes 
back, we know who has it, and the MDs will hunt you down and claim what is rightfully theirs. 



at least 15 minutes before the start of your show, to give yourself time to 
prepare/pull music to play, familiarize yourself with announcements, etc. 
Generally, this promotes a smooth technical transition between DJ's, and you will 
be able to start your show after having signed in and gotten everything you need 
ready, so you won't be rushed and unprepared. 

Music Office Behavior: 

There are only a few rules for the music office: 
Basically, DO NOT touch anything in the music office unless one of the music 
directors asks you too.  

** Please don’t touch the Mackie Mixer 

** Please don’t use or answer the phone if it rings 

** Please don’t take CDs off the music office desk 

** Please do not put CDs onto the music office desk 

** Please don’t touch or move anything in the music office 

** Please don’t leave anything on the music office table, it will be thrown away 

** Return your reviewed CDs to your cubby hole. 
 
DO NOT REMOVE CDS OR RECORDS FROM THE STATION EVER!!! THE MD, and 
by that, I mean, I, Jessica Chung ’07, WILL HUNT YOU DOWN!!!! If you take 
something from the station, it cannot be replaced and all the DJs who come after you 
won’t be able to play it. That’s why we don’t have records that we should have, that 
we in fact had in previous years. This goes for equipment as well: don’t borrow the 
headphones for a weekend. Ever. 

Business Office Behavior 

Generally speaking, unless you a WCFM Board Member, you won’t be entering this 
room.  Some ground rules, if you are entering this room: 

** Do not throw out any papers. 

** Do not touch any papers. 

** Do not touch the computer(s). 

** Do not take the chairs. 

** Do not answer the phone. 

** Do not remove anything from this room. 



Missing a show: 

 IMPORTANT: HAVING A TON OF WORK IS NOT AN EXCUSE FOR MISSING A 
SHOW!!!!! KEEPING THE STATION GOING FOR YOUR TIME SLOT IS YOUR WEEKLY 
RESPONSIBILITY!! DO IT! 

If you need to miss a show, start looking for a sub as soon as possible. Ask 
your friends; post to the WCFM listserver, wcfmradio@wso.williams.edu. If you get a 
response, call or email that person to thank them and confirm. If there is no 
response, try again in a few days. If it is getting closer to the day of your show, 
contact the Personnel Director AT LEAST 24 HOURS before the show. Please try and 
find friends to sub for you before you submit to the listserver. You will have better 
luck that way. 

 In an emergency, with less than 24 hours before your show, contact the 
Personnel Director right away. If you cannot reach him/her, as a last resort contact 
the DJs before and after you to tell them that they will have to shut down or start 
up. This should happen VERY infrequently, and only in situations of actual 
emergencies (sudden & genuine illness). This means that if you have a paper or test, 
plan your time to not interfere with your show, or realize that it will interfere with 
your show and find a sub as soon as you can. 

Things that are important for doing a good radio show: 

** Get on the air at regular intervals (every 3 or 4 songs) to read back your playlist, 
to let people know what they've heard - especially if you're playing more obscure 
music. Talk about the music - educate the listeners.  Although there often isn’t 
listener response, you still have listeners.  Share your love of music. 

** If you have a talk show, invite guests to call in often. Not only you should follow 
the editorializing rules, but this often leads to more substantial discussion and is 
more entertaining for everyone. You might also want to play a song, preferably a 
new one, every now and then. 

** Play lots of Legal IDs and PSAs. Playing lots of Legal IDs is especially good 
because it lets people know what station they're listening to if they're just flipping 
channels without making them wait until the top of the hour, which they probably 
won't do. Since we don’t have commercials, PSAs are a good way to break up a 
too-long flow of music. Also some of them are funny and/or important. 

** Encourage requests. The request line is 597-2197. Saying "597" encourages 
people off campus to call in. Saying "extension 2197" encourages people on 
campus to call in, so say both. Also, with Real Audio, people can call in from all 
over the world, so tell them it's 413-597-2197. Our website is 
http://wcfm.williams.edu, and it links to a live streaming Quicktime file. Our AOL 
Instant Messenger name is Requests4WCFM. 

** Have a pretty solid plan for your show. Don't necessarily plan out every song, but 
have enough prepared that you don't have to worry about filling two hours. 



** Preview music!!! Not only will this ensure that you won't play curses when you 
shouldn't, but will help you choose the best music to play. Make a habit of visiting 
the station a few days before your show to spend some time previewing. Don't 
just show up a half hour before your show and then decide.  You can use the 
Production Studio if another DJ is on-air. 

** New music is your friend. Search for the best new songs out there.  

** Dead air is the first cardinal sin of radio. Keep technical mishaps to a 
minimum, and have carts and CDs ready to go in case something sticks.  

** Use the volume meters to make sure that you're not too quiet, overmodulating, 
or wildly oscillating between quiet and loud. 

** Be as professional-sounding as possible. Yes, it's college radio, but that's no 
reason we can't sound good.  

Style: 

** A good balance of speech and music. Too much talk can be boring, and too little 
talk can be confusing. This will depend on your personality, but remember that a 
DJ should be heard, as well as the music. 

** Mix music carefully. A wide range of genres is fine, even encouraged, but you will 
alienate the audience by being too extreme (ie. playing Backstreet Boys followed 
by Dropkick Murphys). To avoid this, have at least a rough plan for each 
individual show, if not for the whole semester. You don’t have to stick exclusively 
to a genre (it is more fun if you don’t), but it helps to know what kind of music 
you play and to tell your audience. Whatever you play, try to give your songs a 
sense of flow. 

 

LOGGING 

You will be tested on logging skills, since you have to fill out three logs when you’re 
on the air, and we need you to do it correctly. 

We have three types of logs: Transmitter, Music, and Program. They are all 
important and all DJs are required to complete them. 

Transmitter Logs 

These are very important. They keep the Technical Director informed of the 
transmitter’s performance and may help detect problems with the transmitter we 
can’t explicitly hear. 

The transmitter logs are very simple and self-explanatory. When you start a 
broadcast, sign your name and the time (ALWAYS MILITARY TIME – THAT MEANS 
24-HOUR) under “Operator On.” When you end your broadcast, sign your name and 



the time under “Operator Off.” The section just to the right of this one is for 
recording when the transmitter is turned off and on during the day. If you turn the 
transmitter on, circle “On” and write the time. If you turn it off, circle “Off” and write 
the time. Easy, yes? 

