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1. The project

Westminster News Online is produced by students in simulated live conditions, is “published” once a week.

The target audience is the student and staff community at the University of Westminster, Harrow campus.

The aim is achieve the highest number of page impression “hits” possible by serving this audience and following an appropriate “agenda”.

All the major components of a ramified news/features site such as BBC News Online will be produced and student will have the opportunity to try out a variety of roles and, for purposes of assessment and “portfolio” building.

We are using the internet partly because it is a cheap and convenient way of engaging in regular publication. 

Many of the skills used/demonstrated are the same as those required on a newspaper and magazine. Much of the editorial organisation is exactly the same as in “print” and – to some extent – in “broadcast” journalism.

There is no specific development of “web journalism” or similar, except for an element of audio-visual production.

The editorial structure, production schedule and site design are supplied and are fixed, as are the various editorial roles to be taken on by students.

There are three groups of “jobs” – (1) executive, (2) news and feature writing and (3) production and sub-editing. During the course of the project students will rotate jobs from time to time and must undertake “jobs” from two of these three groups.
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Students are required to work on the site for three days per week from 10am until 5pm based in Westminster NOL newsroom. The time involved includes teaching/training sessions, tutorials, briefings, de-briefings and, where appropriate, editorial management meetings of various sorts.

All students must attend on Mondays and then on either Tues/Wed or Wed/Thur. The project will not normally take place on Friday - when the specialist journalism programme will take place. One day per week is allocated to personal study.

Assessment

Students will be assessed in relation to the role/s undertaken and on their insights into the editorial strengths and weaknesses of the project. It is not the case that, for example, that a student will be given extra credit for having been the editor.  

Each student should read the appropriate job description very carefully. Assessment of performance of the tasks set out in these job descriptions will form a major part of assessment.

Students will also be asked to write a 2,000 word “critical analysis” of the way in which the site worked editorially to be written during the Easter vacation and delivered to the graduate office on the first Friday after return from the vacation.

Thirdly, students will submit examples of their news, feature writing and/or sub-editing work for assessment.
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2. The website (editorial structure)

                    

                                                     Editor/Deputy Editor

                                  Chief Sub


 News Ed          Feats Ed           Ent/Arts Ed       Listings Ed

                    

                                                     News Editor

                                  Chief Sub


                      News Sub        News Sub        News Sub

Pic/AV editor    News Ed          Reporter/s       Reporter/s

Page/4…
                                                     Features Editor

                                  Chief Sub


                      Feats sub        Feats sub        Feats sub

 AV Editor         Staff (1)          Staff (2)          Staff (3)


 Feats sub       Feats sub        Feats sub        Feats sub       

 Staff (1)         Staff (2)          Staff (3)         Staff (4)

                    

                                                     Arts/ Ents Editor

                                  Chief Sub



                      Feats sub        Feats sub        Feats sub

 Arts/Ed          Arts Ed            Arts Ed           Arts Ed
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3. Job descriptions

The working week starts on Tuesday with de-briefs and editorial planning. Most reporting/writing takes place on Wednesday and Thursday with the news copy deadline on Thursday at 5pm. There is then a gap (Friday and the weekend) and the working week ends on the following Monday at 5pm when the updated edition is published. The cycle then starts again on Tuesday morning. Features work one week in advance with a copy deadline of 2pm on the Monday one week and one day before publication.

Executive Team (8)

Editor                Tue/Wed/Mon

Managing Editor       Tue/Thu/Mon

News Editor           Tue/Wed/Mon

Features Editor
  Tue/Wed/Mon

Arts/Ents Editor      Tue/Thu/Mon

Listings Editor       Tue/Wed/Mon   

Picture/ AV Editor    Tue/Wed/Mon
Chief Sub             Tue/Thu/Mon

News Desk (10)
News Editor
       Tue/Wed/Mon

Chief Reporter        Tue/Wed/Thu     

Reporters (5)         Tue/Wed/Thu
News/Feature Subs (2) Tue/Wed/Mon

News/Feature Subs (2) Wed/Thu/Mon

Features Desk (12)

