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Overview 
 
As staff members of the Matador Journalism department students will hold themselves to the 
highest ethical standards in the reporting of both campus and community news. 
Publications/media will act not only as a source of information, opinion and entertainment, but 
as an open forum for student expression.  
 
Matador Journalism will not publish or broadcast libelous or obscene material, and will strive 
to present news in an objective manner, while being compelling in their editorial work. The 
department will utilize the NSPCA Code of Ethics to guide them in this endeavour. 
 
Student staff members are the decision makers and will make choices in regards to what 
content the department covers on each of the respective publications. Final decisions 
involving content produced by the Matador Journalism department shall be made by the staff 
and the adviser. 
 
The Matador Journalism department is advised by Lizz Pumphrey. Pumphrey maintains the 
department Facebook, Instagram, YouTube, Vimeo and Twitter accounts allowing limited 
student access to social media. Pumphrey also oversees management of 
matadorjournalism.com, and cricketchirpsnews.com, which is maintained by the students of 
D106.  
 
This guide will serve as a reference for the student journalists of the Matador Journalism 
Department, and will outline all staff and department policies. 
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The Matador Yearbook 
 
The Matador Yearbook will be produced by the yearbook staff. The book will be produced using Adobe InDesign 
as it is the industry standard for print publication. 
 
Yearbook students will rarely be asked to leave non-journalism classes to perform tasks for the book, but in the 
event that they are, Mrs. Pumphrey will provide a signed note explaining their purpose. Additionally, students 
traveling during class for Yearbook work will have Journalism passes so that teachers and administrators know 
we are on official duty. 
 
We will also be taking over management of Signature Magazine this year, in cooperation with the Principles 
classes who may provide addition work on the publication, and will apply the policies of the Matador Journalism 
department to its production. 
 
2016-17 Price Schedule 
 

● August 2-3: $65 Registration Sale 
○ Registration Pricing ONLY 

● August 4-Spring Break: $75 
○ Price good through beginning of Spring Break 

● Spring Break-End of Year: $85 
○ Until the end or year, or until books sell out 
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Matador Yearbook Editorial Policy 

 
The Matador is a student publication of our High School created by students, and we are not professionals. We 

attempt to provide an overview of the activities and student life of Seguin High School as well as a school photo 

for each student and faculty member. In doing so, we may make errors in the reporting of these activities and 

names. For all errors, we apologize. When errors are found prior to publication, they are corrected. 

  

The Matador staff has adopted the following editorial/publishing  policy: 

 

● The staff of the Yearbook retains the right to choose content and to determine the priority of stories for 

its readers. Final decisions involving all written and pictorial content of the yearbook shall be made by 

the staff and adviser. 

● The Matador may be presented in a traditional or chronological book format to be determined by the 

staff.  

● The Matador will strive to present to cover as much of the student body as possible, giving coverage to 

as many clubs and organizations as possible.  

● The Matador will not discriminate against members of any group, be it minority or otherwise, in the 

amount of coverage, staff representation or any other manner. 

●  The Matador will not cover student deaths in the yearbook regardless of cause of death, or time of 

death. If the parents, friends or family wish to purchase a student ad to commemorate their student, this 

will be allowed. 

● The Matador will not cover student deaths in the yearbook regardless of cause of death, or time of 

death. If the parents, friends or family wish to purchase a student ad to commemorate their student, this 

will be allowed. 

● If your student picture does not appear in the book, no refunds will be issued. 

● If your name is misspelled in the yearbook, please accept our apologies, however, no refunds or 

discounts will be provided. 

● The Matador will provide students an opportunity to proof their own names prior to publication by 

making proofs available to the student body outside of the Journalism room. 

● If the book is damaged in any way, a new book will be issued if there is no writing or markings of any 

kind in or on the book. 

● Student Ads: If a student's name is misspelled or there are any other discrepancies, there will be no 

refunds or discounts. All advertisers will receive a proof to approve content prior to publishing. 