The transmitter readings are of the utmost importance. These readings are 
REQUIRED at the following times: 

1. Whenever the station is started up. 
2. Whenever the station is shut down. 
3. At 6 am, if we are broadcasting at that time. 
4. Every 3 hours since it was last logged. 

Please note that these are the required times, but the more we know about our 
transmitter, the better. Even if your show doesn’t occur at that 3-hour mark, do a 
reading anyway. Doing a reading at least once during your show, and ideally once 
every hour, is HIGHLY preferred. 

A “reading” consists of writing down the Voltage (V), Current (A), and Power 
(W) of the transmitter. This information can be found on the LCD of the 
transmitter’s “remote control” interface in the on-air studio. They can be found, 
respectively, on Channels 1, 2, and 3. Change the channel by pressing the white 
Channel buttons until you come across 1, 2, and 3. Remember to never leave it on 
Channel 1, as one might accidentally turn the transmitter on or off. 

The broadcast day begins at 6 am, so if you're doing a 5-7 am show, remember to 
finish the previous day's logs and start a new one at 6 am. 

If you make a mistake, cross out your error with one horizontal line and initial the 
correction.  

Music Logs 

Back in the day, we logged all our music by hand. Now we have computers who 
(usually) do our work for us. We log every song we play. It’s simple, helps out the 
MDs, and lets listeners know what’s been playing. Here’s how it works: 

1. Open up Firefox on the PC next to the board. There will be a link on 
the toolbar near the top that says “WCFM Music Database.” Click. 

2. Click on the “Enter information into today’s playlist” link. 
3. Sign in with your name (your DJ name, or whatever you want 

listeners/MDs to see, so throw in an email if you like). 
4. For each song you play, fill in all the fields and click Submit. You will 

be asked to confirm your entry. Click Submit again. 
5. Continue for every song. When you’re done, click on “Sign Out” at the 

bottom of the form. Answer the questions and click “Ok”. 

Anyone can look at the last 10 songs entered on the playlist. This link is on our 
website, and you should encourage listeners to check it out from time to time. The 
database is maintained on WSO, so when WSO is down, the database is down. This 
happens more often then we’d like. If the database is not working, you’ll need to do 



everything by hand. The hardcopy music logs are kept in the on-air studio. Fill out all 
the information for every song as you would online, then place the log (with your 
name and show time) in the folder near the door in the studio. 

Program Logs 

The main purpose of Program Logs is to make sure DJs are fulfilling the requirements 
for PSAs, Announcements, Weather, Legal IDs, and, eventually, News. They help you 
as much as they help out the Directors. 

These logs are also very self-explanatory. Each block reflects an hour of 
broadcasting, so for a two-hour show, you’ll need to fill out two blocks. Essentially, 
you’ll just check off each line when you complete the requirement, noting the time 
you did it. For Legal IDs, Announcements, and PSAs, make a note of which 
track/topic you used. Notice the log reminds you that two (2) Announcements and 
one (1) PSA are required each hour, not over two hours. Remember to also fill out 
your show name, DJ name, and time of your show. 

 

PART 1: WCFM, not just your 
own radio show 

   

** Listen to WCFM. Enjoy it! Get ideas from other DJs. Tell them what you like about 
their shows and give constructive criticism. Make your friends listen, too. 

** Write reviews for music. The music directors have set up a system to distribute 
new music for you to review. You are assigned a cubby-hole in the on-air studio 
where one of the music directors will place between THREE (3) and FIVE (5) CDs. 
You should review and return the CDs within two weeks. Remember, this music 
you can take home, since it is signed out to you. You can request which type of 
music you’d like to review, so you don’t have to review jazz if you’re a hip-hop 
person. Put the music back in your cubby when you’re done reviewing. 

 Why review? Reviewing not only makes you familiar with the new stuff coming in, 
but also makes the music selection process easier for other DJs. When you 
review, write the following on the little white label on the CD: genre, general 
description, what you did/didn’t like about it, tracks that aren’t clean, standout 
tracks. Look at some of the new music currently on the shelf to get an idea of a 
well-written review. Talk to the Internal Music Director if you have questions or 
want tips. Also, if you review on time and make the IMD happy, you can get 
candy! 

** Keep yourself and others in line. If you hear someone blatantly breaking a rule, 
let a Board Member know: the Personnel Director is in charge of discipline, but 
you can contact any other Board Member if it's more convenient. It's anonymous, 



of course -- nobody will hear that it was you that reported the incident. It's in 
everyone's best interest to make sure that the DJ's follow our station rules, and 
that we don't anger the FCC.  

** Go to http://wcfm.williams.edu or look for a current listing of the Board with up-
to-date photos.  Contact the appropriate Board member with any questions you 
have. If you don't know who to ask, ask the Personnel Director. 

** If you have any ideas for how the station could be better, let the Board know, or 
it probably won't happen. The Board makes things happen, but your input is 
crucial. 

** All non-senior WCFM DJs are permitted/encouraged to run to be on the Board! 
The term is for one calendar year, including both Januaries, for some overlap 
between the old Board and the new Board members. The General Manager will 
notify the listserver when nominations open (you can nominate yourself, and 
most people who run, do).  

THE WCFM BOARD 

General Manager - The buck stops right about here.  The GM is responsible for all 
programming and the competence of all personnel.  He is responsible to the FCC, the 
President of the College, the Trustees, and the College Council.  On the other 
hand, he gets to call meetings to order. 

Personnel Director - The hidden fact of college radio: DJs graduate. Because of 
this, the Personnel director is continually soliciting, training and certifying new 
DJs.  Other responsibilities include notifying station members of disciplinary 
problems and finding subs. 

Program Director - There are 168 hours in a week.  The Program Director is 
responsible for filling them with music.  The grunt work is assigning slots to scores of 
DJs at the beginning of a new programming period. But in the larger picture, 
the director shapes that abstract quality we like to call our "sound". 

Treasurer - The Chief Financial Officer of WCFM, the treasurer is obligated 
to keep an accurate ledger, prepare budgets and give financial updates.  The 
treasurer can also help the station immensely by finding sponsorships, underwriters, 
and collecting dues. 