Features Editor       Tue/Wed/Mon

Arts/Ents Editor      Tue/Thu/Mon

Feature Writers (8)   Tue/Wed/Thu
Feature/News Subs (2) Tue/Wed/Mon

Feature/News Subs (2) Wed/Thu/Mon
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Editor Tue/Wed/Mon

1. Chair the main editorial conferences and review of edition

2. Direct the process of forward planning the entire site

3. With the managing editor, ensure that all editorial deadlines are met.

4. With the chief sub check all the content for the site and ensure it is correct and meets the highest possible editorial standards, in partic - code of conduct

5. In conjunction with the chief sub, write the front page, according to schedule

6. Co-ordinate the work of the executive group in particular and, otherwise, ensure that staff are effectively deployed

7. Be present and available to all staff Tues, Wed and Mon

8. Ensure proper hand-over briefing to Managing Editor on Weds eve for Thursday 

9. Answer to the publisher (course leader).

Managing Editor 

01. Convene the main editorial conferences and review of edition. Take notes of these meetings and circulate copies to all staff.

02. With the editor, ensure all editorial deadlines are met.

03. Answer all correspondence to the site, or ensure that it is answered, and adjudicate on any complaints

04. Draw up and circulate lists of up to date contacts (phones, e-mail)make these available to all and keep track of all staff in a duty log

05. Analyse and publish the weekly number of “hits” achieved by the site 

06. Adjudicate in any disputes between staff and allocate or re-allocate staff as appropriate

07. Ensure that the newsroom is kept in good working order and establish working relationship with Harrow technicians

08. Make arrangements for the use of specialist equipment (eg cameras) as appropriate

09. Deputise for the editor when required to do so

010. Co-ordinate advertising and promotion of the site in conjunction with the course leader (publisher)

011. Answer to the editor and course leader

News Editor           Tue/Wed/Mon                 [page 7/

01. Chair the news conference (reporters), keep the duty log up to date, copied and available to executives and reporters.

02. Establish contact with news sources and ensure a good supply of press releases/ e-mails are obtained

03. Deploy reporters to cover stories and sub-editors to process copy as it arrives

04. In conjunction with the managing editor, make arrangements for delivery of copy (eg by e-mail) and ensure all deadlines are met

05. Attend main editorial conference according to schedule, report on news prospects and any other matters relating to news pages and transmit any decisions to reporters. Suggesting setting up reporters online message board

06. Write the news index page (including hyperlinks to posted news pages) and submit to editor and chief-sub according to schedule

07. Develop a news contract directory (of Harrow campus contacts and beyond – eg AMI and News Contacts Web), keep up to date and make available to reporters

08. Staff the newsroom on Tues, Weds, Mon and ensure hand-over to nominated deputy on Weds evening for Thurs

09. Write desk-based news stories, eg NIBS, assist with gossip column (features department)

010. Make any special arrangements for A/V news reports

011. Adjudicate in any disputes between reporters and ensure they are efficiently deployed

012. Answer to the Editor. Deputise for the Editor and Managing Editor if they are both off-site.
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Features Editor
  Tue/Wed/Mon
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01. Chair the features conference (reporters), keep the duty log up to date, copied and available to executives and feature writers.

02. Establish, in conjunctions with the news editor, contact with sources and ensure a good supply of press releases/ e-mails are obtained

03. Deploy feature writers to cover stories and sub-editors to process copy as it arrives for each of the given feature sections as set out in the overall editorial plan for the site.

04. In conjunction with the managing editor, make arrangements for delivery of copy (eg by e-mail) and ensure all deadlines are met

05. Attend main editorial conference according to schedule, report on features prospects and any other matters relating to features pages and transmit any decisions to reporters. Suggest setting up feature-writers online message board

06. Write the features index page (including hyperlinks to posted features pages) and submit to editor and chief-sub according to schedule

07. Staff the newsroom on Tues, Weds, Mon and ensure hand-over to Arts and Entertainment Editor on Weds evening for Thurs

08. Write desk-based news stories, eg gossip column, and assist with sub-editing and writing duties across the site, especially assisting in the area of listings

09. Make any special arrangements for A/V features

010. Adjudicate in any disputes between feature writers and ensure they are efficiently deployed

011. Answer to the Editor. Deputise for the Editor if both the Managing Editor and News Editor are off-site.
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Arts/Entertainment Editor      Tue/Thu/Mon
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01. Attend features conference, report on proposed review and preview coverage and state of play of the listings page/pages.