● The yearbook staff is not responsible for lost or stolen books. We will not refund any money or issue a 

new book in this matter. 
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Cricket Chirps 
 
We are the oldest student publication in the state of Texas! Cricket Chirps is released in print roughly once a 
month or once every six weeks. We print through the Seguin Gazette, and also publish content online at 
www.cricketchirpsnews.com in the Cricket Chirps section of the site. Students hold monthly staff meetings to 
determine content for each issue, and we tend to prefer a more traditional style of paper design rather than the 
new magazine style many student papers are going with. Each paper has the following sections: front page, 
news, features, editorial, lifestyle, and the package. Adobe InDesign is used to create all design layouts. 
 
 

 

Cricket Chirps Editorial Policy 

 

The Cricket Chirps is published by the newspaper staff of Seguin High School and serves as a medium for 

communicating with its readers. It exists to inform readers about school, national and world events, the 

community, to entertain, and to function as an open forum for student expression. 

  

The Cricket Chirps staff has adopted the following editorial policy: 

  

● Libelous and obscene material, profane or purposely disruptive statements will not appear in the 

Cricket Chirps. 

  

● The Cricket Chirps will strive to present the news in an objective manner. As much as possible, the 

writers will research views, policies or actions that are being reported so those involved may express 

their opinion in an article. The Cricket Chirps will attempt to use fairness, impartiality, accuracy, 

truthfulness and responsibility in presenting ideas to its readers. 

  

● The Cricket Chirps will make clear distinction between factual and opinionated content. If opinion 

pieces appear, they will be labeled as such. 

  

● Advertising which endorses alcohol, cigarettes or any other substance that is not legally available to 

teenagers will not appear in the Cricket Chirps. Political endorsements will not appear either. 

  

● Any reader with a grievance after the Cricket Chirps has been published may request a meeting with 

the editors and adviser.  

  

● The Cricket Chirps will not discriminate against members of any group, be it minority or otherwise, in 

the amount of coverage, staff representation or any other manner. 
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MatCast  
 
MatCast is a news and entertainment broadcast brought to students and the community each Friday via our 
YouTube channel. Each month we will produce a 7-14 minute show available for viewing during advisory period. 
The show consists of a mixture of news, feature, and entertainment packages. We will also produce additional 
stand alone stories in a variety of styles and may include short films and documentaries. All stories  will be 
produced using Adobe Premiere and Audition. Shows will be filmed using Canon DSLRs. 
  
We have a staff meeting, and each Wednesday we stay at school late for Production night in order to finish 
packages for our Friday air date. 
 
In addition to our Friday shows we provide the campus with daily announcements via the PA system, and hope 
to do a live broadcast once a week via our Facebook page. 
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Journalism Contract 2018-2019 
 
I understand that I am an integral part of a team responsible for fair, balanced, unbiased and accurate reporting 
of news events pertaining to, but not limited to, Seguin High School. I consent to be truthful, and fair in all my 
work because a journalist’s job is to “be fair and get it right.” 
 
I acknowledge that my success in this class is solely my responsibility, and that advanced journalism is about 
more than just grades - it’s about real deadlines with repercussions should I fail to meet my dates. I understand 
that if I miss deadlines not only will my grades suffer, but I may cost the department money, cause our products 
not to be printed, or cause an episode not to air. I agree to do all in my power to avoid any of these situations as 
they are unacceptable.  
 
I understand that I may be placed on probationary status or removed from the staff, and class, at the adviser’s 
discretion should I fail to meet these requirements, fail follow the rules outlined in our Journalism Handbook, or 
should my performance, attitude, work ethic etc. threaten the productivity of our class.  
 
I realize that there will be times when I must complete work on my own time outside of class, and that there may 
be required staff work times when I am required to stay after school. I will put these things first when I have a 
deadline, and not make excuses because I know what is expected of me. I understand that deadlines do not 
change just because I miss school and I will do all in my power to make sure things are getting done even if I am 
not present. 
 