External Music Director (EMD) – The liaison between the station and record 
companies, the EMD must get new music, compose weekly playlists, find giveaway 
items and promotions, and monitor the fulfillment of new music requirements. 

Internal Music Director (IMD) - The IMD is responsible for the entire music 
library.   This includes filing new releases, purging the old, providing as many 
reviews as physically possible, replacing missing or damaged records. 

Production Director - The Production Studio is used to make carts, promos, and to 
record original shows. The Production Director ensures that those using the studio 



are trained and knowledgeable. In addition, the Director must keep the selection of 
recorded materials wide and diverse.  PD takes care of PSAs. 

Public Relations Director (PR) - The PR Director contacts external media sources, 
coordinates publicity for station events, and helps design giveaways and promotional 
items. He/She maintains the Announcement Binder with up-to-date information and 
directs advertising for WCFM, including training sessions, specific shows & genres, 
and special events. 

Technical Director - WCFM's equipment doctor.  The Technical Director is 
responsible for keeping all the equipment in the station operational. To do this the 
TD takes care of problems regarding repairs, installations and purchases of new 
equipment. 

Sports Director – The Sports Director delegates sports broadcasts to DJs, according 
to what the Sports Information Office wants. 

Special Events Committee (SE) - The Committee is responsible for planning and 
organizing special events, such as the WCFM Blastoff! and WCFM concerts. The Head 
of Special Events organizes the committee and finds personnel to work at non-WCFM 
events that need DJs, such as Fall Carnival. 

PART 2: THE EQUIPMENT   
Opening up the station: (beginning of your show, if no DJ is immediately before 
you) 

** Everything on the switchboard should be on already.  All the equipment on the 
right side of the board should be turned on already, as well.  You do not want to 
turn any of this equipment off.  You may worry about energy costs.  However, 
the cost of energy to return all the equipment to its proper state EXCEEDS the 
energy costs of leaving the equipment on.  This is scientific fact.  I will make up 
statistics for you, if need be. 

** The first words to be said on the air must be "WCFM Williamstown." This 
means you cannot play a Legal ID cart (which are named as such because they 
merely contain a Legal ID) from the CD because those are not the first two 
words said. You’ll need to hop on the mike and say it yourself. If you’re opening 
at 5am, 7pm, or anytime in between, you should announce “WCFM 
WILLIAMSTOWN” over the air 10 seconds before the hour, so the Legal ID can go 
out over the air before the news does4. 

** Log all relevant information on the Transmitter and Program Logs. Make sure you 
do a transmitter reading after turning the transmitter on. More on logging later. 

 

 

                                                
4 Again, news feed no worky, so don’t worry about this. Yet. 



Shutting Down the Station: (end of your show, if no DJ is immediately after you) 

** The last thing to go over the air MUST be “WCFM Williamstown”. To make things 
easy on yourself, play the Shutdown Track on the LEGAL IDs CD or MINIDISC 
(Track 114). This does not mean any-old Legal ID track. DO NOT say anything 
after playing this message - don't even get on the air and say goodbye. Again, 
the FCC's picky. Just play the track, and immediately after you hear WCFM 
Williamstown, click off the transmitter. 

** Turn off the transmitter by going to Channel 1 and pressing the down arrow 
button. 

** Make sure all of the CDs and records you have played are properly filed.  

** Complete both log sheets. Fill in the blanks (page ___ of ___); make sure you're 
signed out; make sure the time of transmitter shutdown is logged, etc.  

 

The TRANSMITTER 

Ground rules for the TRANSMITTER: 
 
1.  Do not have the transmitter on when you are not broadcasting. 
2.  Do not have the transmitter on when you are not broadcasting. 
3.  Turn on the transmitter JUST before you go on air. 
4.  Turn off the transmitter JUST after you go off air. 
5.  If you’re coming onto your show after someone, COME ON TIME (OR EARLY) – 
that way the transmitter can stay on.  Always come on time.  But be especially 
considerate if you have a DJ on before you. 

Turn on the transmitter by flipping to Channel 1 (change 
channels by pressing the "CHANNEL" button) and pressing the 
"^" (UP) button.  Channel 1 is like the on/off switch point.  
Thus, it would be unwise for you to leave the channel on 
Channel 1.  You might accidentally turn off the transmitter. 

Transmitter readings must be done each time the transmitter is turned on or off. 
Remember to only take readings when it is on. That means do your startup reading 
just after you start it up, and do your shutdown reading just after you shut it down. 
Makes sense, right? 

We can’t emphasize this enough: DEAD AIR IS THE FIRST CARDINAL SIN OF 
RADIO. Do not turn on the transmitter, go to the bathroom, then start broadcasting. 
Do not finish broadcasting, make a phone call, then turn of the transmitter. No no 
no. Always turn it on IMMEDIATELY before broadcasting, and always shut it down 
IMMEDIATELY after you finish broadcasting. That means that if no DJ is there to take 
over when you’re done (even if they’re scheduled to be and aren’t physically there), 
you must shut down the transmitter. This is one reason it is important to always be 
on time for your show. Even better, get there at least 10-15 minutes early. 



What's on the SWITCHBOARD? 

 

Yes, that is the switchboard.  No, you will not have to memorize every item on the 
switchboard.  Buttons are labeled.  Switchboard functions are actually very 
repetitive. 

PROGRAM 1, 2, 3.  OFFLINE.  CUE.  All are functions. 

 



The buttons pictured above are located on the top half of the SWITCHBOARD; these 
buttons define how the technical equipment in that column will be treated. 

 “Pgm” stands for “Program.”  Thus, “Pgm-1” is “Program 1”, and so forth. 

If Pgm-1 is lit up, the material in the given column WILL be broadcasted over the 
radio airwaves, as well as over the online streaming. 

If Pgm-2 is lit up, the material in the given column WILL be recorded to whichever 
RECORDING DEVICE (DAT, MINI-Disc, Casette) is set-up for recording.  Note that 
only the given column will be recorded.  So, if the Pgm-2 button is lit over the HOST 
column, but the Pgm-2 button isn’t lit over the CD1 column, only what is spoken 
over the HOST column will be recorded.  More recording will be discussed later. 

As of the writing and publication of this edition of the training manual, Pgm-3 has no 
defined function or purpose.  It is simply a button you can ignore.  Whether it is lit, 
will make no impact on the broadcast and/or recording of your show. 

