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THEVOACHARTER

President Gerald Ford signed the VOA ChdReblic Law 9850)into law on July 12, 1978t protects
the independence and integrity of VOA programming.

The longrange interests of the United States are served by camicating directly with the
peoples of the world by radio. To be effective, the Voice of Amenigst win the attention and
respect of listeners. These principles will therefore govern Voice of America (VOA) broadcasts:

1. VOAwiIll serve as a consistegtteliable anl authoritative source of newsvVOA news will be
accurate, objective, and comprehensive.

2. VOA will represent America, not any séngegment of American sociegnd will therefore
present a balanced and comprehensive projectiosighiicant American thought and
institutions.

3. VOA will present the policies of the United Sgatéearly and effectively analill also present
responsible discussions and opinions on these policies.

Table of Contents
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INTRODUCTION

THISGUIDEAPPLIEFO ALLEMPLOYEESCONTRACTORS ANBTRINGERS
WHO GATHER PRODUCEEDIT, TRANSLATEPRESENT
AND DISSEMINATEONTENTFORVOA

The purpose of this Guide is to define in floarnalistic standards anbdest practices that VORll-time
employeesand contractorsshould follow every day.Although the increasingly changing news and
information environment requires each of us to havbasic understanding of best practices, every news
event, every radio, TV and web pieesery social media posgvery program, every interviewthat is,
everything we cover, produce and disseminateis unigue and must be considered in context and on
its own merits.

Youare encouraged to bring issues not covered in this guide to the attentignwfsupervisorsService
Chiefs, Division Directorthe News Standards & Best Practidgditor, VOAsenior management oithe
Office of General Counsel as appropriate.

U Theremay be times wherouwill be working on stories that allege wrongdoing. In those cases,
the Office of General Coungsalust be consulted.
(Also see Legal Issues58)

It isyourresponsibility to understand these best practices as well as to congalarown sense of right
and wrong. Credibility is the most precious commodity of any news organization. The only way to achieve
and maintain that credibility is forveryone within VOA to accept responsibility for it.

WHEN IN DOUBT, ASKDO NOT ASSUME

This guide will help, but should not replace, discussions of difficult issues withr&ers and supervisors.
We grow as a news organizatienand policies are formed- by asking questions and discussing the
journalistic issues we face daily.

In addition to thesgournalisticguidelinesfederal employeesre also required to follow the policies laid
2dzi 68 GKS h¥TFAOS 2F D2@SH#EISYydi 90GKAOa FyR | {! DaQ.

TheBest Practices Guide updated regularly on SharePoint and3alaxy\WWebspace.
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NEWSGATHERING

FAIRNESSOBJECTIVIT& BALANCE

1

When performing official dutiesyOA staff and contractoreave their personal, cultural and
political views behindvhen preparing a reportconducting annterview, hosting a newsast,
interview programor posting on social media

The accuracy, quality and credibility of the Voice of America are its impsirtant assetsand
they rest onour | dzR A SpérGeptipof VOA as amccurate,objectiveand reliablesourceof
U.S., regional and worlitews and information.

VOAstaff shouldavoid the use of unattributed negative terms or labels to deribe persons or
organizations. Theonly exceptons are when individuals and groups use those labels to describe
themselves or their activitieor someone is directly quoted using a negative term.

Be fair to all of the people involved in a storyPeople who are presented in a negative light must
be given a reasonable chance to present their side of the issue. If they refuse to corgment,
must note that in your story.

Bewell prepared with facts to balance the statemewf one side or the other5 2 ysimply nod
in acknowledgnentwhent A A G Sy Ay 3 (2 a2YvYS2ySQa |yasgSNE | &
that position.

Youmust avoid any action or statement that mighivethe appearance of partisanship.

This includes the wearing of lapel pins, religious symbols, clothing desiguslor schenes that
appear to support one party or individual over another.

U THERE IS NO PLACE\VMJAFOR ADVOCACY
JOURNALISMTHE PRESENTATION OF NEWS FROM ONE
PARTICULAR VIEWPOINT OR ONE SPECIFIC AGENDA

U YOUCANNOT ACCEPT MONETARY PAYMENT OR GIFTS
FROM ANY INDIVIDUAL, SPECIAL INTEREST GROUP, OR
POLITICAL ORGANIZATIDNEXCHANGE FOR NEWS
COVERAGE. IT IS A VIOLATION OF JOURNALISTIC
ETHICS.

Table of Contents
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9 Otherconflicts of interest may come up, such as the relationship of staff members with VOA and
USAGM management.

0 Where possible, VOA journalists should avoid covering an event where a speaker or
panelist is from VOA simply because VOrefsesented at the event. If the event is
newsworthy, the report should disclose and explain that VOA is represented at the event
and explain the editorial reason for covering the event as a news story.

1 Youmust carry outyour work with the utmost profesionalism. As journalistsve do not make
critical statements towards or about members of the governmemtgd we do not offer them
words of praise either.It might create an impression that VOA is working hairdhand with
another government agen¢ynd it doesn't helgf our critics seeor hear a statement of that
nature.

91 Professionalismapplies equally to your work in the Cohen Builditige bureausand in the field.
Respectfor your colleagues is absolutely vital to maintaining best practices. Whether in a
newsroom, studio, control room or in the field, pursuit of a story is not an excuse for arrogance.

Table of Contents
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BIAS& DIVERSITY

One of the key areas for ensuring fairness, objectivity and balance in our reportingigitbbias or
preconceived notions.
1 Avoid stereotyping by race, gender, age, religion, ethnicitpggaphy, sexual orientation,
disability, social status or physical appearanteushould make a goofhith effort to ensure
that interviewees are given equal consideration and without favor to any one group

1 52y Qi Ay Of dzRS individi& an@délt iskisaentidl toHE storyy If a description
R2Say Qi aSNBS |y SRAG2NAIE Lz2N1J2aSs ged Yl & L
some members of a communigind in all likelihoodvill not effectively advance the story.
Poynterexplainswhy here: PoynterNegativeStereotypes

1 Be aware othe possibility of racial or ethnic stereotyping when selecting images to include
in stories. In a story about unwed mothers in the U.S., should every mother shown be African
American? Whenfile video about drug arrests in the U.S., should every pestmwn be
African American or Hispanic? The clear answer is no.

f Avoid the casual use of wordand phrasedike ¢ A f £ S3 I £ AAKAANRNI 2yAINTER €
GOUSNNBENRAGZE 2N GKS FaadzvliiAzy GKFG aFdzyREYS
(Also see Loaded Words,39)

1 Poynter provides this chart to illustrate how certain assumptions can reflect beitorial
decisionmaking and story production.

Bias
Influencers

Physical
Abilities/
Qualities

Table of Contents
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POLITICAIACTIVITY

VOASTAFE CANNOT CAMPAIGN FOR OR
ORGANIZE EVENFOR POLITICAL CANDIDATES

THAT IS A VIOLATION OF FAIRNBSSECTIVITAND BALANCE
ANDSHOULD BE AVOIDED AT ALL TIMES

THE HATCH ACT

The Hatch Act ia federal lawprohibiting governmentemployees in théxecutive Branch from engaging

in partisan political activity. The Office of General Counsel has provided some basic guidelines regarding
political activity by VOA employees.

EmployeedMAY NOTengage in political activity while:
1 On diuty ¢ You are on dutywhen you are teleworking
1 In any government office
9 Using a government vehicle
1 Wearing an official uniform or insignia

In addition, the following political activities are prohibited while duty:
1 Wearing campaign buttons and/osshirts
1 Displaying campaign posters in the workplace
1 UsingAGENCY¥-mail accounts, social media accounts or blogs to support or criticize aded@di
or political position
1 Using agency computers to make online campaign donations
9 Using screensavers supporting or criticizing a candidate or political position
1 Using agencgupplied smartphones to support or criticize a candidate or political position

For more complete guidance onthe Hatch Acf SI &S F2ff2¢ (GKA& fAY] (G2 K¢
Ethics page.

Table of Contents
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POLITICAIREPORTING

To avoid appearances of inappropriate endorsement or biasiVOAwebsitereportson aDemocratic

or Republicampresidential debate and the story includes a link to the campaign website of one candidate,
we shouldinclude the campaign websites of all the candidates taking part in the debate. The same holds
true if we are reporting on candidates for the Senate, skand for governors.

We follow the same guidelines during the fin@esidential campaign periodith regard to a sitting
president and the opposing candidate/s. But in that case, the link for the sitting prewleé8T BE TO
¢1 9 /! at! L DDbNDITONWWMWHIIEBHDUSE.GOV

VOADOES NO@ O f f ¢ , add dSciatiodsy6favictory need strict attributigh Sy SNIF £ £ & G2 !t

A 2 oA ~

results are certified

In other words, when reporting on U.S. political campaignsy@WAwebsites should follow the same
journalistic balance and fairneasin all of our daily reporting.

Table of Contents
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SOCIALMEDIA

1 Youcanbe ajournalist, or you canbe an advocate-- but neverboth.
Technologyhaschangedradicallyoverthe last 20 years,but the basicprinciplesof journalismhavenot.
If youareajournalistyoushouldneverpostanythingonlinethat wouldleadpeopleto believeyousupport
any policy, political party, or ideology. VOAfollowsthe higheststandardsof professionajournalismand
requires journalistswho are ¢ andare seenas¢ impartialand objective Therefore,it is criticalthat you
are fair, impartial, and objective at all times on social media and other public spaces Assume that
everythingyou postonline canor will becomepublicat somepoint.

FULIDISCLOSURE

f Tonot disclosepersonalinvolvementis an act of advocacyand is prohibited for

journalists.

If you have a personalinterest in any issuet whether political, financial, or ideologicalt it is your
responsibilityto first discusswith your editor whether you shouldcoverthe story. In most casesyour
editor will tell you to recuseyourselfandwill assigrthe storyto someoneelse. Butevenwhenyoul NB y Q (i
reportingon a subjectandsimplysharingstoriesonline,you havearesponsibilityto disclosewhenagiven
story mayimpactyou personally.

PERSONAACCOUNTS
1 SharingVOAreporting on personalaccountsis fine but uploading raw news agencycontent
directly to personalaccountsis not.
Directpostingto personalaccountgakesthe audienceawayfrom officialaccountsandit couldleaveyou
legallyresponsiblefor infringingthe copyrightof the wire serviced AFP APand Reuters). Furthermore,
VOAdoesnot provideanysupportfor personalaccountsjncludingverificationor ad campaignsbecause
thoseaccountsare not agencyproperty.

LIKERANDRETWEETS
1 5 2 yj@nithe conversationunlessyour goalis to engagein reporting ¢ and always
assumethat sharingthe commentsof others will lead your followers to believe you
agreewith those opinions.
Amplifying2 (i K $pioissby liking or retweeting them is no different than if you had written the post
yourselfand should be as fair and impartial as everythingelse you do. Socialmedia can be an echo
chamberwith like-mindedgroupsof peopleparrotingeachotkK S NelRiagpoints.

AUDIENCEARGETING
1 TheVoiceof Americadoesnot attempt to reachaudiencesin the United States. This

includesdiasporagroups. Thereare no exceptions,evenif the contentisin a

languageother than English,or the groupsor individuals are from countrieswhich

we reachoverseas.
The SmithMundt Act limits VOAto broadcastingto overseasaudience. Consequentlygvery post on
socialmediashouldbe written with a specificforeign audiencein mind. Furthermore,you shouldnot
signalyour position on one sideor anotherof | 'Y S NJcultliradak political disputes. If you repeatedly
talk about issuesthat non-Americanscannot understand,you are out of your socialmedialane. VOA
servesoverseasaudiencesaloneandyour work on socialmediashouldreflect that.
(AlsoseeSmithMundt Regulationsp. 52)

Table of Contents
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SOCIAMEDIAASA REPORTINGOOL
1 Beforerunning any material discoveredon socialmedia over broadcastor digital

platforms, be sureto carefully scrutinizeaccountsoriginating the material for the
dza S pukx aistory, how long the accounthasbeenin existence,and other piecesof
forensicevidence.

Theseplatforms presentan extraordinaryopportunity to get on-the-groundfootage of events,often in

placeswhere VOAcannotsafelysendits journalists.But that comeswith an extraordinaryrisk: pictures

and videosclaiming to be of a particularevent are often fake or misattributed.Whenin doubt, consult

+ h | iRRbuseexpertson validatingthird-party material

(AlsoseeUserGeneratedContent,p. 93)

TRANSPARENCY
1 Everynewsoutlet makesmistakes.If your reporting containsa factual error it should
be correctedasquickly as possiblewith a note at the bottom of the story.
Neverdelete anycontenton anyplatform without first consultingyour supervisoror ServiceChief.

While you should not delete incorrect stories or video from your site, you should use the content
managemensystemto removeit from major sectionfronts until it is corrected. TheURLwill continueto
work but will not be highlightedon the site.

(AlsoseeCorrectionsp. 56)

VIOLATIONS
ALLEGATIONS-SOCIAMEDIAMISUSBVILLBE
FULLYNVESTIGATEEBNDSTAFFERSILLBE
NOTIFIEDFANYSUCHALLEGATIONS.

SOCIAMEDIAMISUSEINCLUDIN@SDESCRIBHN THISGUIDE,
CANRESULIN DISCIPLINARACTIONUPTOANDINCLUDING
REMOVAEROMFEDERABERVICE

SUPPORT
Not sure where to go with questionsabout socialmedia?Askthe News Standardsand BestPractices
Editoror + h ! @ificeof DigitalStrategy.

Table of Contents
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ATTRIBUTIONFOUTSIDESOURCES
WE GIVE CREDIT WHERE CREDIT IS DUE

Proper attribution is a fundamental element of good journalism.

+h! Q& LINRA Y|l NE ZoardenIodraspoddentsyaBdastEingéehd®ur agreements wittABC
News, Agence France Presse, the Associated Press and Reuters

However, we also get our informatidrom newspapers, television news netwoykdficial news agencies
of other nations corporatepress releasesr non-governmental organizations (NGOSs).

Some guidelines for proper attribution:

1  Whenyouinterview someone for a particular news story or topiee scripts should indicate that
the person was speaking to VOA.

1 When using statements by an individualamnews conference or in other public settingse
scripts should indicate where and how the statement or quote was made.

1 When VOAisesinformation or interviews/quotegrom sources outside of our contragtsr uses
guotes from editorials, opinion pieces or social media posts, it is mandatory to credit the media
organization, NGO or other outletNot including that information can open VOA to possible
claims of plagiarism and/or copyright infringement.

1 Aswith fair use of videoDO NOT ABUSE THE COPYRIGHT OF THE OWNER OF THE CONTENT.

(Also se&Crediting the Newsfeed Providers1@.andPlagiarism, p. 2P

There will be times whenews outlets report information from unnamed sources during a breaking stor
such aghe Boston Marathon bombing in April 2B1 In that incidentmultiple news organizations said
there was an arrest and VOA reported that informatiofhat information wa later found to be incorrect
and VOA issued a correction across all platforms.

(Also see Social Media, p.d2d Corrections, p.®

One method of providing attribution is in the uselofperlinks This is mandatory for all VOA websites
and social media platformdn this article, VOA Immigration reporter Aline Barros linked backnarticle
from Axiosregarding COVHD9 vaccination efforts for migrants:

V.A Omicron Spike Tests COVID Prevention
Efforts at Immigration Facilities

The ICE spokesperson told VOA that the agency encourages migrants to be
vaccinated and boosted. But in July, Axios reported that three in 10 detainees
declined the COVID-19 vaccine when asked to sign consent forms.

Table of Contents
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Information that comes directly from the U.S. governmenthe White House, State Department,
Pentagon or Congregss considered valid on itswvn butmust still be attributed.

On a breaking news stoFP,AP or Reuters may quot® single source suctsa police offical ora
government spokespersorin those cases our copy walttribute the information to the wire servicand
saythat VOA is working to confirm the information.

Information inNews Centestories does not require additional sourcing.

FULL SCREEN GRAPHICS

We often useinformation or statistics that come from think tanks, NGOs, or another government agency.
Aside from crediting those groups in scripts, they must also be credited Hscfeén graphics, whether

as a stanehlone page or within a video package.

Anytime a graphic is based on information or statistics that are not originally generated by VOA, a source
attribution needs to be included on the graphas seen in the example below.

A Planned mainstream dams 4 Existing 4 Under construction

CHINA

MYANMAR
(formerly
known as
BURMA)

VIETNAM
= Hanoi

LAOS
Pak Beng
A—/,é Luang Prabang

Xayaburi A >
Dam
FakLay A Ayientiafe Gulf of
Sanakham A& S~ Tonkin
Pak Chom ——
THAILAND A
Lower BanKoum A , A A
F 3%
tl\)dellwng A Latsua A o
asin
‘( ;
Don Sahon A
= Bangkok 2 \
Stung Irongg
\ Sambor A a
A
\ A
CAMBODIA
Phnom Penh
Ho Chi Minh City
Gulf of .
Thailand
South
China Sea

100 miles

100km

Source: Mekong River Commission
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OPENSOURCE
The U.S. govement-funded news portaDpenSourcés an important tool for finding source
information. VOA uses the text material in OpenSo@ag@ second source of news and information.

OpenSource can be found GalaxyWebspace aWIRES OPENSOURBRLL WIRES

VOA DOES NQHAVE ACCES&sthe audio and video which OpenSource posts from news organizations
such aBBC, Sky News and Al Jazeera English, for examigplevhom VOAdoes nothave contractual

agreements.

WIKIPEDIA
1 Wikipedia should not be considered or used as a primary source of information.