I understand the importance of presenting myself in a manner that will reflect well on the school, my staff, and 
my department, both online and in public, and will strive to always be a positive reflection of Matador Journalism.  
 
If I feel I am unable to successfully comply with the terms of this contract, I may resign from my staff at any time. 
If I choose to resign from the staff, I will do so in writing.  
 
 
__________________________________________  
                             Student  Name Printed   
 
 
__________________________________________           ________________ 
                             Signature     Date 
 
 
__________________________________________  
                             Parent Name Printed    
 
 
__________________________________________            ________________ 
                             Parent Signature    Date 
 

 
 
 

10 



Matador Journalism Equipment Agreement 
Students: 
 
You have been selected to join the Matador Journalism Department. You will be using computers, 
DSLR cameras, and lenses in this program. However, using and checking out this equipment entails a 
great deal of responsibility.  
 
By signing below you acknowledge that you are fully responsible for the equipment checked out under 
your name. If anything happens to the equipment, you understand that you are expected to cover the 
cost of repairing or replacing any equipment that may become damaged or lost under your care. You 
also acknowledge that non-journalism students may not handle, or otherwise use any equipment that 
is Seguin ISD property including, but not limited to, cameras, lenses, laptops, and other equipment. 
 
 
_____________________________________           ___________________________ 

Printed Name      ID# 
 
 

_____________________________________           ___________________________ 
        Student Signature     Date 

 
 
 
Parents: 
 
By signing below, you grant your child permission to participate in using cameras, lenses, and 
computers as part of a Matador Journalism class. By agreeing, you release the district, its operator 
and any institution with which they are affiliated from any and all claims and damages of any nature 
arising from your child’s use of, or inability to use the equipment system including without limitation, 
the type of damage identified in the district’s policy and administrative regulation. You understand that 
your child is responsible for any loss or damage to equipment check out to them, and that should loss 
or damage occur, you and your student are responsible for the cost of repairing or replacing the 
equipment.  
 
 
_____________________________________  
 Printed Name   
 
 
_____________________________________           ___________________________ 

  Signature      Date 
 
 
 
 
 

11 



Matador Journalism Code of Conduct 
 
Pursuant to the Matador Journalism staff member contracts, all students will be held to a high 
performance standard in addition to the highest of moral and ethical standards in their work 
and behavior as a Seguin High School Journalist, student and community member. 
 
Plagiarism, fabrication of quotes or other unethical behavior will not be tolerated. This applies 
to behavior outside of class as well. Any staff member found to be participating in practices 
which would harm the journalistic integrity, or the reputation of the department, will be 
removed from the staff and class immediately, at the teacher’s discretion. Behaviors which fit 
this description can include, but are not limited to: stealing, underage drinking, using illegal 
substances, or any other unlawful behavior. 
 
All students should make every possible effort to keep all of their grades passing, and be 
present at school. No student who is failing a core subject may leave any non-journalism 
classes at any time to work on journalism assignments. While journalism work is a priority, so 
too is all school work. If a student is failing a core subject they will go to tutoring to get their 
grade up. Any student leaving a class to come to journalism must bring a note from that 
teacher - no exceptions. 
 
Students in the Matador Journalism department realize that the work they produce is not just 
for a grade, but is an actual product that people may be paying for, especially in the case of 
yearbook. As such, they will behave professionally by being a productive staff member. This 
includes covering all assignments, meeting all deadlines and upholding the high standard of 
quality set by all the students in the department.  
 
Students who fail to meet these qualifications will receive a written warning, and understand 
that there is a three strike policy in place. Earning a third strike may result in dismissal from 
the class at the adviser’s discretion. As a member of the staff students realize this is like a 
real job, and it will be treated as such by all staff members and the adviser. Students should 
demonstrate maturity and excellent work ethic at all times. 
 