When the ORANGE Off-Line button is lit, this means that the material in the given 
column should not be broadcasted over the air, even if Pgm-1 is lit up.  To be on the 
safe side, you may want to turn off Pgm-1 while you are utilizing the Off-Line button. 

When the YELLOW CUE button is lit (and turns GREEN), this means that you can 
preview the material set up in the given column, without worrying about something 
being improperly broadcasted.  In this case, you don’t want to press the Pgm-1 or 
Pgm-2 buttons.  This is useful for turntables, cassettes, news, CDs, etc. 

 

INPUT BUTTONS A, B 

 The A/B buttons are at the top of each column on the board, and 
they determine which technical equipment in its column is in use.  
When an A/B button is NOT depressed, it is in A position.  When an 

A/B button IS depressed, it is in the B position, and lit up. 
 
The label on the bottom button in each column names the technical equipment that 
that column controls.  The A position is associated with the top label on that button, 
and the B position is associated with the bottom label on that button. 
 
Some columns control TWO pieces of equipment (TWO rows of labeling), and some 
columns control only ONE piece of equipment (ONE rows of labeling).  When a 
column only controls one piece of equipment, its corresponding A/B button should 
never be depressed. When a column controls two pieces of equipment, depress the 
A/B button when you want to use the equipment associated with the bottom label.  
Do not depress the A/B button when you want to use the equipment associated with 
the top label. 

 

 



BROADCAST VOLUME         

Each column has its own volume adjustment SLIDER.  The yellow 
and green pieces of plastic are good examples of volume sliders.  

Try to maintain a constant volume in between songs – slowly adjust the 
volume to uphold the guise of professionalism.  Sliders control the volume of 
WHATEVER IS PUT OVER PGM-1, 2, AND 3.  These are not the sliders that 
control the IN-STUDIO volume.  In fact, a good way to make sure you’re 
broadcasting properly is to look at the DIGITAL METER that is located above the 
switchboard. 

Above, to the right, is one of two digital broadcast meters.  One of the meters 
reflects the status of what is being put over PGM-1.  The second reflects the status of 
what is being put over PGM-2 or 3, depending on which one you select.  Using the 

“METER SELECT” buttons, you can select which meter is shown.  Also, 
when you hold down the yellow/green CUE button, the meter will show 
the status of what is being played over the CUE function.  Observe that 
there are two rows of lights on each meter.  The top row reflects how 

you sound on the LEFT.  The bottom row reflects how you sound on the RIGHT.  Look 
at these occasionally to see if you are “overmodulating.”  The term “overmodulating” 
basically means that you sound like crap over the air.  We, as a whole, don’t want to 
sound crappy over the air.  You never want the red peak triangle to be lit up.  In 
fact, you rarely want the lights to go into the red region. Period. Just hitting near the 
top of the green region is perfect. 

Additionally, you should also take a peek at the transmitter’s 
analog meter every once in a while as well.  This transmitter’s 
meter only reflects what is being broadcasted over the air.  The left 
side reflects what would be heard out of the listener’s left speaker, 
and the right side reflects what would be heard out of the listener’s 
right speaker. 

Generally, make it loud enough for the listenership to hear, but quiet enough so that 
nothing is in the red (ie. impossible to hear.) 

 

MONITOR VOLUME 

The term “MONITOR VOLUME” refers to what can be heard 
within the studio.  This has no effect on how loud a certain song 
is actually being broadcast.  

The far right column of knobs control the volume of music 
played in the ON-AIR STUDIO.  We will describe operation of 
monitor volume starting from the bottom of the panel, and 
moving up. 

First, there is a headphone jack.  The host headphones are already connected to 
another part of the SWITCHBOARD.  However, this headphone jack can be used for 
guests who are in the ON-AIR STUDIO with you. 



This is followed by a knob that controls the volume of the speakers directly in front 
of the SWITCHBOARD.  Turn the knob counterclockwise to bring the volume down; 
turn the knob clockwise to take the volume up.  The next knob controls the volume 
in the headphones.  Its volume adjustment operates in the same manner as the 
monitor volume. 

What is outputted through the speakers and headphones is wholly dependent on 
which light is lit up to the right of the knobs.  Thus, if you wish to hear what is 
played over Pgm-1, thus over the air, Pgm-1 must be lit up. 

The last, smaller knob is the CUE VOLUME knob.  This will control the volume of cued 
sound in the headphones.  You will not hear cued output over the main speakers. 

The top part of this panel controls what is heard in the TALK STUDIO.  When the 
TALK BACK button is depressed, whatever you speak into the BLACK SQUARE at the 
top right of the SWITCHBOARD will be heard in the main headphones of the TALK 
STUDIO, but not over Pgm-1, 2, or 3.  (The main headphones are the ones plugged 
into the leftmost headphone jack in the TALK STUDIO.) 

 

THE TIMER & THE CLOCK 

The Clock is the top green display.  The Clock should be 
synchronized throughout the radio station for the correct time.   

The Timer is the bottom orange display.  The Timer is has a 
forward counting scheme.  Use this when you don’t know when a vinyl record’s track 
will end or when you need to skip an “illegal word.” 

Additionally, the Timer has an “AUTO” feature that resets and starts the timer when 
you begin playing another device off of the SWITCHBOARD.  Just make sure that the 
“AUTO” button is lit up.  If you want to stop the timer, press the “STOP” button.  If 
you want to start the timer, press the “START” button.  Pressing the “RESET” button 
will reset the time.  When you hold down the “HOLD” button, the time appears to 
have stopped.  When the “HOLD” button is released, you will see that the time spend 
holding this button down is still counted.5 

 

THE TWO CD PLAYERS 

Hopefully, all DJs will have a natural instinct 
toward the usage of CD players.  There are 

                                                
5 This “HOLD” function is useful if you need to cut out a certain part of a song.  Thus, before you begin 
broadcast, you will use the function to first find out where to start cutting out the song, and then to 
determine at what time to come back into the song. 



some slight differences here from the typical CD players. 

1. Our CD players are expensive.  Don’t close the CD players by pushing on 
the sliding CD door.  Use the [OPEN/CLOSE] buttons.  That’s what those 
buttons are made for. 