There have been a number of incidents where material posted on Wikipedia has not been verified or has
proven to be incorrect. Any information found on Wikipedia should be confirmed with other, more
reliable sources, or witthe News Center

RUMORS& SPECULATION

1 VOA avoids the use of rumors and speculation in news items.

However, this should be carefully evaluated on a dagease basis in instances where a rumor or
speculation takes on a life of its own. In general, reporters, producers and editors should seek out
responsible officials to respond to the rumors or spatioh and use those comments as our entry to

the story. Without an official comment, VOA shouldot befirst to publicize a rumor or speculation.

Table of Contents
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CREDITING THHEWSEECPROVIDERS

To make sure that our best practices are in sync with our news agency contracts, below is guidance on

how VOA should credit the agencies across all platforBechplatform has different guidelines, and
SPOSNE2yS &aK2dzZ R 0S F6FNB 2F (GKS RAFFSNByOSasx SalLlsS
different platforms.

Regardless of the platform, editors should carry out occasionatdpetks of copy to emse that the
guidance is being followed.

RADIO
1 AFP, AP and Reuters have all confirmed that VOA radio broadcasts can use their news wire copy
verbatim without verbal attribution or credit! f f GKNBS | 3SyOArASa O2yaiRS|
dza S¢ 2 Feri@KSA NI YI

Althoughi KS O2y N} OG & LISNXYAG GKAAX +h!-Sparcedhad LINT
information and then put that information into your own words.

1 However, if one wire service has an exclusive interview or information that other news
organizations do not have, we should give that wire service verbal credit in the broadcast.

9 This guidance applies to all FTE and PSC contractors. Stringers filing for VOA who use news agency
copy for their reports should provide propattribution.

VIDEO
9 Although theindividual news agency IDs and the Dot btened into agency video abkey are
being recordedn Galaxy it is preferable that allideo pieces- whether producedby the News
Center or by danguageService¢ should note the time segments wheABC NewsOn&FP, AP
and Reuters videsare used.That is our way of tracking/crediting them for the usage, and for the
Senior Archivists to know whether the material is worth keeping.

1 Video downloaded fromhte ABC, AFP, AP and Reuters websites must have the proper ID added
to the video before it is broadcast or published. This is a requirement of our contracts with our
providers.

(Also see&/ideo Usage Rights, pl @ndNews Agency IDs and the Dot78)

1 Verbal credit to the news agencies is not required for video repartkess the video is exclusive
and is noted as such in the 3 S v €00 &

WEB
It has long been theractice in print to credit the wire services when using thstories in whole or in
part. All VOA websiteand social media pagesiould follow this practice.
1 126 GKS ONBRAG 22148 ¢gKSY dzaAy3d I aAy3ItS ySsga
at the top.
The end crediMUSTbe included, even if the wire service is credited in the body of the story.
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1 Ifaparagraph cannot be rewritteq LIS NK I LJA A G Q& F RS&AONRLIIAZY 2F |

information only that wire service hagli KS ¢ 2NRAY 3 aK2dzZ R 0SS al O02 NR)
wSdzi SNESé 2NJ 42YSGKAY3 AAYAL I NI

1 Adgency photos used on VOA websites and on ageragtained social media pages must include
a captioned credit to the agency.

(Also se€Captions/Credits, p. 2)

Table of Contents
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BYLINES

VOA frequently publishes stories with contributions frolews Center antdanguageServicejournalists.
Thisexplainsthe NewsCS y il SNR & LJ2f A 08 2y K2g O2yiUNROdziA2Yyad &K?2
determine whoreceivesthe byline on the finishel web story. There are also several examples showing

who would earn thebylineunder different reporting scenarios.

Story script headeris Microsoft Team$ave three fields related to tracking reporter contributigmeted
here in bold

((PLAYBOOK SLUG:

HEADLINE:

TEASER:

ti.[L{195 !l¢Y OKHMKHANHM
BYLINE:

CONTRIBUTOR:

DATELINE:

VIDEOGRAPHER:

Script Writer:

SCRIPT EDITORS:

VIDEO SOURCE (S):

t[!¢Chwa{ OYIFIN)] 66AGK -0Y 29, Yy ¢x Yy w!S5Lh Yy
TRT:

VID APPROVED BY:

TYPE:

EDITOR NOTES:

1 When creating a story iMicrosoft Teamsthe Script Writer is the journalist who actually
composed/updated/ corrected the written textlf a story is updated, with minor additions, the
writer field must be updated as well, gbat later questions can be directed to the relevant
person.LF¥ 'y SRAG2NI dzLJRIFGS& I ad2NB>X KS SRAGZ2NDA
1 Thecontributor credit goes to reporters who provided key information for a story that ended up
in the final copy, butvho are not involved in actually writing the story.
1 Theweb bylineentry followsthe bylines policydetailedon the next page.
1 ONLYthe web bylineand/or the contributing line are published online.

It is the responsibility of all writers armmrrespondents to know thbylines policyand fill out the template
accurately. NewsDesk editors should ensure that this is done correctly before publishing, so that it is
clearly laid out for th&Veb editors.

Table of Contents
FEBRUARZ022 NEWSSTANDARD® BESTPRACTICES 19



\(°A

A Free Press Matters

WHO GETS THE WBBLINE

A web byline depends in part on whether theris original reportingin the story The News Sy (1 S N &
byline policytries to highlight when a reportas on location where a story is occurringnd/or when we

have original content.

The next sections explain thglineLJ2 f A O&8 F2NJ NBLR2NISNAR ¢2NJAy3 2dzi 27
for reporters working in the field. When reporters are on location filing material to a writer/editor on the
NewsDSa1 Z =+=h! 3Sy SbhidinepolRy,lifkedbel®dvg a !t Qa

VOA H@BASED JOURNALISTS

C2N) 22dNY I fAata oF aSR Ay hylneoRdstoky SehuRdpmdadiNgirGaNtry Ay 2 | 2
information that comes from direct contaetith a news source s KS G KSNJ G KI 4§ Q& | LIK2yS
Twitter directmessageetc.

For example:Watching a news event live on Tahd combining that with a press release is not
oobylineworthy® ¢ | 2 dh§ @rBeNEporferfgetsadditional information fom a sourceand that
content is included in the published stothen the writer/reporter will get the byline Stories that do not
meet thebyline standard, but are considered still worth publishing, will carry a generic VOA idiws
AyaaSIR 2F | NBLRNISNDRa ylIYSo

AP allowsylines onlyfrom reporters who have a tevant dateline VOAdoes allowsbylines from writers
and reporters working inside its main Washington headquarters whose reporting meetbylime
standard.

BUREAU & FIELD REPORTERS

AP recommends that reporters wlawe filing from locatiorfor abreakingnews story get first billing on a
byline¢ even if much of the story is actually written by someone orirtlesk. For VOA fithe desk writer
or editor al® contributes original reporting, the final editavill determine whether the work merits a
sharedbylineor contributor mention.

NEWS CENTEROLICY ON PSEUDONY&8t 9b b! a9 { ¢
The News Centerdoes not permit reporters to use pseudonymslagdines on English language news
stories.¢ KS Yl Ay NBlF a2y Aa OGKFIG FFEONAROFGAY3I || NBLRZNISN

For reporters who do not wish to have their name on a story for security issues or other valid reasons, the
News Centewwill use a generic VOA Newsgline. Anexplanationcan be included in a contributor line,
shouldthe reporter wish to highlight whiis or her real name cannot be used.

For example:
G! xh! SYLX 2@8S8S 42Nl Ay3 Ay t|]WANDT YNIDR VY(iINRD dAi S Ro &
0SOFdzaS 2F 2y32Ay3a GKNBIFGA 3IFAyad 22dNYylFfAradia Ay

dZNyFfAad oNRGS (GKA&a NBL

G 2
/ Sa (KIFG GKNBIFGSY 22dz2NY I

al YRIENAY &aSNIBAOS
A

Il +h! e
KAYySasS 320SNYYSyid LRt A

)
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If a reporter does not want to ug@s or hemame in a voiced TV oadio report, the intro and the signoff
may omit it. A possibleF Ayl tAYyS F2NJ Iy AYyUNBY ada2S KIF@S GKAA
5 1 |FokJhe signoff the reporter wouldlsé = a X+ h! bSgasx 2Sad ! FNAOF 0 dzNJ

BYLINEEXAMPLES INVOLVING MULTIPLE JOURNALISTS
1 A language service interviews a newsmaker or analyst and sends thedesWwshe interview
audio, which a writer uses in an OCN.
WEBBYLINEVOA News
CONTRIBUTINGnguage service reporter name(s)
2wL¢9OwY 2NAGSNRA YI YS

1 Alanguage service reporter/stringer is on the scene of a breaking news event overseas and sends
in quotes from eyewitnesses and color from the scene. A writer takes the materiashapes it
into a story, adding context and background.
WEBBYLINELanguage service reporter/stringer
CONTRIBUTING®tone (unless writer also calls an analyst/contributes original material)
2wL¢9OwY 2NAGSNRA YI YS

1 A writer/reporter in Washington writes an analytical news story using their own reporting and
also interviews conducted by language service reporters in the field.
WEB BYLINE: Washington writer/reporter name
CONTRIBUTING: language service field reporters
2wLe¢OwY 2NAGSNRA YI YS

1 Alanguage service sends quotes from an interview with an analyst for a breaking news story
that the newsdesk has already written by monitoring live broadcasts and using news wires.
The writer updates the story, adding the new teidal.

WEBBYLINE VOA News
CONTRIBUTINGNnguage service reporter name(s)
WRITERZ NA 1 SND&a yI YS

1 An overseas correspondent files on a breaking news stdhgeigoverageaegion. A language
service reporter later gets additional reaction and serfuts information to the newslesk to use
to update the story.

WEBBYLINEOverseas correspondent
CONTRIBUTINGnguage service reporter name(s)
2wLe¢OwY 2BARAISNRA YIY
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PLAGIARISM

91 Allegations of plagiarism are to be reported to the News Standards and Best Practices Edito

1 TheNews Standards and Best Practices Egiatll determine whether aallegation of plagiarism
is credibleandshall informthe VOA Director, the Director &frogramming, Division Director and
Service Chief

9 In such instances, the content should be immediately taken down, pending a more complete
investigation of the alleged plagiarisrinsert language like this in place of the story:
This article i®eing reviewed

1 Ifthe News Standards and Best Practices Editor verifies that plagiarized content has in fact been
posted on any VOA website and/or social media account, the content in question shall be
permanently removed In its place, the languaged the following should appear:

The article that previously appeared at this location has been remusealise
it was found to include what we determined to be plagiarized material.

i This is in addition to any other notification required tyzg Best Practices Editto demonstrateA
G2 +h! Q& 3Jft206lf I dzRASYyOSa GKIFG LI FIAFENART SR YI |
promptly.

U PLAGIARISMIS UNETHICAL AND STRIKES AT HBERT OF OUR
JOURNALISTIC MISSION

u IT CAN COST THE INDIVIQUAQUR SERVIGEND THE AGENCY ITS
CREDIBILITY AND REPUTATION AND WILL NOT BE TOLERATED

G229 5h bh¢ tw9{9b¢ he¢loOw{Q 2hwY ! { h!

CONFIRMATION OF PLAGIARISMDESCRIBED IN THIS GUIDE,
CAN RESUILN DISCIPLINARY ACTION, UP TO AND
INCLUDING REMOVAL FROM FEDERAL SERVICE
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The Poynter Institutgrovides this chart to help identify plagiarisha It Plagiarism?

PLAGIARISM

If the unattributed language

runs longer than seven words in
multiple sentences, you've

probably caught someone trying
to pass their work off as some-
one else’. Check their work for

previous examples of theft —

there might be more cribbing

lurking in the archives.

PATCHWRITING
1f a journalist has mirrored the language of
another author save for a few word
sultstitutions, they may be guilty of
patchwriting. This is a lesser charge than
plagiarism if the original author is credited.

Is it

PLAGIARISM?

(a flowchart)

Submitting a stale article
in the guise of a new work is a
Sarm of plagiarism called
self-plagiarism. This is a lesser
crime than cribbing from
another writer,

NOTPLAGIARISM

NOT PLAGIARISM

If what yow've found is a small, isolated
similarity that runs less than seven
words in a single sentence, don't sweat
it — the copying was probably
incidental, Just to make sure, run
some other sentences through a search
engine.

IDEATHEFT
If the journalism in question is merely a
retread of someone else’s work using the
same sources and concepts, s not
Plagiarism — but it's not original work,
cither.

You caralsouse these free online plagiarisainecking tools:
https://www.paperrater.com/plagiarism_checkefChecks English copy only)

https://plagiarismdetector.net/

https://smallseotools.com/plagiarisrahecker/
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If the language and the central
ideas in the articles are
original, it’s not plagiarism,

AGGRECATION

If the article is a
total rewrite of
someone else’ story,
it's mot plagiarism,
but it still a form
of theft — even if
the original

author is credited.

SOURCES:

Kelly McBride

Plagtarism.org

Infographic bry Benjantin Mudlin
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INTERVIEWE VOABEATS

PRESIDENT, VP & SPOUSES, CONGRESSIONAL LEADERS, CABINET OFFICIAL
UNITED NATIONS

Interview requests for the President and Vice President, majority and minority leaders of Congress,
Cabinet secretariesthe U.N. Secretary General and deputy secretary @seally sent via the VOA
5ANBOG2NRA hTFAOS 2N bS glanguaGeeiviSeNanis &ryire2vw with ghe IS Y Sy
of these top officials, please work through ydsarvice Chief andDivision Director to relay the request

through the correct V@ channels.

VOA Public RelationB(blicRelations@voanews.cdishould be notified when we get an interview with
GKS t NBaARSYyi> A0S t NBA&ARS getratari@AQodgiessipnial RadErshipt Q& &
or the UN Secretary General.

OTHER WHITE HOUSE INTERVIEWS

Designated language service White House beat reporters can email the White House press office and
spokesperson questions on topics in the news, but they nuagty the News Center White House
correspondents. Language services without designated White House reporters should email the News
Center correspondents directly for help getting official responses to questions.

The News Center correspondentsPatsy Wilakuswara gwidakus@voanews.coymand Anita Powell
(apowell@voanews.cojni- should be copied on interview requests with the White House spokesperson
and any senior offials on the National Security Council.

STATE DEPARTMENT

Designated language service State Department beat reporters can email the State Department press office
and spokesperson with questions on topics in the news, but they must copy the News Center
correspondents Nike Chingdhing@voanews.cojrand Cindy Sainggpang@voanews.cgmlLanguage
services without designated State Department reporters can email the NewwiCamrespondents
directly for help in getting official responses to questions, copying in the Coverage ddeskafe
desk@voanews.cojn

Interview requests with Assistant Secretaries of State Beguty Assistant Secreias of State should
first be coordinated with youbivisionDirector to ensure multiple services interested in a regional news
development are coordinating their outreach and not duplicating requests. WlaguageService
reporters then reach out to these officials, please copy Nike and Cindy so they are awaue i@guest.

CONGRESS

For Congressional committee chairs, language services should copy Congressional Correspondent
Katherine Gypsonk@ypson@voanews.com For other lawmakers, reporters can reach out without
notifying the correspondentHowever, ANY newsworthy quotes from members of Congress should be
shared with the house oWashingtonNewsGroup@voanews.casisoon as possible.
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PENTAGON / NSA/ CIA/ ODNI / EBI/ DOJ
Interview requests for US Combatant Commands should topyPentagon Correspondent aritie
National Security Correspondent so they are aware of the request.

Intelligence agency heads rarely grant interviews, so you must consult thhéthNational Security
Correspondenton such requests.Requests for Justice Department officials should cdpy Justice
Corresponden

WHO TO CONTACT

VOA correspondents at the White House, State Department, Pentagon and other Washington newsbeats,
as well as at the United Nations, regularly help language service reporters who are seettiegecord
comments fom US and otherofficials.

MONDAY THRU FRIDAY
1 When seeking official comment please write to the designated correspondents on each beat
and copycoveragedesk@voanews.com
Copying the Coverage Desk helps ensure your question is not overlooked, helps avoid duplication and
alerts editors to hot stories. The correspondents can determine who on their beat is the best person to
contact.

Because Congress has so many lawmalargulage services can reach out on their own for routine news
guestions Remember though, thahe Congressional Correspondent

NIGHTS & WEEKENDS

L¥ GKSNBQa |y dzNBEsidof dhlardusiReSIhSurs2apdy egdia fast response

you cancontactState or the Pentagqrbut you mustopy the relevant correspondents and tB®verage

Desk. Frequently US embassies may be a better contact for gathering quick comments on overseas
developments.

(Also see Advising the Guest Booking Email Grodg) p.

MAJOR EVENTS

VOA holds coverage planning meetings ahead scheduled major events such as the U.N. General Assembly,
the Academy Awards, State of the Unioryy éhd @0 meetings, US elections and other major news
events.The News CentdflanningEditor uses theplanning meetings to look ahead to upcoming coverage,
solicit feedback from language services looking for partiantarviews andstory angles, and coordinates

on-site coverage among VOA teams to avoid duplication and miscommunication.

MUSIC/HOLLYWOOD/ENTERTAINMENT

For intervievs with popular musicians, VOA reporters should coordinate with Musiccorrespondent

who has a longunning beat interviewing majanusicartists. Forfilm and television actors and directors,

please coordinate witthe HIm correspondent.As with any of the newsbeats,dbes not make VOA look

322R AT | addzRA2 2NJ I YdzaA OAl y QuaultigleNJOA ikdividudls. | SN & LI
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By the same tokenyhen the Music or Film correspondents,anyone elsghas a major music interview
or movierelated interview scheduled, they should advise the Guest Bookmgikgroup.