02. Establish contact with sources of reviewable material and ensure a good supply of press releases/ e-mails are obtained for the compilation of the listings pages

03. Commission freelance reviewers or pre-viewers and/or deploy writers and sub-editors to write previews and reviews. With the chief sub and subs manage and process copy as it arrives for each of the given feature sections as set out in the overall editorial plan for the site

04. In conjunction with the managing editor, make      arrangements for delivery of copy (eg, by e-mail) and ensure all deadlines are met

05. Attend main editorial conference according to schedule, report on review prospects and any other matters relating to features pages and transmit any decisions to reporters.

06. Write the arts index page (including hyperlinks to posted news pages) AND the listings page and submit to editor and chief-sub according to schedule

07. Staff the newsroom on Tues, Thurs, Mon, deputising for the features editor on Thursday and for the editor if the managing editor, news editor and features editor is off-site

08. Answer to the Features Editor and Editor

[more follows/…

Listings Editor      Tue/Wed/Mon
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01. Attend features conference, report on listings coverage, state of play in forward planning.

02.Contribute feature ideas on the basis of knowledge of forthcoming events at the feature conference and to the Arts and Entertainment and Features Editor as appropriate.

02. Working in conjunction with the Arts/Ents editor - establish contact with sources of reviewable material and ensure a good supply of press releases/ e-mails are obtained for the compilation of the listings pages – including free and non-copyright publicity images.

03. Write the listings page, according to style and supply on deadline or when demanded by the chief-sub or editor and ensuring that the page is error free.

04. Staff the newsroom on Tues, Weds, Mon, deputising for Arts and Entertainment when off-site

05. Answer to the Arts and Entertainment Editor and the Editor.

Chief Sub             Tue/Thu/Mon






01. Attend main editorial conference

02. Co-ordinate the work of the sub-editing team/s (news and features) and sure they are efficiently deployed

03. With the managing editor, ensure that all deadlines are met

04. Make arrangements for copy to be delivered by reporters and feature writers

05. Know the house style (we will use BBC News Online) and ensure that all writers and reporters know the house style and stick to it

06. Refer any legal potential legal problems (eg libel) to the editor as they arise

07. Personally sub-edit/check all INDEX pages, once they have been written by appropriate editors (eg news index)

08. Deploy sub-editors to create/process pages according to deadlines

09. Staff the newsroom on Tue/Thu/Mon. Ensure hand-over to a nominated deputy on Tuesday evening for Weds

010. With the managing editor, establish a working relationship with technicians

011. Answer to Editor and Managing Editor

Picture/AV editor             Tue/Wed/Mon
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01.Attend main editorial conference, news and features conferences, ensure that picture requests are monitored and logged.

02. Manage the stock of digital cameras and the A/V kit and train reporters and feature writers and subs in the use of digital cameras, and processing using photoshop.

03. Make arrangements for photos to be delivered by reporters and feature writers

04. Research and obtain photos for publication with news and features material.

05. With the managing editor, establish a working relationship with technicians.

06. Select and edit material for the regular A/V section of the site – drawing upon existing A/V reports made by students and possibly commissioning new ones.