2. Cue the CD up to the desired song by pressing the SKIP [<<|] and [>>|] 
buttons. 

3. Make sure that only SINGLE songs will play by checking the display.  If it does 
not say SINGLE, and you have no intention of playing an entire CD over the 
air, press the SINGLE button located on the far right of the individual CD 
player until the display says SINGLE as desired. 

4. Make sure that the REPEAT function is not going to kick in at the end of a 
song.  Again, check the CD player’s display panel, and press the REPEAT 
button located on the far right of the individual CD player, until the desired 
setting is attained. 

5. All these changes should not be necessary if every DJ returns the CD Players 
to the default settings after use.  The default settings are [SINGLE] and no 
REPEAT. 

6. As for broadcasting, both CD players are hooked up to the SWITCHBOARD to 
automatically begin to play when the corresponding ON buttons are pressed 
and lit up. 

7. It is recommended to ease up the volume slider of one CD player column 
while easing down the volume slider of the second CD player column in 
between songs.  This should provide a smooth transition. 

8. Press the RED button below the ON button to switch the CD player off.  This 
way, after you’ve cued the next CD, you can press ON, adjust the volume, 
and never have to touch the [PLAY >] button on the actual equipment. 

 

NEWS FEED6 

 

The HOST MICROPHONE 

Naturally, you will speak into the microphone in order to get your voice 
over the air.  Despite how easy this sounds, there are some equipment 
details that require your cognizance.  First, you will go on the air after 
pressing the RED “ON” button above the YELLOW “HOST” button.  
Additionally, you will have to raise the RED slider allotted for the HOST 

microphone, to create VOLUME.  Otherwise, even after you’ve pressed the “ON” 
button, listeners would still be unable to hear you. 

When you are speaking into the microphone, wear the 
headphones, and adjust the HEADPHONE MONITOR VOLUME 
(below).  The normal speakers do not play what the HOST is 
saying.  Instead, you will have to rely on the headphones to 
determine whether or not you sound cool enough for the audience.  

                                                
6 Don’t worry about this for now. 



By “cool”, we really mean “loud,” and not necessarily “stylish” or “fetch.”  Also, look 
at the digital broadcast meter to see how your voice is doing. Generally, you will 
need to turn the microphone volume up much louder than you would for CDs and 
records. Again, keep an eye on those meters. 

Note also that when the Host Microphone is broadcasting, no other output can be 
heard over the monitors, even if it is broadcasting. So if you want some smooth jazz 
background music when you read the weather, remember that you won’t be able to 
hear it while the microphone’s on. It’s still playing, however, so figure out a nice, 
mellow “background” volume beforehand. 

After you’re done talking over the air, press the YELLOW “HOST” button.  This 
switches all the ON-AIR Studio monitors back to the main speakers. 

 

 

THE TURNTABLES 

To Play Records:  
Turn on the record by rotating the on/off dial until the 
blue light turns on.  Place the record on the spindle. 
 Release the safety on the arm and lift the stylus using 

the hook on the right of the head.  Place it approximately where you want to start 
the record.  You can cue the record manually by putting the turntable channel in CUE 
and moving the table with your hand.  To start the record, hit the ON button of the 
turntable channel on the SWITCHBOARD.  Remember that you need to be out of CUE 
in order to be broadcasted.  Fade in and out of the turntables using the 
SWITCHBOARD sliders 
 
If you want to speed up or slow down the record, use the slider to the right of the 
table.  When the light above it is green, the slider will change the speed by up to 8% 
faster or slower.  When the light is red, the slider changes the speed by up to 12% 
faster or slower.  Toggle the light by the button above it. 
 
You can monitor the speed of the record by the light that is shone from the on/off 
dial.  When the reflection of the light on the side of the turntable shows circles 
standing still, the record is playing at its intended speed.  When the circles appear to 
be traveling forwards or backwards, the speed should be adjusted by the slider. 

A note about RPM (rotations per minute):  
All full-length albums (LPs) are played at 33 1/3 RPM.  This RPM is selected when the 
"33" button is lit up.  The smaller singles are played at 45 RPM, selected by hitting 
the "45" button.  Most singles have a large hole in the center.  To fit them on the 
turntable, use the spindle adaptor located in a well to the left of the table.  Finally, 
78s are played by hitting both the "33" and "45" buttons at the same time.  Just 
make sure to hit "33" again when you go back to regular LPs. 

 



THE DJ MIXER7 

MD/DAT/Cassette 

The Mini-Disc (MD), Digital Audio Tape Player (DAT), and Cassette players are set up 
to play music over the air, and also to record what is sent out over Pgm-2. 

Unlike the CD players and the TURNTABLES, these three devices will not 
automatically begin to play when the corresponding ON button (on the 
SWITCHBOARD) is pressed.  Thus, it is necessary to manually press [play >] 
button and to manually press the [stop] button on the actually equipment.  The 
rewind and fast-forward buttons function as expected.  Adjust the volume slider 
accordingly for broadcast. 

As for recording programs, or parts of program: 

2) The device you wish to record to must be cued properly 
a. Have a blank cassette, MD, or DAT. 
b. Have the equipment on record – paused.  Depending on which 

equipment is being used, a red record light will flash or remain solid 
while the system in paused. 

c. Refer to the equipment manual. 
3) The SWITCHBOARD must also be set-up properly. 

a. Depending on what part of your program you wish to record, select 
Pgm-2 to be lighted for parts of your program. 

b. For instance, if you wish to record only the HOST’s voice, make sure 
the Pgm-2 button is lit for the HOST column. 

c. When the ON button of the selected columns is pressed, the recording 
device will begin to record automatically.  If not, manually take the 
device off of [pause], and it should begin. 

d. When the column is turned off, the recording device should stop 
recording automatically.  If not, manually put the device back onto 
[pause]. 

4) It is unnecessary to turn off any of these pieces of equipment. 

Notes on various devices: 

1. DAT Players can record for rather long intervals.  Over long periods of time, 
the tape can decay, and the digital bits on the tape will be lost forever.  
Unlike cassette tapes, DATs will not sound garbles, but will simply have no 
sound at all.  Once you’ve recorded a DAT, you can use to Production Studio 
to convert the DAT onto a CD. 