If a language service is thinking of interviewing a major musician or musical group or looking to arrange
an interview with a film perswality who is on a junket or making an appearance in a bureau anity,
advisory email should go out first tothe Music or Film correspondenaccordingly, and to Guest

Booking
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INTERVIEWE GENERAIGUIDANCE

Even in the era of selfies, photobombing and ugenerated contentmost people are not comfortable

0SAYy3 AYUSNBASSESR YR O2yaARSNI NBO2NRAYy3 SljdzA LIYSy
sensitive subjects. One way to reduce that unease or tension is to first talk to an interview subject
WITHOUThe equipment. Put the person at ease; make him or her feel comfortable talking to you before
proceeding with the actual interview.

When setting up an interview, the subject may ask what questions will be asked or how the interview will
be presented L (i Q & ouiliYe infladvance general points of interest and the general subject areas you
intend to cover.

DONOT
1 PROVIDE ACTUAL QUESTIONS TO BE ASKED
1 PROMISE YOU WILL NOT ASK QUESTIONS OUTSIDE THE AREAS YOU HAVE OUTLINED
1 PROMISE HOW SUWEITS WILL BREATED ON THE AIR

Any agreement that certain questions will or will not be asked will be decided on a dagease basis
in consultation with your supervisor and/or VOA senior management as warranted.

If an agreement is approved, the agreement shduddmentioned in the introduction to the interview.

If an interviewee requires VOA to use a name or title we ordinarily would not use, that too should be
mentioned in the introduction to the interview.

DO NOT PROMISE THAT
T VOAWILL AIR THE ENTIRE INTERVIEW OR A PORTION OF IT IN A TV PROGRAM, OR AS
PART OF ATV PACKAGE
T THATTHE INTERVIEWBHLL BE ABLE TO FIND ALL OR PART OF THE INTERNIEW ON
VOA WEBSITE
T THAT ANY PART OF THE INTERVIEWBHEIINCLUDED IN A TV PROGRAM OR TV
PACKKRGE, OR WITH A WEB STORY OR BLOG
(Also see Hosting a Guest on VOA Progrant)p.

NEWSMAKER INTERVIEWS

When VOA interviews a prominent newsmaker at length, the purpose is to find out what an individual,
organization or group of lawmakers are thinking about a particular isShés type of interview does not
always require that the other side be presentedhin the interview format.

Instead, a video piece or a brief explainer can be used to set up the topic or topics being discussed, and |
that can behowi KS 2 0 KSNJ aA RS Q& LRnbthelipoibility®keSding dofgllowiigB &4 Sy (i S|
the interview statingthe2 LILI2 A A GA2Y Qa4 OASG O

Ultimately, it is advisable to seek out a corresponding interview at length with someone from the other
side of the issue.
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MAN ON THE STREET INTERVIEWS

Likemanynewsorganizationsye used Y loythe a (i NBitBriievsto giveour audiencesa senseof the
mood or opinions of Americansabout issuesof the day. At best they are highly random samples
andshould not be presentedasthe definitive viewsof the Americanpublic.

Forinstancejf alanguageservicereceivesoundbitesrom Hoboken,TampaDesMoinesand Seattleand
uses them in an anchored segmentabout U.Svoter opinions,the copyshould indicatethat it is an
unscientificpoll andis not representativeof all Americanvoters.

On the other handif the News Center or a language service interviews a few residents of Hoboken and
cut those bites into a piece, the track could say, "As we wdlkexigh Hoboken, we found a variety of
views about the presidential race."

RECORDING TELEPHONE INTERVIEWS

If you are planning to record a telephone interview, the reporter or prodddeiSTadvise the interview
subject that he or she is being recorded, and that their comments will be on the record. If the interview
subject objects to being recorded, the reperrtor producer should ask whether the interview can be used
as off the record information.

(Also sed®efamation/Privacy/False Light, §2)

SHOOTING/EDITING TV INTERVIEWS

When shooting a twd |l YSNI Ay GSNBASg: AdGQa | OOSLIilIofS F2NJ |
expressions, such as smiling at a joke. WhidtOFacceptable is editing in a visual reaction that is out of
sequence to the answer being given.

Equallyunacceptable is separating questions from answers. THeab8wer of an intervievshould not
be edited as if it were the response to th& 4§ dzSa A2y > S@Sy AF Al asSSvya G
LINE RdZOSND&a SRAG2NRALFE LRAYydGd Of SI NBNW

Interviews shot wittone camera can present editing difficulties, so when possible, the camera should be
set up to start the interview on a mediumshot. That will allow the cameraperson to push in on the
interview subject, pan to the interviewer and pull back to thetdtas needed.

L¥ GKS 10620S YSUK2R AayQi LlaaiofS: (KSy NBOSNAES
with the camera reversed to tape the interviewer), while not ideal, are allowed. Reverse questions should

be true to the original questits and if done, the interviewee or representative should be made aware

and should be invited to be present.

In this situation, because the reverse shots are happening after the actual interview, the reporter or
producer should avoid showing an expressi@mile, frown, nod) that might be seen as agreement or
disagreement with what the subject said during the interview.
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PUBLICHGURES

Reporting about the private lives of public figures shouldrbkevantto the story. For example, the
guestioning is appropriate whetle reporting isintended to expose inconsistency, lying, hypocrisy and
illegal activity. In the case of candidates for public office, information about these actions often enables
voters tojudgethe character of a candidate etectedofficial.

Howeverx h'! Q& Nshduld hitbd baskd on rumor, speculation or gossiReporting should rely on
on the recordstatements and actions of public figures. Information from normalliabét sources not
willing to be identified should be very closely examined.

(Alsosee Rumors & Speculation, p6)

The passage of time is an important consideration in determining whatdgant. When information is
dated, evaluateit carefully. h the case of a political figurié,may be the importance auch information
forthe publici 2 2dzR3IS GKIF G LISNE2Y Q& ljdzZ t AFAOFGA2y&a FyR TA

Consider each situation separately and own its own meriker&is no blanket rule prohibiting reporting
private activities from many years ago.

Be careful when using informationfrom sources and/or sourced information from another news
organization when asking a question to a guest about his/her private life.
(Also see Attribution of Outside Sources, p. 14)

Openended questions based on little oo evidence are strongly discouraged. For example, the question
Gl @S @2dz SOSNI G 1Sy [|dzyof NR&OES % (1 (A3K 20kt 3RS Rh@RI S a0 25dzNJI aNK
compelling and journalistically justifiable reason to ask it.

IF YOU ARE UNSURE OE APPROPRIATENESS OF QUESTIONING OR REPORTING
ABOUT THE PRIVATE LIFE OF A PUBLIC FIGURE, CONSULT WITH YOU
SUPERVISOR AND WHEN APPROPRIATE, WITH THE NEWS STANDARDS & BE
PRACTICES EDITOR AND THE OFFICE OF GENERAL COUNSEL.
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ANONYMITY

Whenever possible, a source should be on the recagdmeone who is Wling to be named and quoted.
Beforediscussing anonymityoumust be certain that there is no other way to dbe information on the
record. You must be convinced thgersonknows whats/he is talking about, and you should consider
asking forfactual evidence tosupport any claim or comment. Be sure that theperson is actually
confirming the information from his or her knowledge of a particular situation and is not simply hearing
it from you and agreeing that it is plausibler that the source has heard the information from someone
else.

U AREQUEST FORNONYMIY SHOULD COME FROM THE SOURCE.
IT IS NEVER SUGGESTED BY THE CORRESPONDENT OR
PRODUCER

u AN UNNAMED SOURCE MUST HAVE VERIFIABLE AND
FIRSTHAND KNOWLEDGE OF THE STORY

U A STORY THAT RELIES ON THE USE OF CONFIDENTIAL/UNNAMED
SOURCES SHOULD BEPOBLIC CONCERN.

Alwaysask the interviewee about his or her reasons for requestingnymity. Clarify and confirm the
conditions agreed to in exchange for the information.

U PUBLICATION OF AGNIFICANT STOBASED UPON A SINGLE
SOURCE WHO WILL NOT ALLOW HIS OR HER NAME TO BE USED
MUST ALWAYS BE APPROVED IN ADVABNCE/OA SENIOR
MANAGEMENT.

G!'thb wov!9{¢x 5L{/[h{!'w9 hC ! {h!\
SENIOR MANAGEMENT AND TO THE OFFICE OF GENERAL
COUNSEL MAY BEE®UIRED TO CLEAR THE SOURCED
INFORMATION FOR AIR.

U WHEN DISCUSSINGIONYMITY WITH A SOURCE IADSISABLE
TO EXPLAIN THE POSSIBILITY OF THIS LIMITED DISCLOSURE
WITHIN VOA. REFUSAL TO DISCLOSE THE SOURCE MAY RESUL"

Lb ¢19 {h!w/9Q{ LbChw&DBYLMOA. bh¢ .9
6! fa2 35S wWSLRNISNRE t NWOAT SIS 9 /2y FARSYGALE {3
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We shouldtell our audience why the source cannot be named. For example, we may not wish to
2S2LI NRAT S GKS &adzneS0iQa ar¥Sdeée 2NJ adzoeSO0d KAY 2N
In addition, here may be legal considerations in granting anonyrtitinterview subjects. For example,

g2dz Oly aleés da¢KS az2dz2NOSQa yIYS Aa o0SAy3d gAIGKKSER
l 2 AR SEGNBYSt & @I 3dzS (SNK & dz dzB K y I & R o/ yR yNIB B §RiRI 1A B 71 228D
Gl dzZiK2NAGE & A BB $EOBSRNIBR2HNDSaz¢é ANBEAFOES a2dzNODSa v
In establishing the degree of anonymity, describe the process to be-ubkdring of faces, digitizing the

voice, videotaping in shadowBUT DO NOT GUARANTEE A PARTICULAR RESULT

U INADEQUATELY DISGUISING AN INTERVIEW SUBJECT OR A
MISUNDERSTANDING OVER THE STEPS AGREED ON TO DISGUISI
AN INTERVIEW SUBJECT CAN RESULT IN A LEGAL CLAIM AGAINST
VOA.

U WESHOULDAVOID PROMISING ANONYMITY FOR PEOPLE TRYING
TO EVADE LAW ENFORCEMENT.

The bllowingexplarations helpto establid with a source what level @nonymity youagreeto. It isbest
to clarify with the source how the information may be used

T ON THE RECORD
All information is suitable for publication and attributable to theurce by name and title.

1 OFF THE RECORD
al GSNAFE OGKFG Aa aa2FF GKS NBO2NRéE Aada y20 RANBC
the direction of a story. Othe-record material may also be a valid second source to confirm
information obtaired elsewhere.

I ON BACKGROUND
Ghy oF Ol INRdzy Ré A &
Ad FGONROdzGSR G2 |
electionwasT f | § SRd ¢

3SySNIffte dzyRSNERG22R (2 YSI
ISYSNAR O &aplduNBakgpourdd that@ Sy A 2 NJ |

i DEEP BAGROUND
LYF2NXYFdGA2y 200GFAYSR 2y aRSSLJ 6l O1l3INRdzyRé Aa Yy
will not be sourced directly in any waylcceptable wordin A 3K o6Sz aLd gt a €St
RSt S3aAFrdSa aNBSR G2 I+ aSO2yR YSSiAy3a 2y ¢dzSaRrtk
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AMBUSH INTERVIEWS

SeOl t t SR dal YodzaKé AYUSNIBASEaA:I 6KSNB | LISNE2Y ¢K2 K
y20A0S 06& | NBLEZ2NISNI 2NJ LINPRAzOSNE | NB RAaO2dzN} 3SR
a stakeout, where cameras are set impadvanceio get comments from individuals who are going to or

leaving meetings and/or work.

28 I NB y2d AYGSNBAGSR Ay 63I200KFE &aG2NASA adalb F2N
scoops just for the sake of being firsind possibly beingrong.

CONSULT WITH SUPERVISORS, THE NEWS STANDARDS & BEST PRACTICES
EDITOR AND/OR SENIOR MANAGEMENT AND THE OFFICE OF GENERAL
COUNSEL WHEN CONSIDERING WHETHER TO DO AN AMBUSH INTERVIEW.

ADVANCESCRIPTASCREENING

You should not show a script to autsidethird party in advance obroadcast or publication. However,
you cancall an interviewee and review portions of a script in order to fact check. As part of the reporting
process you may also shabe intervieweeportions of other interviews or dter footage prepared for

the report to obtain their reaction or comment for use in the same report. You should videotape the
individual watching the other interview or other footage whenever possible.

Advance screenings of news stories are not permitteithout the prior approval ofVOA senior
management. An exception: press screenings for review purposes.

SUBJECRECORDINGNTERVIEW

On occasion, a subject may ask to do his or her own recording of an interview. That is permissible as long
as the subjecunderstands the taping is for personal use omgd isnot for broadcast, publication or

other distribution. As noted above, VOA will not provideaadio or videaopyof the raw interview to

an interview subject.

REQUESTS FABRNAIREBU NPUBLISHEMATERIAL

As a general policff OA should not give third parties access tmaired or unpublished materiabr
discuss the existence of such materiaReferthose requests to senior management and the Office of
General Counsel.

(Also see Usage Requests, pabl VOAEditorialFirewall, p 58)

PAYMENT

VOA does not pay people for interviewbklowever, it maybe appropriate to pay certain travetlated
expenses for an intervieweeRefer questions on this subjettt VOAsenior management and the Office
of General Counsel
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DRONES

The useof dronesis heavily regulated, and V@Al own and operate drones in the United States subject
to governmental restrictions and VOA policies.

It is illegako operate an unmanned aeriaystem/drone (UAS) for business purposes in the United States
without advance approval from the Federal Aviation Awlstration (FAA). ®@spective VOA drone users
must obtain aRemote Pilot Céificate (the official title for a drone pilot license) prior to any fieldage

of a drone.

USE OF DRONES RESTRICTED T ! Q{ TRAINED
ANDLICENSED DRONE PILOTS.

+h! RNRYS LIAf20a gAtt F2ff2g¢ lrlGdingthoselrfiposididc&lyy | y R
by police or emergency service agenci@dOA journalists contracting for drone seE®s must also be
aware of laws and safety regulations governing their use.

Whena dronewill be usedto cover a storyadvancenotice via emaikhouldbe sent toDronesProject
Managerthe VOA Deputy Director for Programmingtbe News Standards & BeBracticesEditor. A
summary of the story and location of the shoot should be included in the email.

VOA will use guidelines from the Professional Society of Drone Journalisisdronejournalism.orjjto
determine drone usage:

1T NEWSWORTHINES®e story must be of sufficient importance to risk using a potentially harmful
drone. Do not use a drone if the information or aerial persppectan be gathered by other, safer
means.

1 SAFETY:A drone pilot must be properly trained in the operation of the equipment. The
equipment must be in a condition suitable to safe and controlled flight. A drone must not fly in
6SFGKSNI O2yRAGAZ2Y & (KI G SEOSSR ldySAdronemuéta 2 F
be flown in a manner that ensures the safety of the public and is least disruptive to the general
population in a public settingt  t A f 2 1 Q& F A NIndt beRvNeh ghBotirf & dtalyK (i & K 2 dzf

1 REGULATIONS AND PUBLIC SPAEHE®Nepilot must follow the regulations that apply to the
airspace where the drone is used.

1 PRIVACY:Use of a drone must never compromise the privacy of-pohlic figures. VOA
journalists should not use images of private citizens in private spaces thatramountered
beyond the scope of their stories.

Drones will be standardized as specifiedMA TV Operationadhering to all federal drone purchasing
guidelines and/or mandates. TV Operationsl inventory and house them in Washington, D.C. or
selected domestic bureaus. r@hes will be registered with the Federal Aviation Administration in the
name of VOALike other VOA technical equipment, purchases of drones will be approved in advance by
TV Operations.

VOA WILL NOT OWN AND OPERATE DRONES OUTSIDE THE UNITED STATES
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Unlike theFAAIn the U.S., neither the International Civil Aviation Organization (ICAO) nor the European
Aviation Safety Agency (EASA) have established general usage or legal guidelines for drone operations.
Regulations vary from country to country, frequently changed may not yet beestablished. For

instance, there is no listing of drone regutats for Iran. Howeverthe Global Drone Regulations
Databaseis an international directory containing summaries of cOURA S&Q RNRYS fl gasx AT

VOA journalists requiring a drone outside the U.S. will need to rent drone services from a pilot/operator
licensed for the particular country in which the shoot is planned. They will also be expected to search the
databaseto make sure VOA will not inadvertently violate regulations for the country in which the shoot
is planned.

Contracting for drone services outside the country, like contracting for other external services, should be
requested in advance from VOA Broadd@perations, which will work with the IBB Office of Contracts to
arrange servicesOnce drone services are securédnguageservices should advighe DronesProgram
Manager DeputyProgramDirectoror News Standards & Best Practices Edifathe name of the drone

LIAf 23 YR GKS RNRYSQa NBIAAGNIGAZ2Y AYF2NNIGA2Y O

1 Nothing in this section prevents VOA journalists from obtaining drone footage taken by-non
VOA personnel who have acteéddependently of VOA.
Usergenerated drone video will be governed by the same standards and verifications as other
independently gathered video used by VOA, prior to its use.
(Also see Usdbenerated Content, 93)

THE DRONE CREW
There arethree operations roles in drone flight: Pilot, Observer, and Journalist. Although a single
individual can fill all three roles, VOA will normally have at least two people involved in any drone flight:
a Pilot and a combinationli3erver/Journalist.
1 PILOT: Respnsible for all flight operations and the ultimate authority on any flight. The
Pilot determines if the aircraft is airworthy and capable of conducting the proposed operations in
the available airspace and is responsible for conducting operations withiAAlregulations (and
Fye NBadGNAROGA2ya &aSG F2NIK o6& F &«3aINryid 2F SESY
members of the crew about the specifics of the mission, their roles and responsibilities, and what
is expected of them before, durirand after flight operations. The Pilgthe person holding the
FAAissued Part 107 certificatgis by regulation the final authority on whether the drone flies or
y2io ¢tKS tAf20Qa RSOAaAz2y 2y FfAIKG alFSde Aa
1 OBSERVER: Responsible for moniting the operational area to ensure that there are no
hazards that may endanger the flight or people. The Observer is the only member of the team
who should speak to the Pilot during flight operations. The Observer is to alert the Pilot if any
aircraft cone into the area, or if any person or vehicle comes near the operation. The Observer
should remain within speaking distance of the Pilot.
1 JOURNALIST:Responsible for communicating flight goals before the flight and verifying results
after the drone lands Defines the aerial elements needed for the story, but is subordinate to the
tAf20Y 6K2 KIFIAa NBaLRyaAoAfAde FT2N) RSGSN¥YAyAy3
conditions presented.
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FLIGHTOPERATIONS

VOA drone pilots should use the checklistAaDFT.AlPretrip and preflight inspections help ensure
airworthiness and will serve as an early warning for both maintenance issues and for mechanical issues
that could substantially affect or cancel flight operations or safety.