07. Answer to Editor and Managing Editor.

News subs (2)
Tue/Wed/Mon
[+2 others, Mon/Wed/Thu]



01. Edit news copy as supplied by reporters and create pages within supplied page formats

02. Also edit and produce features pages if required to do so

03. Make sure all copy is written in line with house style

04. Write page headlines, cross-heads and picture captions as appropriate. Process photos and place on page according to editorial format

05. Post finished pages to the site as directed

06. Check pages produced by other sub-editors as directed

07. Staff the newsroom on Tue/Wed and Mon. Deputise for the chief sub if required to do so

08. Write material of various sites for the site as directed and if time is available

09. Answer to the chief sub

Features Subs (2)   Tue/Wed/Mon
[2 others]

page 12/---
01. Edit features copy as supplied by feature writers and   freelance contributors and create pages within supplied page formats

02. Also edit and produce news pages if required to do so

03. Make sure all copy is written in line with house style

04. Write page headlines, cross-heads and picture captions as appropriate. Process photos and place on page according to editorial format

05. Post finished pages to the site as directed

06. Check pages produced by other sub-editors as directed

07. Staff the newsroom on Tue/Wed and Mon. Deputise for the chief sub if required to do so

08. Write material of various sites for the site as directed and if time is available

09. Answer to the chief sub
Chief Reporter (Tues/Wed/Thurs) [deputy news editor]

01. Cover newsworthy events as directed by the news editor

02. Attend weekly news conference with news editor

03. Present suggestions for news/sports stories to be covered, subject to approval of news editor

04. Supply news copy free from error, written in house style -  typically three or four 250 to 400 word stories per week, plus pictures and/or AV reports as directed by news editor

05. Write copy in the newsroom or remotely as appropriate and deliver copy as arranged and according to deadline

06. Make whereabouts known to news editor and managing editor at all times

07. Function as deputy to the news editor.

News Reporters (8)    Tue/Wed/Thu
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08. Cover newsworthy events as directed by the news editor

09. Attend weekly news conference with news editor

010. Present suggestions for news/sports stories to be covered, subject to approval of news editor

011. Supply news copy free from error, written in house style -  typically three or four 250 to 400 word stories per week, plus pictures and/or AV reports as directed by news editor

012. Write copy in the newsroom or remotely as appropriate and deliver copy as arranged and according to deadline

013. Make whereabouts known to news editor and managing editor at all times

014. Answer to news editor and deputise for the news editor if required to do so.

Feature Writers (8)

Tue/Wed/Thu
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01. Write features within the agreed editorial formats as set out in the editorial plan for the features section and the arts/entertainment section and as directed by the features editor.

02. Attend features conference with features editor

03. Research and (then) present suggestions for feature material within the agreed editorial structure of the features section to the features editor at the weekly features conference

04. Write copy in the newsroom or remotely as appropriate and deliver copy as arranged and according to deadline

05. Make whereabouts known to features editor and managing editor at all times

06. Answer to features editor and arts editor and deputise

    for either if required to do so.
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4. Weekly production schedule
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TUESDAY (planning day/ early writing)

10.00: De-brief re: previous edition (Ed)

12.00: News desk - research prospects

       Feature writers, subs - research prospects

02.15: Features conference (newsroom) (Feats Ed)

02.15: News conference     (staffroom) (News Ed)

03.30: Main editorial conference (staffroom) (Ed)

04.30: 2nd Features conference (newsroom) (Feats Ed)

04.30: 2nd News conference (staffroom) (Feats Ed)

04.30: Management meeting (Garden Room) (Ed/Man Ed/CH) 

WEDNESDAY/THURSDAY (writing/editing days)

Reporters – in newsroom or on the road, reporting, writing multiple stories for Thurs 5pm. If on-road arrange check-in call times with News Editor.

Feature writers – in newsroom or on the road, reporting, writing features in advance. If on-road arrange check-in call times with Features Editor.

Executives/Subs – staffing the newsroom, taking calls, assisting reporters and feature writers and preparing editorial material as directed/agreed at editorial conferences (eg compiling listings, updating news diary, etc).

MONDAY (production day/ publication)

10.00: Subbing news pages/creating pages

01.00: Deadline for finished news pages to chief sub

02.00: Subbing/creating features pages for next week (deadline 5pm)

02.00: Write/Edit News Index (deadline 4pm) NE/CS

02.00: Write/Edit Features Index (dline 4pm) FE/CS

02.00: Write/Edit Listings Index (dline 4pm) AEE/CS

03.00: Write/Edit Front Page (deadline 5pm) Ed/CS

[schedule ends]
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