 

 

 

                                                
7 This little gem comes and goes. Talk to the Technical Director if you have questions about it. 



THE COMPUTERS IN THE ON-AIR STUDIO 

There are two Dell PCs.  You may touch these computers. 

a. The PC to the left of the board should only be used for the following: 
i. Weather updates 
ii. Downloading Democracy Now! (more on this later) 
iii. Playlist logging 
iv. NOT FOR DOWNLOADING OR INSTALLING ANYTHING ELSE. 

b. The PC to the right, near the guest microphone, is available for all 
other computer needs: AIM requests, email, and Internet surfing. 

 

THE GUEST & THE TALK STUDIO 

This is where your guests can sit during your show.  We have four (4) microphones 
and four (4) headphone jacks in the TALK STUDIO.  You can have up to four (4) 
guests in the TALK STUDIO at a time.  The guest that sits furthest to the left, ie 
furthest from the door, is the designated LEAD GUEST.  The LEAD GUEST is the only 
guest that hears the HOST over the TALK BACK button (in the ON-AIR STUDIO).  The 
HOST controls everything in the TALK STUDIO.  Once the host turns on the 
microphones in the TALK STUDIO, from the SWITCHBOARD, guests simply need to 
put on their headphones and speak into the microphones. 

On the SWITCHBOARD, make sure, using the A/B buttons, that the TALK STUDIO 
(“TALK”) is being broadcasted, and not “GUEST.” 

The “GUEST” option refers to the extra microphone and headset setup in the ON-AIR 
studio. 

THE TELEPHONE SYSTEM 

The main telephone number for the WCFM radio station is (413) 597-2197. 

On the phone: 
The phone is not your typical phone.  It looks like a black rectangle 
with buttons, lots of strange little buttons.  ALSO, THE PHONE 
DOES NOT RING.  ALL IT DOES IS FLASH.  This rectangular box 
is hooked up to a handset phone that you will use to speak with 
people when off the air. 

 
To the left, there are buttons for dialing phone numbers.  On the right, there are two 
rows of button.  The bottom row is used for previewing or prescreening callers.  
The top row will directly be broadcasted over the air when the corresponding 
buttons are pressed on the switchboard.  Our phone has the capacity for many 
phone lines.  However, at the moment, we only have two phone lines hooked up.  
The phone numbers of phone lines are written on blue painter’s tape at the top of 
the phone.  Above each column of buttons, there is a little red rectangular light.  The 
activity of this light corresponds directly to the phone number listed for that column 
of buttons. 



 
When you get a phone call, the red light on the column of the phone number will 
blink.  To talk to this caller, press the bottom row button that is blinking and pick 
up the handset phone.  To put the caller on hold, press the HOLD button that is in 
the left.  To take the caller out of hold, press the HOLD button again. To hang up on 
the caller, press the DROP button that is in the top row. You cannot drop a caller that 
is on hold, so you need to take the caller out of hold before dropping the caller. 
 
To make an outgoing call, press the bottom button corresponding to the number that 
you want to use on the phone, and then dial using the keypad of the handset 
phone. 
 
If you don’t want to get any calls, press the “BUSY ALL” button at the bottom left of 
the phone. If you want to go to the caller who has been on hold the longest, press 
the “NEXT” button. 
 
On the board: 
The most important thing to remember when using 
the phone is to ALWAYS LEAVE THE “AUTO-FEED” 
ON!!! The red “AUTO-FEED” button is located at the 
very top of the phone column. When this button is 
depressed, it makes sure that your caller can hear 
you properly, and that you can hear your caller 
properly. 
 
If AUTO-FEED is on, then you can always have the 
Pgm-1, Pgm-2, and OFF-LINE buttons depressed. When the PHONE column’s ON 
button isn’t lit up, the off-line button will glow orange, showing that it is on. The 
Pgm-1 and Pgm-2 buttons will flash orange, showing that they are ready to go on-
air. Then, when the PHONE column’s ON button is depressed and lit up, the OFF-
LINE button will not be lit, while the Pgm-1 and Pgm-2 buttons remain glowing 
orange.  This means that the phone call will be outputted over the air, and to the 
recording system. 
 
When the phone is off-line (The PHONE COLUMN is off and the OFF-LINE button is 
orange), and you have a caller on the phone line, press the cue button to hear the 
caller, or listen to them through the handset phone. You don’t need to turn up the 
volume in the phone column, just the cue volume on the board. Speak to the caller 
using the handset phone.  In order for this to work, the bottom-row of the phone box 
must be used.  Prepare your guest caller; make sure the caller understands the FCC 
rules for broadcast. 
 
When the caller has been prepped, and you want to put the caller on the air, first 
switch the caller to the top row of the phone box.  Then, turn the PHONE COLUMN 
on, make sure the green CUE button isn’t lit up anymore, and then raise the phone 
output volume.  Turn the microphone on, and speak to your guest – you can hear 
them through your headphones. 

 



HARRIS WORLD FEED PANEL (WFP) 8 

The WORLD FEED PANEL allows you to input almost 
anything into the SWITCHBOARD for broadcast, recording, 
etc.  If you have a guest electric guitarist, your guest should 
be able to plug the guitar into the WFP.  It also allows you 
to output anything from the SWITCHBOARD. 

RECORDING SYSTEM (BURNIT! CD BURNER) 

How to record using the BurnIt Compact Disc Recorder in the Production Studio: 
 
1. Input either a CD-R or CD-RW. “CD-R?, CD-RW?” will flash on the screen, but just 
press the Play/Pause button until NEW DISC appears, I don't think it's a big deal. 
2. Select the input as "Analog" using the Input Selector button on the left side of the 
BurnIt panel. 
3. Press Record. Wait for the time to show as 00:00.  
4. Start playing the signal. 
      - To record a show from the air studio, press the PC/AIR CR button on the board 
and make sure the input is on B at the top of the board. 
5. Check that the time display reads 00:00.  Then, press the play/pause button.  
6. When you're done, press the square "stop" button. "PMA REC" will show up on the 
screen, wait for it to go away and the recording time will appear. 
7. Press "finalize" (on the same row as the input selector) 
            -The screen will show TOC Time:Time , where Time:Time is the amount of 
time needed to finalize (SHOULD BE < ~10 min. [instruction manual]).  
9. Press the Play/Pause button. The time needed to finalize will countdown. 
10. Be patient! Open the CD player again when the TOC message has gone away and 
the length of the CD reappears. That's it! You now have a recording of your show on 
compact disc! Remember that you might need to change cd's during your show, 
since most CD-R's are only good for ~74 minutes. 
 