PRETRIP

Pretrip and prior to embarking on any drone operation, the Pilot must gather information about the
proposed flight area to ensure operations comply WHAA safetyregulations. The Pilot should view
publicly available aerial images of the area or peadlgnconduct a site survey that will enable him/her to
answer questions about the proposed flight location and be confident of success in the mission, including:

1

1
1
1
|l

=a =9

What is there?

Are there hazards to aviation?

What airspace is it in?

Do we need permissioimom air traffic control (ATC)?

Are we flying on or over private property? Do we have permission of the landowner to operate
there?

How many peoplenight be in oraround the area? What is our plan to prevent flight over people?
How high above sea leval the location? How will the altitude affect the performance of your
drone during flight?

Prior to the day of the shoot, the Pilot arf@bserverdournalist should meet to define the goals of the
drone shoot and specific mission goals, including:

=4 =4 =4 -8 -8 -8 -8 -9

What shos do you need (specific expected shots, angles, or subjects)?

What purpose is the drone serving in your story?

What context is the drone adding to your story?

How much drone video or photograph do you need to tell the story?

What privacy issues can you ampate and what steps have you taken to lessen them?
What the operations area looks like.

What the expected weather will be.

Any known hazards.

Prior to the shoot itself, the Pilot should also practice with the drone assigned for use.
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PREFLIGHT

Preflight operations are done immediately before any flight work iotwur. The prdlight checklist
repeats some of the prérip checklist, such as inspecting the aircraft and some of the control surfaces.
On the day of the shoot, before leaving for the operations area, the Pilot should conducttappre
inspection ofthe drone, including:

1 Charging batteries.

I That there are sufficient fully charged batteries to compensate for the possible effects of
temperature on the batteries.

1 Checking various mounting hardware.

1 Checking the camera and storage media to ensure itffcgnt for the shoot.

1 Verifying that weather parameters are within FAA Part 107 minimums, as determined by
consulting anaviation weather forecast or weather report (METAR) or from obtaining a flight
briefing from Flight Services.

1 Verifying that the Jounalist has informed local police or fire agencies that we will be using-news
gathering drones.

Once on site, the Pilot will conduct the pileght inspection, connect the batteries, etc., and delineate a
takeoff and landing area of at least 10 feet x &8tfand ensure it is free of debris. S/he may also assign
GKS W2daNy I fA&a0 2N 204KSNJ £+h! LISNER2YyySt 2y aixdsS Gz
GFr1S8S2FFktlFyRAY3 12yS 2N dzyRSNJ 4 KS RNRyYySQa FtA3IKG

IN FLIGHT
¢CKS daLYy CtAINDBEf OBRSO] IOKSD1iavd® LGYa | a52 [/ 2yai
journalists using drones. While in flight, personnel involved in the shoot must:
1 Be constantly scanning for airborne traffic or obstacles. The Observer (in most cases, the
Journalist) must report them immediately to the Pilot.
1 Be constantly scanning for people on the ground in the flight area. The Observer must report
them immediately to the Pilot.
1 Be constantly checking battery levels, ensuring that the drone is returodtig landing area
before reaching 25% of capacity remaining.
9 Be constantly checking flight parameters such as altitude to ensure they remain within restrictions
and operational goals.

Any changes to the operational plan should be discussed only atntieedfi battery changes.

POSTELIGHT

ALL POSFLIGHT LOGS MUST BE ENTERADLDINT.Al

The postflight checklist is broken into three parts: shutting down the drone, inspecting the aircraft, and
filling out logs. Logging is an essential part of drone safety. It forms the basis of the permanent record
documenting maintenance of the drone VOA needs. #Agnother things, pilots should documeahy

issue that should be checked or fixed between flights, drone usagegtiof takeoffs and landings),
problems during flight, and battery usage.
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DRONE RESTRICTIONS

¢ KS C! ! Qprovide$ compleie Snformation on approved flights and operations. VOA personnel
involved in drone use should familiarize themselves withdbetents of the site For news coverage by
drone within the United States, these restrictions are most relevant:

Waivers to restrictions must be obtained in writing from the FAWithout a written waiver, VOA will
operate its drones in compliance wigostedlaws and regulations.

ACCIDENTS

By using licensed drone pilots and having a rigorous systeppobvals of drone usage, VOA will

minimize the instances of mishaps or accidents involving drones. Should VOA personnel be involved in
accidents oinjuries involving drones, the pilaind the VOA reporter/producer of the story must

separately notify ther ServiceChief andDivisionDirector, plus theProgram ManageiDeputy Director of
Programmingand VOA TV Operations'he drone pilot is required by law to notify both the Federal
Aviation Agency and the National Transportation Safety Board of accithetttsither cause injuries or

at least $500 in damage to property.

ARCHIVING DRONE FOOTAGE
All hich quality drone footage muggo in the archives within 3 weeks of the original shoot.

If the drone operator will be editing the video, he/shehouldcopy the footage, edit down to thedst
footage, and work with the Media Asset Managemtsdam tosupply the metadata and get the videuo
the archive If the operator abes not edit, the producer musake on the responsibility.

No one will begrantedcontinuedaccess to a drone unletize footage from their previoushoot has been
processed in the archive systerihe Media Asset Management team leeen derted to tag the content
asDRONE footage the metadata, so users can easily search ttatabase fothe video.

This is a critical part of the return on the investment of training, purchasing and maintaining the drones.
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HIDDENCAMERAS% MICROPHONES

VOAdoesnot supportthe useof hiddencamerasor microphonedor newsgathering.If youbelievethere
isareasonto do so,you mustjustify in advancewhy it is necessary

U CLEARANGEJSTCOMEFROMTHEVOAS L w9 / ©ORRMCEHEOFFICBFGENERAL
COUNSEANDTHENEWSSTANDARD& BESPRACTICEDITOR.

SENSITIVER. GRAPHIGMATERIAL

Newsworthiness should be the primary factor in deciding whether to air or publish audio or video that
may be offensive to our aliences. Some examples include murder scefaegs of victimsacts of war,

or acts of nature.

In most cases, VOA should not broadcast or publish the moment of death in a suicide, execution, or any
similar event Exceptions might includgrcumstances where an event isibg covered live and the action

is unexpected or spontaneous, or where the event is so highly newsworthy wartant broadcast or
posting. If it happens during live coverage, explain to the audience what has happenguicksy as
possible, and move on.

The broadcasting or posting of graphic, profane, racist or other objectionable language should be
determined if it is essential to the newsworthiness of the story.

Material of a sexual nature is also a cause foroeon, as people of all ages listen to, watch and read VOA
news stories. Questions to be asked: Is the material essential to the story? Should video be digitized in
some way so as hot to be offensive? Would you want your children to see such images?

F AGQa RSUGSNNYAYSR K 8rpdsted @M a rhandatdry viarniogbustm W& | RO &
provided far enougtheforethe story to make sure children do not see or hear the material. If the material

is posted online, it should not be on the homepadnstead a link to the story should appear on the
homepage, with a warning that sexual/graphic images are included with the story.

YouTube has blurring toolthat lets you blur any part of a video, including moving objects.
(Also see YouTube Guidelines39).

u IN THESE CASES, THE NEWS STANDARDS & BEST PRACTICE!
EDITORAND/OR VOA SENIOR MANAGEMENT WILL DETERMINE
WHETHER TO POST SUCH IMAGES OR AUDIO AND WILL ISSUE A
HOUSEWIDE NOTE DETAILING MANDATORY LANGUAGE TO
ADVISE OUR AUDIENCE OF THE CONTENT.

The following sections explain these guidelines in greater detail.
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CoOVERINGNAR

Given the many nationalities and ethnicities that VOA reaéhdsl NI RA 23X ¢+ | yR 2y f Ay
follow some basic guidelines in covering and reporting conflicts.

LOADED WORDS
+h! &dK2dzZ R yS@OSNI dzaAS a6SzZé¢ adzazr a2dzNE 2N) aliKSexz¢é
O2y ¥t AOQGO® +h! LN} OGAOS Aa (21 ¥Y¥BWBYAKSND2UR( OBES |

b2 A4ARS Ay | O2yFftAO00 &aK2dzZ R 6S NBFSNNBR (G2 Fa adf
in graphics. The only exception is if you directly quotingsomeone making those references.

Referring to attacks a LJdzy A A KAy 3¢ GoNMzil £ ¢ 2N aadz00S&aafdA ¢ OF
2yte SEOSLIIAR2Y 62df R 085 AT 282d2ONB RANBOGEE ljd2GAY.

REPORTING COMBAT ACTIVITY

As a rule, VOA should not report that warplanes or missilesppeoaching a target. When an attack is

underway, VOA will report it:

LT 6SQOQNB 6fS (2 AYRSLISYRSyidte O2yFANX GKIF G ¢
LF GKS O2dzyiNBE o6SAy3 |GGFO1TSR O2yFANNVA AlGQa ¢
If an official of an attacking countdirectly tells VOA that an attack is happening; or

If VOA observes the attack fislsand

LF +h! Qa NBLR2NIAYy3I A& o0SAy3d OSyaz2NBR 2NJ akKd
restricted, that should also be reported.

=A =4 =4 -8 =9

In all of thesecases, attributiorMUSTbe as clear and as specific as possible.
(Also see Attributionf Outside Sources, pA)1

When information originates only from stat@vned media, we should make that cleardor audiences
the entire time the information is used.
(Also see UsinGontentFrom StateRun Media, p86)

COVERINGIERRORISM

DSySNrffex GSNNBNRAY Aad RSTAYSR a aiGKS dzasS 2F OA
LI2f AGAONT LzN1R &aSade ¢ SNNBNRAaGA dzaS @Azt SyO0S 3l
2NJ ARS2f 23A0If dnA SRS MNP NACESINNPOIRNINE | 230G 2F 6SA3

extreme care. Itis up to editors to determine if they are most appropriate terms to use.

VOA will report the actions of terrorists (bombings, shootings, hostage takings) fully, accumadely
without taking sidesas we would cover any other news story. Wherever possible, we should also provide
appropriate coverage of the victims, their injuries and their families.

We will provide our audiences with informative analyses of terrorisenizations, their ideology and
history, but at the same time VOA must never suggest that reporting the context in which terrorism takes
place justifies terrorism in any way.
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VIDEO& AUDIO OFTERRORITS HOSTAGES ORRISONERS

Statements from, interviews with, or video of terrorists, hostages or prisoners of war should be judged on
their journalistic merits before making a decision on usage.

Some guidelines:
U TERRORISTS
1 Although we will report on the dons of terrorists, VOA SHOULD NOT BE USED AS A
PLATFORM TO SPREAD THEIR MESSAGES.
1 VOA will not air a terrorist message in its entiretySenior VOA managers will decide what
portions, if any, of the message will be cleared for broadcast and websites based upon its
news value.

U HOSTAGES/PRISONERS
1 Pay close attention to whether a hostage or prisoner appears to have been mistreated, is
bound in handcuffs or shackles, or has a hood on his/her head.

T LYy GKS OFrasS 27F | LINAR a2y SNReasurasitd éniné $hetiihe  + h
individual POW identities are not revealed (i.e. facial blurring, voice alteration, use of
pseudonym).

1 Senior VOA managers will decide whether to show video of this nature.

U FULL DISCLOSURE
1 When applicable, all TV and radio scripts and web ddp\sTstate that VOA has not been
able to independently verify the source of the video or audio. Should VOA receive the
material directly fom a group, army or governmerthat should be noted in the script and
web copy as well.

U LEGAL ISSUES
1 From the Gfice of General CounselThe Geneva Convention relative to Treatment of
t NAA2ySNAR 2F 2 NJ NBljdZANB&a th2a G2 ard &t G,
A2t SYyOS 2N AYGAYAREFGA2Y | y Rthdughthe Gordvéntioh y & dzt G a
does not defi® ¢ K (0 & LJdzo f A OtheOUANE @ ganyicdtHeoBweiBibnyaadsit
generally applies it at all times to the maximum extent practicable.

THESE ARE BASIC GUIDELINES.
EACH INSTANCE IS UNIQUE, ANRBECISION INNE SITATION WILL
NOT NECESSARILY BE THE PROPHRM FOR THE NEXT SITUATION.
ALWAYS CONSULT WITH VOA SENIOR MANAGERS BEFORE MAKING
ANY DECISIONS TO AIRRRBLISH MATERIAL OF THIS NATURE.
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THREATS TAOURNALISTS

VOA journalists sometimes operate in dangerous environments. Hostile governments, terrorist groups,
and lone actors occasionally threaten the safety of our employees and stringers. Their safety is
paramount.

REPORTING THREATS

If any person operating on behalf of VOA believes his or her safety to be under threat, it should
immediately be reported to the proper authorities at VOBuch incidents include detention, harassment,

or credible threats of harm.

If an incident occursyou must informyour supervisor who will contact theService Chief andDivision
Director. Those managers will then alehte Office ofSecurity andhe Program Office.

As part of the reporting requirement&ervice Chiefs should receive verbal or writteconfirmation that

the person affected consents for a record of the incident to be created for internal use. Information about
these incidents will be securely stored on USAGM systems, with access limited to a small number of
individuals.

EXTERNAL RELEASEIMFORMATION

Any release of this information will require the clear written consent of the journalist involved, as well as
clearance by the VOBA NE O 2 NX» 9@Sy | NBtSIrasS 2F GKS AYRADARM
clearance withthe Program Office. Any other release of information pertaining to these incidents must

be used solely to assist the affected individual or to work with organizations that further journalistic
freedom.

COVERING’ROTEST® EMONSTRATIONS

1 5 2 yuSdii NAudléssyou are attributing it to someone.
Riot is a crime and a specificcharge.Demonstrationscan turn into -- in ascendingorder -- unlawful
assemblycgivil disturbance then finally riot. Eachlevelhasa strongerpoliceresponse.If policeR 2 ye&l i
it a riot, neither should we. Do not trust the news wires on this. If police declare somethinga
riot/disturbance/etc.,they warn the protesters,and generallyget the word out on socialmedia. Your
bestbet isto follow the Twitter accountfrom the appropriatepoliceagency-- and alwaysattribute it.

Correctwordingis the persond R AirSpRlice O dz& (i 2URt@we et a trial verdict, he wasnot killed by
police, did not die at a O 2 Liend, etc. Heg | a yf R & f uhtvireXét a ruling from the coroner, at
minimum.

Allmurdersare homicidesput not allhomicidesaremurders. Homicidgust meansapersondiedbecause
of the actionsof another. Murderis a specificchargeandinvolvesintent. Thepublicrarelyunderstands
the difference. Do not usethe terms interchangeably Sayingsomeonewasmurderedisvery different
from sayinghisdeathhasbeenruled a homicide. No matter what TVdramasthink.

Pay particular attention to balance. Forinstance,if A (a(#@test of 200 people and only one of them
showsup in a Naziuniform, R 2 yimakethat the lead photo in aweb article or avideo package L (ntt&
fair to the 199non-Naziuniform-wearingpeoplewho attended. Andthey will let you knowit.
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Rememberthat cameras, microphones and lights can cabgstandersto act and/or react for the
cameras. Use yourest judgment and discretion in these situations; where possible, you should avoid
doing anythinghat could possibly influence the event.

At the same time, VOA staff covering conflicts, protests or demonstrations should not take one side or
another.
(Also see Fairness, Objectivity and BalanceapdBocial Media, pl2)

bSAGKSNI GKS L2t A0S y2NI RSY2yadaNrGAz2y fSIFRSNAR akKzad:
of causes, issues or casualties.

COVERINGVIASSSHOOTINGS

The Poynter Institutgrovides excéént guidance on how to covend report on mass shootingshdse
are their primary recommendations:
1 Name the shooter infrequent)yif at all,and only when hisr hername is critical to helping
your audience understand what happened.

1 Avoid images of the shooter that could be seen as glorifyingohiher by others who might
be inclined to other acts of violence.

1 As more information becomes available, be carefulécalbcurate and contextual. Small
details can take on inappropriate levels of importance in the early reporting stages. Those
details can be harmful to the truth if they are inaccurate or out of context.

1 Avoid speculating about mental illness or allowimgjualified sources to speculate about
mental iliness. Witnesses, law enforcement and politicians usually know very little about the
topic in general, are likely to know even less about the role of mental illness in this tragedy.

f Avoid using superlatives 1] S aiKS RSFRtASald Ylraa akKz22dAy3a S
formats where context is absent. Instead, use them where you can bring more context, such
as interviews, the text of stories and produced packages.

This link from SAVE.oimcludes additional recommendations and other important guidelines for
covering and reporting on mass shootings.
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COVERINCCRIMINALACTIVITY

VOA staffust notinterfere in any way with ongoing law enforcement activitielawever if some orders

seem designed to manage or deny news coverage, VOA reporters, producers and aplotograt the
scene should protest and notify senior management and the Office of General Counsel as quickly a
possible. If necessary, thgency will take appropriate legal action to protect access to the news.

There may be occasions where VOA staff has the opportunity to accompany law enforcement on arrests
or investigations. These situations can present sensitive legal questions, including trespass and invasion
ofprivacy.L i Q& A YL NI I y{ eithouglyaiRr Enfbkceiment Ray Jofohtdiprivat@property,

IT DOES NOT mean that journalists are exempt from trespassing.

(Also see Filming In Public vs. Private Placég) p.

u THESE ACTIVITIES SHOULD BE UNDERTAKNEN WITH
APPROVAL IN ADVANCE FROM YOUR SUPERVIGA8ENIOR
MANAGEMENTRND THE OFFICE OF GENERAL COUNSEL.

HOSTAGEBARRICADESTUATIONS

Coverage of these situatiommesents difficult challenge The following are intended to guide you in
exercising your best judgment.

T ¢KS S@PSyli akK2dZ R 0SS OKINIYOGSNAT SR & | OOdzNY G St

GOSNNRNARAAYZE 2NI NBFSNNRAYy3a G2 a2YS2yS a | ad SN
and managers, and if wessary, withNews Centemanagers or theNews Standards and Best
Practices€ditor.

(Also see Loaded Words, p. 39)

f LGQa WREaAet E2adF3aS GF1SNIYlLe 6S FofS G2 asSsS:
Describing or showing the actions or movements of law enforcement officers could tip off the
hostage taker or barricaded person.

1 DO NOT put yourself in a position wherou could be playing a role in the incidenWVOA staff
shouldNEVERxttempt to contact a hostage a hostage taker. This could endanger a hostage
and interfere with rescue efforts. It could also possibly subject you to criminal liability. You should
not make or receiveelephone calls from a hostage or barricade situation or from nearby homes
or businesses.

1 Avoid speculation about the hostage taker, his or her motives, demands, or state of rifiad.
guest speculates about these issud® hostor reporter should point out that VOA has not
verifiedthat statementand move the conversation away from such speculation.
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NAMING PEOPLENVOLVED INCRIMES
1 BE PRECISE WITH THE LANGUAGE USEPORTING ABOUT CRIME OR DEMONSTRATIONS.

VICTIMS

VOA should not name rape victims or other victims of sexual assaults or molestations.crlinesecarry
a stigma for thevictims, and victims should be allowed to decide whether they want to be identifsl
cautious in providing descriptive details so that the person is not inadvertently identified.

There are special difficulties in identifying minors (under 18 years of age) who have been kidnapped or
are alleged victims of sexual crimes.tha caseof a kidnappingnews outletsnayidentify minors to help

them be found.However, if we learn that a kidnapped minor has been sexually assaulted, the responsible
action is to stop naming the individual aetbp showing his/her picture.

EXCEPTIONS TO TAMEOVE MUST BE APPROVED IN ADVANCE BY A
SUPERVISOR AND THE NEWS STANDARDS & BEST PRACTICES EDITO!

SUSPECTS
1 VOA does not identify suspects of criminal investigations who have not been charged or
arrested.
CKAAd KIFa 0S02YS Y2NB RAFFAOAAZ G Ay GKS ! ®o{d gKSy f
2T AYyOGSNBaildopé ¢ K Avie shbull nof gsé it becads& iBdar plateSaNa¥igon ungeR
increasing suspicion and may result in unintended consequences for the individual.

The essential source for identifying the status of a person or group charged or arrested is law enforcement

or the court systemNOTan unidentifiedd A Y T2 N¥ SR AYRAGARdz f ®¢ 2 KSYy az2y!
a crime,simply so. DO NOTimply guilt or inn@ence Similarly, if someoneriginally identified as a

suspects not charged with a crime, we must make that known as soon as possible in atplistary.

IDENTIFYINMINORS

In addition to the guidance above regarding minors who are victims, VOA should not name, show video
or play audio of a minor who is a suspect in a crime, or is arrested and charged with aExtaptions

may be made if a minor is charged as an adult,ibthose casesve should wait until the accused has
been formally charged, not just arrested.

There may be other exceptions, such as if a minor is charged with murder or another heinous crime. In
some cases, local media may have already widely repart&dS YAy 2ND&a ARSydAdGe o
Interviewing minorspreserts special issues, particularly where wrongdoing, criminal activity, private,
potentially embarrassing or other sensitive situations are involved. In thiis&tions,you MUSTobtain
permission from a parent or adult guardian. Permission should be in writingrewdossible.

The release fornis on Sharepoinand is also avkible from the News Standards & Best Practices Editor.

LT GKI G Aecofdng autit?od \ideooof ti parent/guardian giving consent is acceptable.
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Generally, minors can be interviewed aretorded, without permission, on netontroversial subjects
such as reaction to a movie, talking about a favorite food, going back to school on the first day of the
school year.

When recording audio or shooting video at a school in the U.S., ask wheticlioal has sent out what

FNB 1y26y Fa ayS3alaArAdS NBtSIFHaSaé¢ G2 LI NBydGao ¢ KS
school, asking parents to return the notice only if ti9 NOTwant their child to participate in interviews

or tapings. In this situation you may not need additional permission.

In a breaking news situatioif,0 KS YAY2NJ A& 2dzi 27F KI dwittoatpasdntdls A G Y
approval-- to interview the minor if he/she is a witness or has information about the evetowever,

keep in mind that the minomustbe freely willing to talk, and shoulibt be asked private, personal or

other potentially embarrassing questions astould not be asked to name suspects.

In all cases, ABC NewsOne, AFP, AP and Reuters haldo e carefully screened &nsure that they
are followingthe same guidelines.

BEFORE DECIDING TO IDENTIFY A MINOR, PLEASE CONSULT
A SUPERVISOR AND THE NEWS STANDARDS & BEST PRACTICES EDITOR

COVERING& REPORTINGUICIDES

Deciding whether taeport the name of a suicide victim is a delicate and difficult matter. Did the victim
O2YYA(G adzA OARS Lzt AOfte Ay 2NRSNI (G2 | OKASGS y2i2N>»
who might be contemplating suicide and looking for recogniion 2 Af f NBLR2NIAYy3 (GKS &
unwanted attention to family or friendsBymost accounts, people who commit suicide are in a disturbed

or distressed mental state. Consequently, there are no clear or easy answers to these questions.

If the person isNOTa public figure, there should be no overwhelming editorial reason to report the name.
A<k the question: Is the suicide tangential to the story, or does it have a larger impact on the story or
participants in the story?

BEFORE REPORTINGNAME OF A SUICIDE VICTIM, PLEASE CONSULT
A SUPERVISOR OR THE NEWS STANDARDS & BEST FHRAGIRCES

There may be a situation v a VOA staffer in the fieldiis a position to intervene in a situation where
injury or the loss of life is a very real outae. When a person decides to take his or her own life, there

is no expectation that a journalist will intervene, nor is there a VOA policy on whether you should or should
not intervene. Itis up tehe individual on the scene to use his or her own badgment.

(Also see Sensitive & Graphic MateriaBg).
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BREAKINAGNEWS
l'f GK2dzZaAK ONBF 1 Ay3a ySga arddza GA2ya eozerageiitheeBi@eSy LINE
certain key points to follow when putting that type of information on the air or online.

9 Producers should use caution before airing live and/or unedited material which may be
excessively graphic in visuals or language. Ask the qoeBtaes the news value of the material
warrant airing it without reviewing it first?

1 When airing or posting such material, alert your listeners, viewers and readers as to the nature of
the material.

U CONSULT WITH YOUR SUPERVISOR ANSEWESTANDARDS B8ESTPRACTICES

EDITORF POTENTIALLY GRAPHIC MATERIAL IS GOING TO BE AIRED OR POSTED ONLIN
BEFORE BEING VIEWHDWITHOUT A DETAILED DESCRIPTION.
(Also see SensitideGraphic Material, p38)

REPORTINGROWDESTIMATES

2 KSy O2@0SNAYy3I NIrffAasSa 2N RSY2yadNIdAz2yas A0Qa AYL)
or official agencies which provide them may have reasons to inflate or downplayuthbers. Where

non2 FFAOALE SadAYliSa &adzOK | & & Kdzy RNS &cbrre8pbndénk 2 dza | Y F
producer or photographer on the scene may be able to prodithetter perspective on crowd size.

As an example, they can say thewd is standing shoulder to shoulder for four blocks. If a correspondent,
producer or photographer is not covering the evertteckthe wire services for their reporting on the size
of the crowd.

(Also see Attributionf Outsde Sources, p4l

STAGING& RE-CREATIONS

t VOADO{ bh¢ 5h a!{ [ L+xhwé GdLE®RY ¢hL£9t9¢ +L5
Thesevideo playbacks of a correspondent reporting frote@ationare manipulatedn the control room
to givethe illusion that this is #&ue live shot by placing the video in a double box and having the anchor
appear to interact with the correspondent. Presenting a correspondent in this manner goes against the
+h! [/ KIFENISNRA& LINXY OA Ldibl8 sogrde ofm&ns gha should N&Sdisdoliragéd&it all y R O
times.

U VOA REPORTS THE NEWS

U WE DO NOT CREATE OR MANIPULATE NEWS STORIES

U STAGING A NEWS EVENT OR CONTROLLING HOW IT TURNS OUT
WHETHER BY ENCOURAGEMENT, PROPS OR PAYSMBENACCEPTABL
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2 KSy aKz220Ay3 @GARS2 gA0K (GKS &adzoaSod 2F I aid2Ne (2
G2 R2 GKAy3da (KSe y2NX¥Iffe R2yQli R2® C2NJ Ayaidlyo
the cemetery once a week to place flowens the grave of a family member, but you should explain in
the track that this is something the family normally does. However, ifdimct someone to go to the
cemetery and lay flowers on the grave of a family member, you should explain that as well.
1 Themore you direct people; having them do things specifically for the camegahe more time
@82dQf f KIF @S (2 aLSyden@ELX IAyAy3d (KIFG G2 GKS | d:

USINGVOAEMPLOYEES ORELATIVES FORRORIES

Generally speaking, VOA employees should not be used in radio, TV or web pieces outside of their official
capacity. In most case® not to use the relatives or friends of VOA employees. While they may be
perfect subjects to help illustrate stories, theeis always the possibility of the appearance of a cordfict
interest

However exceptions can be grantedror instance, if a relative or friend is prominent or expert in his or
her own right. When in doubt, consult with your supervisor oriesvs Sandards & Best Practic&slitor.

Table of Contents
FEBRUARZ022 NEWSSTANDARD® BESTPRACTICES 47



\(°A

A Free Press Matters

GUESTS

NOTIFYINQ/OASENIORMANAGEMENT OHIGHLEVELGUESTS

VOA often welcomes higlevel foreigngovernment officials and other important individuals, such as
prominent dissidents and exilge the Cohen Building VOA journalists who schedule these meetings

visits or interviews should immediately notify senior management through their chain of cormima

Division Directors will then notify thBrogramOffice for coordination with the VOA Directtrda h FFA OS
Decisions about any special actions that may be needed will be coordinated between the VOA Digector
Officeand the/ 9 hAWige. Notification at each stage should occur prior to the visit, with sufficient time

for senior management to take any actions that may be necessary.

VOApersonnelwho schedule meetings at the Cohen Building with audience members, members of the
diaspora, or lowetevel government officials should also immediately notify their Division Diredte.

Division Director will then decide whether additional coordination within VOA@nd K S / 9 hi®a h FTA
required.

SECURITYPROCEDURES FQRIESTS

Security procedures foentry into the Cohemuilding areset by the Federal Protective Service (FPS), the

agency that provides integrated security and law enforcement services to federally owneeéaswdl |

facilities. FPS, not USAGBecurityY | Y 3S&4 GKS O2y GNF O F2NJ GKS o6dzAf R
(PSOs), thus they report to and are represented by the FPS Inspector.

As with otherFederal buildings, all visitors must show proper photo ID and go through security screening
upon arrial.

U FOR PROGRAM GUEST$ RROCESSBGHTSEEMUNNECESSARY.
CONSEQUENTIEMPLOYEES MUSHPEAIN THE SECURITY PROCEDURES
AND PHOTO ID REQUIREMENTS TO ALL PROGRAM GUESTS PRIOR TO THE
ARRIVAL AND ASK THAT THEY ANTICIPATE ABOUT 10 MINUTES FOR THI
CHE&-IN PROCESS.

AcceptedidentificationF 2 NJ | ®{ & OAGAT Sya Ay OfdzRSa I GFISAR | of @
citizens a valid passport or visa will be accepted.

Please notify your guest/visitor that they will be requiredgmthrough security screening (watkrough
magnetometer and xay machine for handarried itemsuponarrival.
(Also see Prohibited Items, @4}

If you are sponsang an event, please provide USA@wdcurity with a guest ligthat includes the
date/time of their arrival, along with their full names and your contact information (Spon$tlgase
remember that all visitord¢/USTbe escorted while in the Cohen Building per FPS requirements. This list
should be emailed t&dSAGM Saurity.
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In rare cases when an important guest arrives without 1D, con&AGMSecurityimmediately so they

can work with the FPS to request an exception to normal procedures and allow the guest entry into the
building. Please understand that the final decision to waive normal security procedures for your guest
rests with FPS, ndiSAGM5euwrity.

Exceptions to these procedures can be made in some cases for WiPsare granted access without
having to sign in or go through the metal detectotdnder some circumstances, they also enter the
building through a different entry pointthaitn K S / { GNBSG @GAaAG2NRERQ SYiNryoOoS

The following are automatically considered VIPs:
1. The President and his cabinet, including sitting Ambassadors
2. Sitting and former members of Congress
3. Anyone who has a federal law enforcement detail, such as foreign diigsitar

For these and other special guests, employees can request VIP statud Ba@Msecurity managers or
from the USAGMChief of Staff.

Please contact Security with any additional questions

ADVISING THEUESTBOOKINGEMAIL GROUP

Language Services and the News Cesiteuld use the Guest Bookiegnailgroupfor notifications about
the following types of information:

$§ Highprofile guests who have agreed to an interview. These can be currenticigols,
newsmakers in major international news stories, celebrities or other guests with broad
recognition or appeal to services across VOA.

1 Whenever possible, Language Services and the News Center should include whatever germane
information is availablan their guest booking notifications: details such as date and time if
known, location of the interview, platform and device (Skype, smartphone, ENG camera, audio
only), language, where content may be accessed, gist of interview, full log or transavigt ab
what was said, if available.

1 The News Center will collect thimformation and ensure it is properly entered in AP Playbook
for all to see. Once your service has been trained in Playbook, you are responsible for entering
your guest booking information.

When and where possible, stringers for the News Center and the LanguageeSehould keep the field
correspondents and/or Washington advised of potential interviews of interest.
(Also see InterviewgOA Beats, p. 24)
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HOSTINGA GUESTON VOAPROGRAMS

1 IT IS MANDATORI¥at a discussion takes place at thengaage Service and/or Divisicevel
when a service is considering a live interview with a potentially controversial or hostile guest, or
about particularly sensitivessies.

9 The discussion should focus on determining the format for that interview, and the final decision
about the format willbe determined at the DivisiomVel.

1 An interview with a controversial guest or about sensitive isssid©ULD NOT BEROMOTED
until the final decision on the interview format has been made.

1 It may be decided that the best approach will beRECORIe interview so that it can be edited
for time and presented to the audience in the best editorial and production forpassible.

1 All potential guests must be printerviewed to get a sense of what to expect during the actual
interview. You can discuss general topics, but do not give the guest the actual interview questions
in advance. That prmterview should be avaitde for review by producers, anchors and
Language Service or Division management.

1 2KSYy @&2dz {y26 &2dzQNBE 3I2Ay3 G2 KI GBS I O2y iNBGSH
game plan with the show staff and the show Director about what to do ifitterview goes
downhill, so that everyone in the control room and on the set know in advance what to do,
including implementation of a baakp plan.

T LG A& GKS NBalLlRyaArAoAfAde 2F | LINPINIYQa K2ad 0;:
matter. If a guest starts making unsubstantiated accusations or questionable statements, it is the
responsibility of the anchor to challenge the guest about those accusations/statements, whether
asking for clarification about the source of the accusatiomgésnents or refuting those
accusations/statements with facts.

1 If a guest uses language that is unsuitable for air (cursing, insulting, racial or homosexual slurs, for
example) it is the responsibility of the host to immediately cut the conversatioanaffapologize
to the audience for the offensive language. It is the responsibility of the Executive Producer to
FfSNI G0KS 5ANBOG2NI I o62dzil 6KIG KIFa KFLILSYSR a2
is silenced. At that point the EP must comnuaté to the Director and the Line Producer to
implement a backup plan.

1 The Executive Producer is responsible for a written report of the incident. Detail the unacceptable
or irresponsible language used by the guest, how the anchor handled the sitw@ettbwhat steps
were taken to end the interview and go to alternate programming. The report is to be sent to the
Service Chief, Division Director, Associate Director for Language Programming and the Associate
Director for Operations.
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i Ultimately, it is the responsibility of the Executive Producer to ensure that the program is clean
and airs correctly. The anchor can only do so much. The EP has his/her finger on the button, so
to speak, with the authority and ability to tell the Directand the Line Producer to go to
a2YSGiKAy3 StaSo CKIFIGQa ¢gKe& &2dz ySSR G2 KI @S |

GOING TO BLACK DURING A LIVE INTERS®IBW
LAST DITCBPTION, WHEN NOTHING ELSE WORKS.
IT IS NEVER THE FIRST OPTION.