Geoff O'Donoghue, WCFM Technical Director 2004-2005 

INTERCOM SYSTEM9 

REMOTE PRODUCTION UNIT (RPU) – (The Marti) 

We have one. It doesn’t work. We’re going to fix it. Soon. Hopefully. Ahem. 
However, with an RPU, we’ll be able to broadcast from outside of the station.  This 
will prove useful in the event of an emergency.  The DJ will be able to remove this 
device during a fire alarm/drill and continue to broadcast. 

The RPU can also be used to broadcast speakers, musical performances, or sporting 
events – basically anything that we can’t bring into the station. 

 The RPU can be accessed on the SWITCHBOARD by using the “RPU” column on the 
SWITCHBOARD. 

                                                
8 WFP is a thing invented by Harris, the people who did the radio station’s technical stuff. 
9 The Intercom system is not active yet. 



FCC EMERGENCY ACTION SYSTEM (EAS)10 
 
 First and foremost, the EAS unit should never be turned off. The unit is 
set up to receive from two stations as required by the FCC. They are WMNB North 
Adams and WAMC on Mt. Greylock, an Albany, NY radio station. They each will send 
out a weekly test which will be printed out (when taking out the message, be sure to 
pull out all the paper). When received, the printout has to be stapled to that 
particular date’s transmitter log and you also have to enter the same into the 
transmitter log and sign it. There will also be a monthly test that will automatically 
take precedence and be broadcast on the air. In the case of a weather emergency, 
you can rip out the message and read it over the air. If a severe weather warning is 
issued via the EAS, the EAS unit will automatically take precedence over anything 
else on the air and broadcast its message. Although it rarely (never) happens, the 
EAS is also programmed to automatically air a message sent by the President of the 
United States of America in the event of a national emergency. This takes care of the 
receiving end.  
 
 Once a week at random times and days, WCFM is required to initiate an EAS 
test. The WCFM board members will take turns initiating this test; regular WCFM DJs 
can stop reading here if they like. The test consists of an announcement that at this 
time we are conducting an EAS test. REAFFIRM THAT IT IS ONLY A TEST. This 
can be recorded. 
 
 To do the test: 
 
 The normal screen has the date and time on top. On the bottom it will say: 

MENU   WEEK   MSG                                                     
 Push the button under the word WEEK. Then enter the password 1111 by 
pushing the ENTER button four times. The screen will say OK and go the next screen 
which will say WEEKLY TEST and PROCEED or ABORT. Push ENTER button under 
PROCEED and the outgoing alert light will come on. When it goes out, the test is 
complete. At this time, it will print out the information which should be stapled to the 
transmitter log. You have a window time of 4 minutes to hit PROCEED. After 4 
minutes, the screen will go back to normal and you will have to start over.  
 
 The user password 1111 is valid. However, the administrator’s password will 
not be available to operators. This is used to set operation parameters, etc. Misuse 
of this could disable the entire system. A hard copy of these instructions is available 
in the WCFM broadcast booth.  
 
--Paul Willey, Engineer 
--Geoff O’Donoghue, WCFM Technical Director 2004-2005 
 
 
 
 
 
 
 

                                                
10 As of 12 March 2005. 



PART 3: OTHER INFORMATION 

The following information will not be on your tests. However, it is handy to keep 
around in case you need it in the future. Included is information regarding Sports 
Broadcasts, Adobe Audition, and Broadcasting Democracy Now!. If you have 
further questions about any of these topics, email the Director whose name is at the 
end of the section of concern. 

SPORTS BROADCAST 

Requirements and payment: 
Each DJ must broadcast at least one sporting event a year, but this requirement is 
hardly a burden because sports broadcasts are easy money. You will be paid $7.50 
an hour for your time broadcasting a game.  You will only be working for a brief 
period of that time.  
 
Note that first-years who are not on financial aid cannot be paid for broadcasting 
sporting events for WFCM, and are therefore, exempt from this requirement. 
 
Instructions: 

• Get to the station at least 20 minutes before the start of the sporting event. 
• Call TeamLine to get the broadcast feed (1-800-846-4760), and follow the 

prompts.  Additionally, the TeamLine help phone number is 1-800-846-4630. 
• Have the Williams account number from the WCFM Sports Director. 
• Have the Williams team code from the WCFM Sports Director 
• The final prompt asks you to choose which sport you’re broadcasting. After 

you answer this prompt, you will be put on hold until about 5 minutes before 
the game. The commentators will come on the phone and give you a five 
minute warning, a one minute warning, a 30 second warning, and a ten 
second countdown. 

• When you are within five minutes of the broadcast, turn on the transmitter, 
play a legal ID and a PSA and read the weather, and then play music until the 
sports broadcast begins. 

• At the end of the ten second countdown, turn on the phone on the board and 
turn up the volume. 

• Your work is basically done until halftime. All you need to do during the 
broadcast is monitor the audio levels. 

• During halftime, turn off the phone on the board. Put the phone back in cue 
because you will be given the same countdown before the second half that 
you were given before the game. 

• Say WCFM Williamstown.  Play music, a legal ID, and a PSA. Read the 
weather.  Say we’ll bring you back to the game between Williams and _(insert 
rival team)__ in a few minutes. Etc. 

• At the end of the halftime, turn on the phone on the board and take it out of 
cue. 

• At the end of the game, play the shutdown track if nobody is broadcasting 
after you. 

• Turn off the transmitter. 
 
--Jessica Chung, WCFM Sports Director 2004-2005 

 



 
USING ADOBE AUDITION 
 
Adobe Audition is audio recording and editing software. WCFM has Adobe Audition 
on the PC in the Production Studio. It is free for any DJ to use. If you have 
questions, contact either Nathan Friend ’07 or the current Production Director. 
 
Recording Audio 

1. Open Adobe Audition on the Production Computer 
2. Open the Edit View tab near the top of the screen (it may already be 

displayed) 
3. Turn on the Host mic, or whichever audio input you want (CD, Minidisc, etc.) 

and click the small red circle in the lower left corner of the screen (Record).  
It will ask you to set Sample Rate, Channels, and Resolution.  Leave the 
Sample Rate at 44100, and the resolution at 16-bit.  If you are recording 
music, use Stereo, if you are recording voice, use Mono. 