(Also see InterviewgOA Beats, (24, InterviewsGeneral Guidance, p. 27)
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DOMESTIMISTRIBUTION OEFOACONTENT

SMITH-MUNDTREGULATIONS
U THESMITH-MUNDT REULATIONS FORBIWOAPERSONNEL TO
ATTEMPT TO DEVELOP AUDIENCES AMDIOW/INGLYDISTRIBUTE
VOACONTENT& PROGRAMMING WITHIN THE UNITED STATES

U THEYDO NOTIN ANYWAYIMPACT+ h IS QOVERAGE OF NEWS
STORIESVOAIS FULLY AUTHORIZED AND EXPECTED TO COVER
STORIES IN THES. FORDISTRIBUTION TO FOREIGN AUDIENCES

OVERSEAS
(Also see VOA Editorial Firewall, p. 58)

USAGEREQUESTS

The law authorizes individuals and organizations to request VOA content. From time to time, VOA staff
may receive requests farne-time use of VOA content, or the request may be dmgoing useof VOA
programming. These requests could come from-baSed media organizations, diaspora media outlets,
overseas media outlets, or from educational institutions.

VOASTAFF SHOULD NOT RESPOND DIRECTLY TO REQUESTS

Instead
1 Requests foONETIMEUSEof VOA original content should be directed to this online form:
https://www.usagm.gov/workwith-us/contentrequests/voa/

1 Requests foONGOING USE OF VOA PROGRAMMNYGId be sento the USAGM Business
Development Office

AthoughVOAmay make its content available to qualified request@ajth-Mundt prohibitsVOAfrom:
U SPENDING ITS FUNDING TO DIRECTLY INFLUENCE PUBLIC OPINION WITHI

THE UNITED STATES

U SYNDICATING IC®ONTENT THROUGH DOMESTIC MEDIA OUTLETS WITH
THE INTENT TO DEVELOP AUDIENCES WITHIN THE UNITED STATES.
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1 UNAIRED/UNPUBLISHED ORIGINAL VOA MATERIAL SHOULD NOT BE SHARED
Please forward those requests to VOA senior management, the News Standards & Best Practices
Editor and the Office of General Counsel.

(Also sedkequests for Unaired/Unpublished Material3@) and VOAEditorialFirewall, p. B)

If you have questions about usage requests, pleasailthe Usage Requests group.

TALKING ABOUYOACONTENT PROGRAMMING

The funds whichUSAGMand VOA receive are authorizexhly to create and distribute news and
AYF2NNEGAZ2Y (2 aF2NBRAERY (KHRASYOHSHAB I aNBER +h! (G2
distribute contentandLIN2 A NI YYAY 3 A GK (Kd ANG SFLUIA R2F2 K yFY diSK DA

However, iyou attend a journalism or media conferenaesimilar eventand someone from a domestic
Po{® ySga 2NEFYATIFIGA2Yy | ala e2dz F62dzi xh! Q& 62 NJ 3
every day.Nothing in SmitiMundt prevents that.

u VOA STAFF SHOULD NOT MAKE A DIRECT OFFER OF VOA
CONTENT TO ANY DOMESTIC NEWS OUTLET.

U VOA STAFEANNOT SPEND ANY ADVERTISING OR OTHER
FUNDS TO SPECIFICALLY TARGET OR DEVELOP AUDIENCES IN TF
U.S.

U OTHER ACTIONS MAY BE AUTHORIZED AGAINST INDIVIDUALS
VIOLATING THIS RULE

« VIOLATION OF THIS RULE AND/OR OTHER PROVISIONS OF
THE _SMITHMUNDT _ACT _WILL RESULT IN__THE
TERMINATION OF YOUR AD BUDGED THE LOSS OF
| 5alLblL{¢w! ¢L+9 ! //9{{ ¢h _h'w
ACCOUNTS.
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DOMESTIC ACTIVITIES TO SUPPORT THE RECRUITMENT AND
RETENTION OF HIGUALITY JOURNALISTENHANCEX h IsQ
CREDIBILITAND/ OR DEVELOP NEW SOURCES OF INFORMATION

Domestic VOA activities such as town halls, forums, partnerships and public relations activities may be
permitted if the purpose of the activity is to support the recruitment and retention of ttghity
22dz2Ny I fAaidazr SyKFEyOS xh! Qa ONBRAOGAfTAGET | yYRK2NI (2
events proposed partnerships arrangements and proposed public relations arrangements in advance

with VOA leadership, whwill consult with the Office of General Counsel.

TOWN HALLS
VOA journalists or other staff may host or play a roleinn halls or relatedevents if the purpose of the
event is to engage overseas audiences.

PARTNERSHIPS

VOA leadership may be able approvecertain partnership arrangements if the purpose is to enhance
the quality or distribution of USAGM content to foreign audiences ss&s. Such partnerships must be
reviewedon a caseby-case basis. The final Memorandum of Understanding (MOU) is signed by the
USAGM CEO.

PUBLIC RELATIONS

In line with efforts to adhere to the highest standards of broadcast journalism, there may be tiities,
required approvals, that VO#taff appear as subject matters experts in other news outléftkis may be
allowed if the purpose is to benefit VOA hLther facilitating development of new sources of information,
enhancing VOA's credibility, and/or contributing to the recruitment or retention of Jc@liber
journalists. In other cases, the purpose may be to disseminate VOA content overseas as part of a
arrangement with another news organization.

However,public relations pitches should never attempt to place Vi@éduced content in domestic
broadcasts or focus on VOA storylines.

Any proposedarrangementswvith externalpublic relationsfirms should be routed through the Office of
Contracts The Office of Contracts should sendmtbposals relatedo public relations activities or the
placement of subjecmatter experts to the SmittMundt Act Task Force for review. VOA leatgrs
aK2dzZ R O2yFANY (KSaS NBOASga KIFI@PFS 200dz2NNBR 06SF2NB
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SUMMARY

Smith-Mundt allows us to

-Provide materials upon request

-Engage in certaipartnerships

-Provide opportunities for exposure for our journalists to enhance retention and recruitment; etc.

It does notprevent us from using the internet and social media to distribute our products to audiences
overseas just because people in the U.S. might also see the material.

These exceptions do not allow VOA to attempt to target audiences in the United States.
9 Ultimately, if it looks like the intent is toignore the rules¢ i.e. if the goal is to influence U.S.
opinion, or otherwise develop audiences within the United States then the activity is
prohibited.
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CORRECTIONS

+h! Qa NBLMziF A2y | yR ONBRAOACL AWhie obirNdal isialvys t6 bef Y I NJ
accurate and fair, occasionally we willesentincorrect or inaccurate information.Correcting errors

strengthers our trust with our global audienceand will be donein a clear and timely manner, with
appropriate prominence

There will be times whemther news outlets report information fromanonymoussources during a
breaking stoy, such aghe Boston Marathon bombing in April 281 In that incidentmultiple news

organizations said there was an arrest and VOA reportedl ittformation That information was later
found to be incorrect and VOA issued a correction across all platforms.

TV& RADIOBROADCASTS

If we make a mistake that needs correcting, we should do so as quickly as possible while the same show
is on the air.If the error is not detected immediately, then the correction should be aired on the same
program in which the original error occurredhetherA (it &llowing day or weekMake a point to say

"On day (state the day and date and time), we erred in our reporting..." then go on to explain
what we said that was wrong, make the correction and close by saying, "Voice of Amerits thg

error."

VOAWEBSITES

If the error is a simple typo that does not change facts or understanding of the story, we consider it a
minor change and simply correct it without further mention. If the error is substantive, we chaagel it,

add a note athe bottom of the articlesaying when it was corrected and what was wrerith the original
version.

SOCIALMEDIAPAGES

Facebook: Correcting an error on Facebook should follow the same procedure ¥©dwebsites.
Update/edit the Facebook post and dam why the information was corrected.

Twittgr: A good method for correcting an error on Twitter issiobtweetthe correction. On the
YSEG LI 3S aShtdtandied po$ir) th& ®réng phottactor Javier Bardemyhen tweeting
about Vladimir Puti.

Thecorrection begins "@Slate CORRECTIS\thatSlateis replying to its own original tweet.h&
resultisthat anyone viewing the original tweet can see the correction in the stream of replies. Equally
important, it refers to the photavithout showing it again.

People viewing the correctiomiet on its own can also see stpart of a conversation linked the
original, offending tweet.

NOTE If you reply to yourself, then anyone who follows you will see the refly,in terms of wio can
see the correctionit's just as good as sending it as a normaldtve
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Slate @ v -2 Follow
Slate

Could Crimea become Putin's
Waterloo? slate.me/1jJIRFd
pic.twitter.com/OdvDLVLPRS

“ Repy €3 Retwest % Favorte = Buffer e

8:59 PM - 1 Mar 2014 - & Flag media

RETWEETS FAVORI

so 151 WERSAIABDCE
@Slate

Blake Hounshell © biskehounshal  Mar 1
@Slate Leave Javier Bardem out of this.
L

Slate @Slate - Mar 1
@Slate CORRECTION: This photo is of Javier Bardem, and not

Viadimir Putin.
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LEGALISSUES

This section provides brief introductions to various areas of the law that may apply to VOA journalists.
These guidelines provide an overview to certain areas of the law and are not a substitute for a legal
opinion from the Office of General Counsel (OGElgase contact OGC when you have a specific legal
guestion.

VOAEDITORIAIHREWALL

Theeditorial firewall exists to maintain the credibility of reporting by U.S. international broadcastdms.

firewall is violated whenever another U.S. government agency or a U.S. government official tries to
influence our work by putting undue pressure on a VOATrjalist or on the agency itself or takes any

other action that may undermine the journalistic credibility or independence of VOA journalists. This
LIN2EGSOGA2Y FNxAasSa FTNRBY ydzYSNRdza LINRP@GAaAzya 27F (K
governingstatute.

WHAT COULD RESULT IN A FIREWARILAVIION
1 A firewall violation would likely bthat a U.S. ambassador or other State Department personnel
demardsthat you not air a particular interview or that you give a specific slant to a VOA news
story.

9 If a federal official from outside of VOA or from another federal agency asks you to use your
access/position as a journalist to gather or provide information on their behalf, ittetbe a
firewall violation.

1 Firewall violations could also occur wheomeone outside of VOA takes actions that directly
AYGNHzZRS 2y +h! Qa LINRPFSaaiAzylt AYRSLISYRSyOS Iyl
from outside he newsroom, including from USAGM imposed which you think impermissibly
restricts your abilityo objectively report the news, or otherwise act in a manimgonsistent with
the best practices of professional journalism, please notify your Service Chief and Division Director
immediately.

1 Adirect request from nofVOA personnel to the News Center or a Language Service for your notes
or unpublished recordings of video or audio may be a firewall violatiimse requests must
immediately be directed to the VOA Director and the General Cdugs&@ h ¥ FA OS @

UNDER NO CIRCUMSTANCES SHOWDOAEMPLOYEE OR
CONTRACTOR TURN OVER UNAIRED OR UNPUBLISHED NEWS
COVERAGE TO ANY THIRD PARTY WITHOUT FIRST CONSULTING

WITHVOASENIOR MANAGEMENT.,

(Also see Requests for Unaired/Unpublished Material, pn82Jsage Requests, p. 52)
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WHAT IS NOT A FIREWALL VIOLATION

The firewallshould notdiscourage VOA journalists from interviewing government officidlss. critical to
ensuring that VOA journalists and editors make the final decisions on what stories to cover and how they
are covered.

It isnot afirewall violation if a court, law enforcementagency or other personor organizationrequests

through appropriate legal authority that VOAturn over unaired or unpublishedcontent In those
casesjmmediatelyturn the requestoverto your ServiceChief DivisionDirector,or to the VOA5S A NB O i 2 N &
Office. ForFOIArequests pleasework with + h | designated-OlApoint of contact,currently CarolPrahl

- cprahl@voanews.com

A supervisor or editor who asks for relevant editorial script or video changes in a story is not committing
a firewall violation. That is part of the everyday nature of journalism.

WHO IS COVERED BY THE FIREWALL

Thefirewall exists acrosall of USAGMand VOA.It is important that staff not only reports up the chain

of command when other government officials or agencies approach \HDA,that leadership
O2YYdzyAOI 1Sa OKFffSy3aSa i 2soshatitciear MiditaiNdd doyemgeR2 gy
has been called into question and the journalistic reasoning behind any corrective actions.

REPORTING FIREWALL VIOLATIONS
U IF YOU BELIEVE THAT A FIREWALL VIOLAROM OUTSIDFOAHAS
OCCURRED, NOTIFY YOGRRVICECHIEF ANDDIVISION DIRECTOR
IMMEDIATELY. THEDIVISIONDIRECTOR WILL THEN NOTIFY VIORA
DIRECTOR AND THIEFFICE OGENERAICOUNSEL.

U IF YOU BELIEVEN INTERNALFIREWALL VIOLATIONAS OCCURRED

CONTACTHENEWSSTANDARDS 8ESTPRACTICEBDITOR THEEDITOR
WILL REVIEW THE ALLEGATION AND REPORT THE RESULTS OF THE REVIEV

TO THEVOADIRECTOR AND THIFFICE OBGENERAICOUNSEL.

U IN ALL CASES, TNDADIRECTOR AND TKIEFICE OGENERAICOUNSEL
WILL DETERMINE WHAT ACTION, IF ANY, IS TO BE TAKEN.

(Also see Requests for Unaired/Unpublished Material, pn82Jsage Requests, p. 52)
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COPYRIGH®& FAIRUSE

Copyright is a form of protection provided by U.S. law to the authors of original artistic works. Artistic

works include photographs, video, audio, music, motion pictures, commercials, written products, as well

as footage from other newsutlets. You shald not use a copyrighted work unless (1) you have
LISNXY¥A&aaAaz2y G2 dzaS3X ¢KSGKSNI mhd agendycbn@acts) Or2ayioihdkl OG a 6
YyS320GAFGSR tA0SyaS FANBSYSy(s: FtUS0 R2Z2QUMNNMBSO 2 F

FAIR USE
Determining whetheuse of cpyrighted material is #air userequires a balancing of four factors:
1 The purpose and character of your use
1 The nature of the copyrighted work
1 The amount andsubstantialityof the portion used in relation to the copyrighted work as a whole
1 The effect of the use upon the potential market for the copyrighted work.

The fair use doctrine is highly faspecific and requires a cabg-case analysis.

A use of a copyrigbtd wak is more likely to be a fairse if the material is directly relevant to a news

story and the excerpt used is no longer than necessary to achieve the inteditedal purpose. On

the other hand, the use of copyrighted material such as a music cligystmenhance the production

value of a television packaggenot likely to be a fair use.

YSSLI AY YAYR GKIG 2dzad 0SOlIdzaS I @ARS2 2N I dZRA2 O
use of it fair. AFair Use Seklelp Guidewith Frequently Asked Questions is availabfe ot KS | 3Sy O& Qa
SharePoint site.

(Also se&/ideo Usage Rights, pl, YouTube Guidelines, p. 8d Audio Usage Rights, §8)

AMBIENT MUSIC

Any background music capturedratorded events should be edited out and replaceeiblyer narration,
music from the Music Librargr from the production music websites with which VOA has agreements,
because popular music uploaded to YouTgbegardless of its souragis likely tobe hit with automated
copyright strikes.

(Also se YouTube Guidelines, p.&%d Music, p.97)

PUBLIC DOMAIN

Copyright restrictions do not apply to works in the public domain, which include mostfadi&al
government works, such as photos, maps, or video found on whitehouse.gov, state.gov, nasa.gov, cia.gov,
and other government wiesites. Be sure to check the Copyright or Terms of Use/Terms of Seages

of these and other websites before usingyacontent.

A work is also in the public domain if it is no longer under copyright protecfléris depends on when
and where the work was firstyblished, but generallyworks published in the U.S. before 1923 are in the
public domain. Contathe Ofice of General Counstlr specific questions about older worksempyright
terms in foreign jurisdictions
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LICENSEDONTENT

When usingcontentF N2 Y 2y S 2F +h! Qa ABCSNEWSONaRR AP aml RblkeryéaudzO K
must check all restrictions.Questions about the video feeds should be directed to @uatracting
hFFAOSNWAE anf talN&SeSoy Ardhilists@ S

(Also see Video Usage Rights/D.

REQUESTING PERMISSION

Because fair use can sometimes be difficult to determine with certaymtyare strongly encouraged to
seek permission to use copyrighted material from the rightful copyright owner. You should start the
process of identifying and contacting the owner of copyrighted content as early in your production process
as possible, sincemay take several days or weeks to identify the copyright owner and negotiate a license.
Please note that obtaining permissionvimiting, using the standard USAGXDA release form, is highly
preferable to gettingrerbalpermissionor byemail. A temphte release form-to be edited anl modified,

as needed- is available on th8est Practices SharePoint page.

Athird party may request to either amend the VOA form or insist on using its own licensing agreement.
Such outside agreements may contain terms to wHtBAGMVOA cannot agree. Pleasentact the
News Standards & Best Practices Editor, who will coordingth the Office of General Counsel.

TRADEMARK

A trademark is an intellectual property right to identify a good or service, such as a name, slogan, symbol
or logo. It is unlawful to use a trademark in a manner that confuses consumers about the source or

sponsorship of goods or services. This is rarely an issue in news broadcasting, since the law allows you to

use a mark without permission in a news story if the mark is used in an informational sense. For example,
if you are reporting on the BP oil dpit is appropriate to show the BP logo to identify the company.
However, if you are launching a new VOA program, avoid trsidgmarkedslogans or titles.

VOA has three trademarks
1 VOA design marKThis is the VOA logd-ont, color and design must be used as registered with
United States Patent and Tradema@Kficefor protection.

7 A

a

! VOA® standard charactermark. K S&4S | NB (K t SGGSNR Gxh! ¢ (23S

color.

1 Voice of America®tandard character markt KS&8S | NB (G(KS ¢g2NRAaAX G+x2A

combination without regard to font or color.

These marks are only registered through the United States Patent and Trademark Office (USPTO), not with

any foreigngovernment entity.

TRADEMARK & SPORTING EVENTS

When covering major sporting events VOA journalists must be careful with using official tradefairks
example, it could be argued that a VOA graphic incorporating the VOA background/colors/imageswith th
official Olympicingslogo creates an unauthorized association between W@tfich isa nonOlympics
marketing partner, and thénternational Olympics Committee (I0C).
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HLMING INPUBLIC VSPRIVATEPLACES

Generally, news media have the right to be in public places and on public property to gather information,
photographically or otherwise. However, VOA journalists should baware of rules, permits, or
prohibitions on filming or taking of photographs at taen meetings, sportingvents, or in private spaces
such as businesses and sho@milarly, journalists should seek permission from an owner or occupant
(even if the occupant is not the owner) before entering private property or a residence.

(Also see Covering Criminal Activity4®).

PROOF OENSURANCE

VOA staff may be asked to provide a certificate of liability insurance when filming in locations where event
organizers or property owners want to protetttemselves against third party bdgiinjury and property
damage. Unlike private sector mediaoutlets, the U.S government self-insures against liabilities.
Therefore the agencydoes not purchase liability insurance, and there is no such certifibate/OAcan
provide.

Instead, the Office of General Counsel provides a letter explaining this thhteant to the appropriate
parties. Two versianof the letter¢ one on VOA letterhead and one on USAGerhead-- are now
available in Word document:n the VOAest Practices SharePoint page

Each letter has blanks so that you can fill in the names of VOA staff that will be on location and the name
of the property/location you will be working atJse the VOA letterheaélyou choose to have your service

chief or division director sign itUse the USAGM letterheatl you prefer to have an attorney in the
DSYSNIft /2dzyaStQa hTFAOS aArdy Ado

If you have any questions about thi€, 8+ a S 02y G Ol (KS DieWeWNBtandardg dzy a St
& Best PracticeBditor.

DEFAMATIONPRIVACYFALSHIGHT

Under U.S. law, the central question in an action for defamation or invasion of privacy is whether the
statements in question are true or false. Truthful publication or broadofsnatters pertaining to
legitimate public interest should generally not expose VOA to liability in the United States, especially if
+h! Qad NBLRNIAYy3 O2yOSN¥ya | LlzotAO FTAIdZNB P

However, VOA may be liable for invasion of privacy in certain situations for the publicizing of private facts
2N FIf aSK22Ra® b2 2yfeée GKFIGZ 20KSNJ) O2dzy iNASAQ R
press, so broadcasts that are legallie 1J.S. may still expose VOA to liabibixerseas
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VOA journalists should not intercept or record any private conversations without the permission of the
participants, as this may be a crime in certain jurisdictiombe Office of General Counsdiould be
consulted when a VOA journalist receives intetegpconversations from a third party or in any other
special circumstances.

(Also see Recording Telephone Interview28p.

The following guidance is provided by the Reporters Committee for Freedom ofRttess (rcfp.org):

1 Check sources thoroughly. Get independent corroboration whenever possible. A source could
have a vendetta against the subject and willfully or unintentionally misrepresent the facts for his
or her own purposes. Confidential sources may disappearoyréca Ay GKS FI 0SS 27F |
rely on someone else to be accurate.

1 Do not let your opinion about whether someone is a public figure or official color your decision to
verify the accuracy of a story. Juries do not respond favorably to reportersailito £onfront
their subjects with defamatory information and provide them with an opportunity to comment.

9 If you cover the police or courthouse beat, make certain you understand criminal and civil
procedure and terminology. Be especially careful taatesaccurately any information obtained
about arrests, investigations and judicial proceedings.

1 Be cautious when editing. Make sure the story does not convey the wrong information because
of a hasty rewrite.

1 Watch for headlines and cutlines that migh¢ defamatory even though the text explains the
story.

1 Make sure news promos or teasers used to stir audience interest are not misleading or
defamatory.

1 Do not use generic video footage or file photos when reporting on an activity that might be
consideral questionable.

9 Just because someone else said it does not mean that a news organization cannot be sued for
republishing it. This includes letters to the editor. Check out any factual allegations contained in
them as carefully as you would statementsinews story.

1 Be sensitive about using words that connote dishonest behavior, immorality or other undesirable
traits, whether in your published story or in comments in your notes. Remember that a judge
YFed 2NRSNI I ySga 2NBI yiotes, draft®afd ittednal Inddbi@orRod®& a NS LJ2 N
libel trial.

9 If contacted by someone threatening a libel suit, be polite, but do not admit error or fault. Talk
the case over with your editor, supervisor or attorney immediately, and follow procedures
establisted by your news organization.

Table of Contents
FEBRUARZ022 NEWSSTANDARD® BESTPRACTICES 63



\(°A

A Free Press Matters

REPORTE® PRIVILEGK. CONFIDENTIABOURCES

The reporter's privilege originates in the First Amendment's guarantee of a free. piessrationaleis

that forcing journalists to disclose confidential sources will discourage sources from communicating with
reporters, thereby disrupting the free flow of information protected by the First Amendment. In some
circumstances, journalists are compelled to ttise confidential sources.

(Also sednonymity, p. 30)

VOAJOURNALISTS SHOULD CONTAGTIF APPROACHED
BY ANY LAW ENFORCEMENT OFFICIALS.

IN SOMESITUATIONSIHISCOULD BE A FIREWALL VIOLATION.
(Also se&/OAEditorialFirewall, p. B)

REPORTING ONLASSIFIEDOCUMENTS

A number of laws and regulations, including several criminal statutes, regulate access to, and transmission
of, clasffied information. VOA has a specific protocol in place regarding its reporting on classified
documents in the public domain, such as the documents released by WikiLeaks in 2010.

U THE SUPERVISORWVESTIGATIVEDITOR SHOULD BE CONSULTED
BEFORE YOU BEGIN ANY ASSIGNMENT RELATING IN ANY WAY TO
CLASSIFIED MATERIAL, EVEN IF THE CLASSIFIED DOCUMENTS ARE PUBLI
AVAILABLE ON A WEBSITE LIKE WIKILEAKS.

U THESUPERVISORNXVESTIGATIMEDITOR WILL CONSULT WITH SENIOR

MANAGEMENT AND THBFFICE OGENERAICOUNSEL REGARDING ALL
APPLICABLE LAWS.
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SUBPOENAS OREQUESTS FOFEESTIMONY OROCUMENTS
U IF YOU RECEIVEA REQUESTOR DEMAND TO TESTIFYIN A LEGAL
PROCEEDINGNMATTERRELATINGOOFFICIAAGENCYNFORMATION
ORYOUROFFICIAIDUTIESORIF YOURECEIVRA REQUESTO PRODUCE

AGENCYRECORDSRINFORMATIONCONTACTHEOFFICEOF GENERAL
COUNSELMMEDIATELY.

There is a special regulatory procedure for handling requests for testimony by current and former
employees and handling the production of documeirtdegal proceedings in which USAG8Vinot a
named party.

(Also see What Is Not A Firewall Violatiorb9).

INTERNATIONATLRAVEIBY VOASTAFF

While U.S. government employees must usually obtain a country clearance from the State Department
before official government travel abroad, VG®@fftraveling to covengthe news may travel to countries

in which U.S. Missions are located with minimahfality, which will typically only include a notification

of intent to travel to the State Department. Please be mindful that travel to some sanctioned countries
may require additional licensing or documentation. Reporters shoultacbtheir supervisorand the

Travel (fice before planning travel to these countries.

DO NOT BE RECKLESS WITH THE TRUTH
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OUTSIDEACTIVITIES

FULETIME VOA STAFF ANHERSONAL SERVICES CONTRACTORS ARE
REQUIRED TO FOLLOW THESE PROCEDURES BEFORE RESPONDING 1
A REQUEST OR MAKING ANY COMMITMENTS

USAGM/VOAas written policies that in some cases allwll time employeesand Personal Services
Contractors to accept limitedutside employment. Management approval is required before undertaking
work for anyone other than VOA, either for private or government employers. Journalistic best practices
may also preclude you from doing outside work, and certain ethics rules may apprell. You may not

do any work for anyone other than VOA withdirst receiving written approval from VOA.

OUTSIDE EMPLOYMENT GUIDELINES

WORK FOR FEDERAL GOVERNMENT

With few exceptions (e.g. census, postal service), Federal employegwsdribited from working for
other Federal Government agencieslhis includes work for theExecutive, Legislative andludicial

branches and corporations or granteesned or controlled by the Federal GovernmégB8ee BAM Title
5-A). Personal Services Contractors may Worlother Federal agencies with prior approval of VOA.

WORK FOR PRIVATE EMPLOYERS

Federal employees may work for ngovernmental employers. The same restrictions apply regarding
written approvalprior to accepting outside employment whether by federal employees in the private
sector or PSCs for any outside employer.

Activities are ulikely to be approved if they:
9 Constitute a conflict of interest or the appearance of a conflict of interest

1 Involve use of agency materials, time, or facilities
1 Ly@2t @S | LI NIOAOdzZ I NI YFGGSNI 2y 6KAOK @&2dzQ@S 42
T Arelikelyto®@SNESf & | FFSOU GKS F3SyoeQa FoAftAGe G2 -

1 Would involve working for outlets that broadcast to or publish in the same target area as you
serve for the agency

Becausethe highest standards of journalism require a reputation for impatsialindividual VOA
journalists should not perform media training, outreach, advocacgr similar work for private
sector/commercial entitieseither paid or unpaid However, upon official request, VOA journaistay
counselU.S. government agencies how to deal successfully with the news media.

Lastly, you should not provide advice to to candidates for public office, whether in the United States or
abroad.
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OUTSIDE EMPLOYMENT APPROVAL PROCESS
You must obtain approval from yo8erviceChief, equivalent supervisoor your DivisionDirector to make
sure your outside employment will not conflict with official duty schedules or requirements. The
supervisorprok RSa GKS 3SyodeQa LINAYEFNE NBOASE Ay GKS F2f
1 The employment does not involve use of agency time, materials, or facilities
1 The amount of time worked outside of VOA is reasonable and will not interfere with your ability
to perform your VOA job
9 Your outside work will not conflict with your official duty schedule

For example, approval to work a second job of 35 hours per weeklikely if the request already has
a fulktime job at VOA. Approval is also unlikely if a shift change is needed to accommodate outside
employment.

In performing the analysis above, supervisors should flag for Outside Requests any unusualammesnst
such as an employee seeking outside employment involving a niadtershe worked on in her official
capacity.

Once approved at the service and division levitls, requester should send all relevant informatitm

+h! Q& hdziaAiRS wOlisitrRedudsts@@anans.dpamheywill reviewthe requeds to

SyadaNBE G(GKS& R2y Qi @A 2t hdij@rnaidicethnNgby¥sSpfadticeSr intkekwda NB 3 dzt
present the appearance of conflicts of interest or public relations issues

hdziaARS wSljdzSada gAft NBGASE (GKS adzLISNIDAA2NDa | LIL
policy, and whether themployment would involve:
1 An actual, potential, or appearance of¢canflict of interest
T LYGSNFSNBYOS gAlGK GKS 3SyoeqQa lFoAfAGe G2 FdzA ¥F
1 Working for outlets that broadcast to or publish in the same target area as you serve for the
agency

Note that Outside Requests may need specific information to complete a review.

Example 1. A staff employee wants to work for a contractor on a matter that he worked on
personally and substantially as a Government employee. Outside Requests will need tihn&now
GoKEFGE YR &g K Syfficier? time indy Saverpassdi & Kethove any conflict.

Example 2. A PSC wants to work 15 hours per wegigtranslaionsfor a Government agency.

Which agency? Does the translation involve translating wiretaps, testimonies of criminal
defendants, testimonies of withesses to illegal activity, or other information about a newsworthy

story of interest to VOA that willconfligé A G K 'y SYLX 2858SQa 2206 | & | =+l

Even if approval is granted, your outside work will be subject to VOA conflict of interest policies to ensure
GKIFIG +h! Qa 22dNYyIfAAGAO AYyGSaANARGE &tNities,YLI NLAIFt AGeE
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OUTSIDE PUBLIC APPEARANCES GUIDELINES

Outside speaking, writing and teaching opportunities can be highly beneficial, both personally and
professionally, but if not done properly, they can haegious consequence®ll FTE and PSC journalists
must receive management approval before accepting requests for outside public appearances, including
outside teaching, speaking, or writing activities. Federal regulations prdfabéral employees from
receiving compensation for outside teaching, speaking, or writing activities that directly relate to their
official duties. PSCs should consult Outside Requests if they have an outside public appearance for which
they are being offeredompensation.

OUTSIDE APPEARANCE APPROVAL PROCESS

FTE and PSC journalistast obtain written approval from yougerviceChief or equivalent supervisor to

make sure your outside appearance will not conflict with official duty schedules or requirem@ntse

approved at the service level, request will be forward to Outside Requshtsh will review requests to
Syadz2NE GKS& R2y Qi @A2ftl (S 3I20SNYYSyYyid SGKAOa NB3Idz

Even if approval is granted, your public appemeawork will be subject to VOA conflict of interest policies

G2 SyadaNB GKFG +h! Qad 22dz2NYyIFfAaAaGAO AyGSaNaiGe 2N AYl
order to avoid appearances of impropriety, if you will be identified as an aganplogee in connection

with your outside activities, especially regarding outside teaching, speaking, or writing, you must include

a disclaimer that the views expressed are your own and not those of, USAGMor of the U.S.
Government, as appropriate.

GUIDELINES FOR NP C CONTRACTOR®OVERSEAS STRINGERS

Contractorswho are notPSCs and overseas stringgenerally have more leewdp engage in activities
outside the scope of their contracts, but they should keep in mind that certain activities and actions could
jeopardize continued performance on their current contract, or their ability to obtain a fedlowontract.

Non-PSC contrdors and overseas stringemsust notify QutsideRequests @voanews.coafiany outside
appearance that you have acceptdabfore the event occurs You do not need VOA approvddowever,
notification assists VOA in advisiymu about activities that may undermingour objectivity as journalists
and/or the credibility of the Agency.

When doing worlor taking part in an activitgputside of VOA, it is important for ndASC contractsand

overseas stringer® refrain from stating or creating the impression that they are employees, agents or
representatives of the agencyfoushouldnota @ GKIF G (GKS& aé2N)] F2NE +h! 2
VOA. Rathegoushould indicate thayouaread ¥ NBE St | y O SaNEAdi2IF IND 102 i NRA D dzi 2 NJ
use a similar description.

Non-PSC contractorand overseas stringer€ANNOT accept requests for outside appearances if those
NBljdzSaida O2yFtAO0 ¢A0GK | O2y GNX OG2NN&a Rdzieé K2 dzNE
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ADDITIONAL GUIDANCE
Aside from the types of activities outlined here, there is also the issue of whether VOAcstafaact
journalistsand stringersan, or should, express themselves outside of the office.

VOA's mission is to provide accurate and objective news and informafiorfacilitate that mission, as
journalists, you are expected to remain neutral and objective in all public appearancesiblitispaces,
including social mediaThat means that you should try to avoid conduct or activity that would call into
guestion your neutrality and objectivity as well as the neutrality and objectivity of VOA.

U For example: If as a VOA journalist ywe reporting on or otherwise working on a story regarding
G-¢ aAlGdzr A2y AG A& NBO2YYSYRSR GKIFG &2dz | @24
situation because such activity may call into question your credibility as a journalist and could
c2YLINRYAAS +h! Qa NBLMziFdGA2y & F NBtAFLofS |yR (
(Also see Social Media, 12)

EXERCISE GOOD JUDGMENT WHEN CONSIDERING
YOUR OPTIONS AND MAKING YOUR DECISIONS.
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COMPETITION& CASHAWARDS

VOA employees, Personal Services Contractoretaat contractors may submit VOA work for approved
journalismawards. Work that is done for VOAbelongs to VOA.Suchwork cannot be submittedor
awards without prior approvalTheseare theguidelines that must be followed for awards submissions

SUBMISSIONS

DivisionDirectors or their appointed awards coordinators must approve all awards sulamsséor their
divisions. Employees seeking to enter contests must seek approval prior to submission. This is true
whether the front office, the division or an individual is paying for the submission. Divisions need to
ensure that they are not allowingultiple entries that will result in internal competition.

There are three different processes by whichemtrymay besubmitted

1 Front office Approved through division and submitted to the front office. The front office gives
final approval, prepas and processes the entries and pays for these submissions.

9 Division This is for awards that the front office does not fund, but the division wants to enter.
Division approves these entries, prepares and processes them for submission and paysythe
fees. The front office must be made aware of these entries to make sure different VOA units are
not competing against each other

91 Individud: Approved through division. Individual prepares and processes the entry and pays the
entry fee. These en&s must be approved by the division and the division must alert the front
office to ensure that different VOA units are not competing against each other. Management has
final approval over these entries even though individuals are submitting and paynséives.

There arefederal ethicslaws governing whether VOA employees and/or contractors can accept cash
awards Prior to submission thaward entrant must notify managemettiat a cash award is involved

¢ KS DSy S NJIOffice il digriniSebriaitasdy case basis how such awards will be handled.
these caseutside RequestOutsideRequests@voanews.cpmust be notified well in advance.

TRAVEL TO AWARDS CEREMONIES

Divisions and/oil KS 5 A NB Oriaypiediia tralueFafdiper $liem expenses to a VOA award recipient
to attend an approved awagteremony. The travel must be directly to and from the site of the ceremony
and mustfollow the policies in the Federal Travel Regulatiofifie decision to fund such travel will be
made on a case by case basis.