4. You can monitor your levels by watching the Level Meters at the bottom of 
the screen. Try to keep a consistent level that nears the red but does not max 
out (a red square on the right will light up if you do max out). 

5. Hit stop when you are done (blue-green square in the bottom left). 
6. You should now see a series of sound waves. 
7. Save your recording by clicking on File > Save As … Create a New Folder in 

C:/Adobe Audition Files and title the new folder with your name, first and last, 
that way you can save all your files into YOUR OWN folder for easy access 
later.  Title your file and click Save. 

8. If you are going to be adding layers (music, other voice, etc.) click on the 
Track on the left of the screen that reads what you titled it, it should be 
highlighted in blue.  Then click the Insert button on the keyboard (above 
Delete). This moves the file into the Multitrack View, which you can see by 
clicking on the Multitrack View tab near the top of the screen. 

9. To record into Multitrack View, open the Multitrack View tab. 
10. Click on the red R to the left of the track you wish to record into, then click 

the Record button on the bottom left of the screen.  Press the Stop button 
when you are done. 

11. To listen to a track, press the space bar or the Play button (bluish-green 
arrow at the bottom of the screen). 

 
Importing Audio 

1. Click File > Import (or click the button that looks like a sound file in a folder 
on the left of the screen, or Ctrl + I).  

2. Select the file you wish to import. It will open in Edit View. 
3. Move file into Multitrack View (see above) 

 
Editing Audio 

1. In the Edit View screen, use the left mouse button to highlight sound. 
2. Click Delete on the keyboard to delete selection completely. 
3. Click Cut (button that looks like scissors, or Ctrl + X) to copy sound and cut 

it. 
4. Click the left mouse button once to select a different area and then click Paste 

(button that looks like a clipboard with an arrow or Ctrl + V) to paste Copied 
sound selection. 



5. For more advanced editing, insert the track into the Multitrack View. 
6. To cut, highlight using the left mouse button and then click on the Cut button 

(in Multitrack View this looks like a cursive “L” at the top of the screen). 
7. You can also cut sound from the end of a track by moving the mouse over the 

end of a track so that it turns into two arrows pointing in opposite directions, 
then click and hold, and you can either cut or extend your track. 

8. To split a track, left click where you want to split and press the Split button (it 
looks like scissors cutting a sound file, or Ctrl + K). 

9. To move the track around, click and hold with the right mouse button. 
10. To zoom in or out, use the Zoom buttons at the bottom of the screen (they 

look like magnifying glasses). 
11. To adjust the audio levels, click and hold on the thin blue line in the middle of 

the track and drag it either up or down where you want to increase or 
decrease the level (get rid of the white squares by dragging them to the very 
top or bottom of the track). 

12. To save edits to the track in the Edit View, use the directions from earlier, to 
save edits in the Multitrack View (in other words if you have more than one 
track) click, File > Save Session As … and save your session in YOUR folder. 

 
Burning a Session to CD 

1. In Multitrack View, open a session file, and choose Edit > Mix Down To CD 
Project. 

2. Click on the CD Project View tab to see what you will burn. 
3. Click on the track you will be burning and click Track Properties on the right 

of the screen to change the track name, etc. 
4. If you have more than one track, you can click and drag them up or down to 

change their order. 
5. Don’t worry about changing the file format, audio on CDs must be 44.1 kHz, 

16 bit, stereo but if you insert a track with a different sample type, Adobe 
Audition automatically converts the audio for you. 

6. Click on Write CD in the bottom right corner. 
7. Don’t worry about changing the Write Options, but if you want the CD to be 

titled, feel free to click on Write CD Text and then enter a Title and Artist. 
8. To burn to CD, make sure a blank CD is in the computer and not in any other 

CD Tray. 
9. Click Write CD. 

 
There are A TON of other functions for Audition, feel free to play 
around with different tools, but please do not change any of the 
program’s setting. 
 
QUESTIONS, COMMENTS, CONCERNS?  EMAIL NATHAN FRIEND. 
 
--Nathan D. Friend, WCFM Production Director 2004-2005 
 

DEMOCRACY NOW! 

Democracy Now! is an independent news radio show that WCFM broadcasts each 
weekday from 12-1 pm. Broadcasts are run by volunteer DJs. Broadcasting DN! for a 



semester is not only helpful and fun, but can count as Volunteer Service for the 
station. 

In order to broadcast Democracy Now! Go to the following site: 
http://democracynow.org/static/ 
After you download the mp3 from the website (Right click on the link, then “Save 
As”), it should save it as a particular file that's associated with an application such as 
iTunes or winAMP.  To play what the computer is playing, just press the PC button 
the broadcast board. 
  
The license for DEMOCRACY NOW! states, "Station agrees that the Program will not 
be edited or altered in any way for broadcast, with the exception that station 
identification, announcements and underwriting can be placed during the normal 
Program station identification breaks, which typically fall at 0:06 minutes, 0:20 
minutes, and 0:40 minutes within the 0:59 minute Program. These are one-minute 
(0:01) breaks, and the times indicated are approximate times only." 
 
So at the beginning and end of each show, play a WCFM Legal ID, and at the two 
points in the middle feel free to play either a PSA or legal ID (though I would 
recommend the latter). 
  
You'll want to be in the station ten minutes before the broadcast start time.  It takes 
a few minutes to download the broadcast. 
 
--Patti J. Exster, WCFM Assistant Music Director 

----------------------------------------------------------------------------------------------- 

Are you ready to take the tests? 

If you fail one or more of the tests, you can take them over again when you’ve 
studied some more and are prepared, but it’s better to just pass on the first try. 

Have you gone to the training session, completed your observation hours and 
practice hours, and performed your community service?  

Have you read through this packet thoroughly?  Did you go over it after your 
training, in order to study, and make sure you understand everything? 

Do you feel comfortable filling out a log sheet correctly?  Can you explain how and 
when to use all of the equipment you’ve learned about?  

Have you contacted the Personnel Director with any questions you have? 

If the answer is yes to all of these questions, contact the Personnel 
Director and say that you’re ready to take the tests! Good Luck!  