ARAGAAAZ2Y 2NJ GKS S5ANBOG2NRA hFFAOS Yl & LINRPOGARS
additional personof an award recipient's choosinglhe person can be a familjnember orsomeone
whose close association with the employee is the equivalent of a famgiyjnber At the Division
5ANBOG2NNA Rdra éehdadiperdofinay bé buhs@i&davhen the award winner requires
assistance because of a disability or ettmedical need.One travel order will be issuetbveringthe
employee and the additional persohe employee will be responsible for submitting a travel voucher to
obtain reimbursement for the travel costs of himself/herself and the additional person.

Employees or contractors who win other awards are encouraged to attend on their own time and at their
own expenself the sponsor of the award is offering to pay for travel and/or per diem, a request to accept
those or any cash prize must be made thrb@utside Requests.
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VIDEOUSAGERIGHTS

VOA has contracts with thradifferent video newsfeed providers: AgenEeance Press (AFP), Associated
Press (AP) and Reutel#/e receive video from ABC NewsOne through our contract withEABh contract
is unique and stands on its own.

The Contracting OF ¥ A Gpidderitative (CORPr the newsfeedsand the Senior Archivistsssist in
administering and facilitating use of the video and audio newsfeeds.

9Chw9 [ {LbD !'Db +L59h3 L¢ L{ ¢19 tw
REVIEW THE NEWSFEED SCRIPT SOURCE INFORMATION TO CHECK
FOR RIGHTS RESTRICTIONS

COMMON FEATUES
1 Newsfeed scripts for the video stories cannbe used orVOAwebsitesas a textonly story.
However, the information contained in video scripts can be used within a VOA wtay they are
combined withpertinent informationF N2 Y 203G KSNJ ySga az2dz2NOSa |yR F2fif 24

RIGHTS RESTRICTIONS
Restriction statements varfrom provide to provider and cover differenground; the most common
restrictions are described on the following pages.

Restrictions are usually listed near the top of the script, but also appear above specific items in the script
asnecessary. VOA mufllow the rights restrictions listed in thecripts and we must pay attention to

the source of the video. Our providers send stories in which the video may come from a variety of sources,
from FIFA to ESPN to handout videaaigards programs t@ther news organizatios. The restrictions

listed reflect the rules of both the source organization and the newsfeed providers.

You may see some variation of the following restrictions, regardless of the provider, on all the feeds:
1 NO ACCESS INTERNET / NO WEB
BecauseVOA programming is available on the web, newsfeed items mahN@d ACCESS
INTERNEGr NO WEBNeans the video/audioannot be used at all, unless permission is granted
by the newsfeed provider. Reuters, howeueas a special requirement regarding our streaming
shows, so please see the Reuters page for detadittease contacti KS / 2y G NI OG Ay 3 h
Representativef you need help with this.

1 TIMELIMITED USAGE
You will often see limited windows okage on stories, especially fentertainment and sports
programs. Footageand photos with those restrictionmust be pulledfrom TV programs, VOA
websites and social media accouigthe date and time listed in the script info or in advisories
posted in email.
o ltisthe responsibility of the News Center arnlde Language Services to note those dates
and remove thecontent.
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1T MANDATORY COURTESY
When noted in the script the courtesy must appearsameen in TV and web storiesydanaudio
courtesy must be used on radio.

1 NO LIBRARY / NO ARCHIVE
Videos with these restrictions means that after you use them for the first time they can never be
used againeven if they might be availabla the Video Library.

USING VIDEGROM TV NETWORKS
0 We DO NOThave blanket permission from ABC, CBS, CNN, FOX or NBC (including MSNBC and
CNBC) to record and use clips from their newscasts or weekend talk shows.
¢tKS 2yt é SEQgRdWeakiofram @Eee hext/payd).

U There are times when we will clain¥ I A NJ dza S¢ F2 NJ | thetBas sopbednfed Sga O A
on an agency newsfeetbut you must contacthe News Standards & Best Practices Ediayet
clearance.
(Also see Copyright and Fair Use5@.
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ABCNEWS
ABCNEWSNE

1 VOA receives material daily from the ABC News affiliate service NewsOne. VOA cannet use on
camera talent; this applies tanchors, show hosts and reporters, whether for ABC Network or an
ABC affiliate stationThis restriction also applies to hosts of ABC Entertainment programs.

1 When an ABC item is listedRACKAGE ONINO EXCERPTINiEgenerally means that VQAust
run the pakage as fed by NewsOne. eWannot lift individual sequences or shots out of a
package.The CORan contact NewsOne to see if that restriction can be lifted.

1 NO RETRACKINg&nerally means that VOA cannot translate, summarize, adapt or otherwise
make the piece shorter blonger. Please contathe CORo see whether the No Retracking
restriction can be lifted.

1 NNSis a newssharing cooperative between ABC News and other news organizations. VOA is
cleared to use all video that is marked as NNS.

i Use of all ABC standard graphics must be addressed on abgasese bas and users must
contactthe CORo seek permission before using.

9 3D graphics can be usedily if the entire package is used. There are no exceptions.

1 If astory is markedBC AFFILIATES ONV®A is cleared to use it. However, if a story is marked
ABC AFFILIATES ONLY, NO INTERNATIONAL Qli¢asHE &yntacthe CORo get clearance for
use.

THISWEEK
1 VOA is authorized to excerpt up to two (2) minute§ bis Week

f Material fromThisWeekv¥ @ 06S LI a0GSR 2y +h! Qa vid®@pgorarSa 2y f
included in a&elevision program.

1 Material excerpted fromThis Weekcannot be used after three (3) days and tlihis Week
program cannot be archived for future use.

¢ THISPERMISSION IONLYFOR! . K TBISWEEKPROGRAM

NOBROADCAST ARTERNET USE OF ANY COLLEGIATE AND
PROFESSIONAL SPORTS VIDEO FABEGNEWIONE!

NOUSE ON ANY PLATFORMABCNEWS OR
ABC HNTERTAINMENT PROMOS!
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AGENCHRANCHEPRESSEAFP)

VOA has clearance to use AP videainless otherwise notebtelow.

EXAMPLES OAFPRESTRICTIONS
9 Source: NNIS
Restrictions: *NO RESALE FOR NEDNTORIAL PURPOSES*
VOAuse iseditorial, sowe arecanusethese videos In addition, VOA must version content for
our audiences before broadcasting or posting it online.

1 Source: PARLIAMENTARY RECORDING UNIT (British Parliament)
Restrictions: NO RESALE FOR NEDINTORIAL PURPOSES / NOT FOR USE IN ENTERTAINMENT
OR POLITICASATIRE PROGRAMMES
VOA is clear to use items with this restriction, but not in a satirical, Daily-8ip@yproduction.

I VOAcanusevideo with these restrictions:
NO RESALE FOR NBEDITORIAL PURPOSES
NO JAPAN
NO FREE OVHRIEAIRBROADCASTERS IN AUSTRALIA, NO U.S. CABLE OUTLETS,-FREE OVER
THEAIR NETWORKS OR STATIONS, THEIR WEBSITES AND THEIR MOBIEL PHONE SERVICES.

WEBRELATED RESTRICTION STATEMENTS

1 NO WEB USE or NO AFP WE#ries carrying eithesf these restrictions cannot besed on any
VOA websites.

CBS NEWS VIDEO

1 Some AFRtems may carry restrictioNO USE ANY MEDMhich normally indicates the video
comes from CBS New¥OADOES NOhave access to CBS News content.

NO ACCESS IRAN AND NO ACCESS VOA PERSIAN TV
1 VOA Persianannotuse AP video stories shot in and sent from Iran, or stories about Iran filmed
in other countries. Thisincludéd LA RS2 2F LN} y>X S@Sy 6KSy (KS NJ
script and intudes video previously received that we have in the Video Library and the VOA
Persian video server.
NOTE: The stories restrictedttte Persian Serviggan be usedythe News Center and the other
Language Services

SOCIAL MEDIA SITES
1 VOACANNOTost raw or live AFP video on any of its social media pages.

1 VOA can post on its social media pages AFP video that is contained withpradDéed TV
packageslt isalsoOKto use AFP material in programs which are broadaaststreamed on
VOA webpags.

1 AFP recommends that we do not put video marked as No Archive on our websites or social
media sites.
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ASSOCIATEBRESEAP)

1

1

APTN Clients Onlg VOA is able to usall stories with this restriction

Horizons clients and AP Lifestyle, Health and Technold@ignts Only
VOA subscribes to these categories and can use any story that carries this restriction.

SNTV ClientsVOA has unlimited use of storiedien{ b ¢ + A& (GKS GhNARIAYI f
of the video. They will be marke@®&NT\Wients Only in the rights restrictions section of the script.

N.

| 26SOSNE AT GKS GhNXIAYI (FIFA NIECA RESMUEL follod the  § K A NF

restrictionslisted within therightsrestrictions section of script.

NO ACCESS IRAN AND NO ACCESS VOA PERSIAN TV

VOA Persiagannotuse APvideostories shot in and sent from Iraor stories about Iran filmed

in other countries This includeALLOA RS2 2F LN} ys> S@Sy 6KSy (G(KS
script and includes video previously received that we have in the Video Library andOhe
Persiarnvideo server.

NOTE: The stories restrictedttte Persian Serviggan be usedythe News Ceter and the other
Languageservices

OTHER RESTRICTIONS

VOAcan use stories that have restrictions to other geographic regions. For example, stories
markedNo Access Russia No Access Indonesia can be used by thasguageServices as well

as all other VOA services.

However, noAregional restrictions, such as No Access Internet, must be followed. Sometimes
permission will be granted; in tsecasesplease contacthe CORo gain clearance.

APvideos may sometimes be markBOWIRELESS$Vith the exception of French to Africa/OA
has clearance to use these videos on our Internet and mobile platforms. Please dbet&®R
if you have questions about NWIRELES8strictions.

ABC Talent on ARed stories: On occasion, AP will feed an ABC story. ABC talent cannot be used.
(Also see ABC News, 8) 7

NO ARCHIVE
APvideos marked as No Archive can remain on digital platforms indefinitely.
0 The exception is videos marked with an expiration date, such as Oscars, Emmys,
Grammys Olympics, World Cup, etc
If there is an expiration date, then the video must be removedifall websites and social
media platforms on or before that datdt is the responsibility of the News Cengard
Language=ervices to keep track of expiration dates and removal of video.
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REUTERS

1 Most Reuters videos are listed 88O RIGHTS RESTRICTIGNSe restriction listed ifNONE
those stories can be used across all platforms at any time.

9 If a Reuters video is marké&tOR EDITORIAL USE QMieYcan use it.
1 Reuters videos may sometimes be marké@ MOBILE US With the exception of French to
Africa, VOA has clearance to use these videos on our Internet and mobile platforms. Please

contactthe CORf you have questions about NO MOBILE USE restrictions.

1 Sports items will often be heavily restrictedMany haveNO ARCHIViestrictions, very ofte 48
hours but also 15 days or a specifate.

9 Video shot in the UK often carries this restriction:
ITN COPYRIGHT: TV: NO ACCESS ALL DOMESNTERWNATIONAL CHANNELS DISTRIBUTED
IN UK & EIRE ON SKY/VIRGIN/FREEVIEW; BBC/BSKYB GROUP: NO ACCESS WORLDWIDE ANY
MEDIA; INTERNET: NO ACCESS.GREBKSITES AND ALL WEBSITES PRINCIPALLY TARGETED
AT THE UK AND/OR EIRE; MOBILE: NO ACCESS WORLDWIDE; NERUEEDXYS FROM
DATE FIRST USED ON ALL PLATFORMS.

This is an extremely targeted restriction statement and it is recommended tdhealCORor

guidance. Typically, weill find the relevant info, and call for clearance or clarification when
necessaryLy GKA& SEIYLX SZT dah.L[9Y bh !/ /9y 2hw[HE
need to follow.

T NO ACCESS IRAN AND NO ACCESS VOA PERSIAN
VOA Persiagannot use Reuters videastories shot in and sent from lralor stories about Iran
filmed in othercountries ThisincludeALLOA RS2 2F LN} ysX S@Sy 6KSYy (K¢
on the script and includes video previously received that we have in the Video Library and the
VOA Persiawmideo server.
NOTE: The stories restrictedttte Persian Serviggan be usedythe News Center and the other
Language Services

1 OTHER RESTRICTIONS
VOAcanuse stories that have restrictions to other geographic regions. For example, stories with
No Access Russia or No Access Indonesia can be used biashgsageServices as well asy all
other VOALanguage &vices.

However, norregional restrictionssuch as No Access Internet, must be followed. Sometimes
permission will be granted; ithbse cases, please contabhe CORo gain clearance.
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T NO ARCHIVE
Reuters videos marked as No Archive can remain on digital platforms indefinitely.
0 The exception is videos marked with an expiration date, such as Oscars, Emmys,
Grammys Olympics, World Cupetc.
If there is an expiration date, then the video must leenoved from all websites and social
media platforms on or before that datdt is the responsibility of the News Center and
Language=ervices to keep track of expiration dates and removal of video.

If a video marked as No Archive cannot be foundReniters Connecthat means they do not
have the rights to archive the video.

THE RESTRICTIONS OF OUR VIDEO PROVIDERS
CAN CHANGE AT ANY TIME

IF YOU HAVE ANY QUESTIONS, PLEASE CONMECIR.
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NEWSAGENCMDsS & THEDOT

Incoming videdrom AFP, AP and Reuteare stamped with the ID of each news ageras/the video is
recorded inGalaxy ABC NewsOneédeo is stamped with th®ot.

All video downloaded from the ABC NewsOne, AFP Forum, AP Newsroom and Reuters Connect websites
must have the proper ID added to the video before broadcast or publicatiorOohwebsites and social
media pages.

THE IDs AND THE DOT INDICATE THAT THE STAMPED MATERIAL

CANNOT BE SHARED WITH OR USED BY@RDOMESTIC
CLIENTS OR REQUHSY.

The IDs and the Dot appear in tbPER LEBTthe frameAND CANNOT BE OBSCURED

1 IFYOU USE NEWS AGENCY VIDEO IN A PACKAGE, PROGRAM OR SOCIA
MEDIA POST, PLEASE MAKE SURE THE AGENCY ID OR THE DOT IS ALWA
VISIBLE.

1 THIS IS THE ONLY WAY WE CAN GUARANTEE THXOAUNEO WILL
BE PROPERLY NOTED AND AVAILABLE FOR EASY REFERENCE IN TI
FUTURE.

1 IFYOU INSH THE WRONG AGENCY ID YOU CANNGBERET ANOTHER
ID. YOU WILL HAVE TO START THE PROCESS AGAIN.
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This is how the agency IDs and the dot appeainooming feeds:

REUTERS

1 ABC, AFP, ARND REUTERS VIDEOS IN THE VOA LIBRARY PRIOR TO JULY 3.
2013 DO NOT HAVE THE AGENCY IDS OR THE DOT EMBEDDED IN THE
VIDEO. THEREFORE, ALL ABC, AFP, AP OR REUTERS LIBRFARYR/IDEO
TO 7/13/13 MUST HAVE THE PROPER ID OR DOT ADDED TO THE VIDEO.

1 ITIS THE RESPONSIBILITY OF THE REPORTER, PRODUCER AND/OR VIDEC(
EDITOR TO ENSURE THAT THE PROPER AGENCY ID OR DOT IS ADDED TC
THE EDITED VIDEO.

1 EXISTING FILE VIDEO THAT ALREADVHEASOT DOES NEED TO BE RE
STAMPED WITH AN AGENCY ID.
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THE DOMUSTBE ADDED TO CLIPS PRIOR TO 7/3/13 FROM THESE SOURCES
IRINN

Journal of American Medicine (JAMA)

NewsMarket

UNIFEEDS (Unité&thtions video)

Other Acquired Material:

-From VOA Acquisitions Branch

-Obtained by VOA Reporters

-Obtained from a Third Party

= =4 =4 -8 =9

THESE SOURCES PRIOR TO 7/BM3NOTREQUIRE THE DOT OR OTHER ID
VOA Original Footage

House Recording Studjtncluding hearings and news conferences)

NASA

Pentagon

Senate Recording Studio (Including hearings and news conferences)

State Department

White House

=4 =4 =4 -8 -8 -4 -9
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ADDING ANAGENCYD/DOTIN PREMIERIPRO

In order toaddthe news agency IDs or the Diotyourvideoin Premiere, you will first need to import the
graphic files.
They are located atlvoa creativeHOUSE DISTRIBUTV@®A Brand ToolkiVOA DOT for FEEDS

{

Eavorites MNarme - Kimd Size
I; Macintosh HD AFF“.png PMNG il“'!EgE 28 KB
= - AP.png PMNG image 27 KB
=| Recents
= REUTERS.png PNG image 29 KB
% iCloud Drive VOA DOT in HD.png PNG image 8.3 MB

42 Applications
[ Desktop
@ Documents

0 Downloads
B HOUSE DISTRIBUTION » VOA Brand Toolkit » WOA DOT for FEEDS

e

Import the needed files into Premiere and drag them to a vittack above your footage. The graphic
files will automatically key themselves over the video with their built in alpha channels.

# AFP.png

B AFP Video
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Use theVOA DOT in Hpng file forABC News video:

A\
)

—

.
it
1

-
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ADDINGAN AGENCYD/DOTIN GALAXY

THE DROP FOLDER PROCESS WILL REPLACE THE ORIGINAL VIDEO
|IT CANNOT BE UNDONE
BE SURE THE VIDEO IS LINKED TO THE CORRECXT FOLDER

Go to the IConversions stfblder in the main CATEGORIES folder:

Locate the footage irGalaxythat needs the bug.Left mouse click, hold and drag the video to the
appropriate folder, and release the mouse button. Chobigd
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