Student journalists in leadership positions will be held to the highest of standards including all 
of the elements mentioned above. Additionally, they will act as a leader in the classroom 
setting an example for their fellow staffers. Students understand that the teacher’s role in a 
media classroom is to act as an adviser, and that students manage the publications. As such 
all leaders must be organized, proactive, and will be in charge. 
 
Any leader may be removed from their role at any time at the adviser’s discretion. Reasons 
for demotion include, but are not limited to: failure to successfully lead the staff, incomplete or 
subpar work, missing deadlines, lack of integrity or failing to cover an assigned event.  
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Journalists will carry a Journalism pass whenever they are on assignment and will do all 
within their power to avoid pulling a student or teacher from class for an interview. They will 
make every effort to schedule interviews at a time when it does not interfere will school, 
specifically core classes. Due to the nature of journalism, however, this is sometimes 
unavoidable. In the event that a journalist must speak to a student during class they will ask 
the teacher’s permission and then be timely, completing their interview in a quick and 
professional manner.  
 
A journalist will never pull a friend from class to socialize. Being caught doing so will result in 
a strike write-up.  
 
Journalism students will have access to, and be using equipment that ranges in cost from 
$400 to $6000. Students are solely responsible for their use of this equipment, and may be 
held responsible for any damages or losses of said equipment. Additionally, students may not 
under any circumstances allow a non-journalism student to handle, or otherwise use 
equipment. Doing so is a violation of the class code of conduct, and the technology 
agreement, and may result in removal from the class.  
 
Finally, journalists will be in dress code any time they are on camera and whenever they 
cover an event for the school. Broadcast students will appear neat and tidy when doing a 
standup, or anchoring as they are a representative of the department. A MatCast student who 
is not in dress code may not be on camera. If a staffer fails to complete their part of an 
assignment due to a dress code conflict it will affect their grade.  
 
When covering events reporters and photographers will have their press passes and their 
Matador Journalism shirt to help others identify them. When in public, they will act as an 
ambassador for not only our department, but the school and are expected to behave 
accordingly. Press passes will be used for official use only, and are not to be abused. If a 
student uses a press pass to gain access to an event, they must cover that event. 
Additionally, press passes may not be used to gain friends entry to events. The same applies 
to journalism shirts. Students may not give a friend a spare shirt to gain entry to an event. 
Students found to be in violation of the press pass/shirt rule may be subject to a strike, and 
may lose their press pass privileges.  
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NSPCA Code of Ethics  
for High School Journalists 
 
1 Be Responsible.  

(1.1) Understand that student journalists are custodians, not owners, of their news 
medium, and they have an inherent obligation in decision-making to consider the heritage of 
their news medium, the values of the school community, the tenets of the school mission, the 
pedagogic concerns of school officials, and the wants and best interests of readers/listeners/ 
viewers.  

(1.2) Keep yourself, the reporter, out of print. It’s not about you; it’s about the 
readers/listeners/viewers you serve. For the most part, student reporters and editors should 
not appear in the media they represent unless they are legitimate newsmakers. In those 
cases, the particular student journalists should have no influence on the coverage, and any 
conflict of interest should be disclosed.  

(1.3) Strive for substantive stories that produce insight, generate accountability and 
inspire reader interest and engagement. Do not yield to those who would suppress such 
insight or resist accountability.  

(1.4) Remember that protections of the First Amendment were created to serve not the 
press but rather the people, and as a journalist guard the people’s interests above all others.  

(1.5) Know the legal rights of student journalists and balance those rights with ethical 
responsibilities. Having the right to say something doesn’t make it right to say it. 

(1.6) Defend relentlessly the First Amendment rights of students. Protect relentlessly 
media advisers from recriminations brought about by their advocacy of student rights.  

(1.7) Demonstrate credibility and exemplify trustworthiness, reliability, dependability 
and integrity in and beyond journalism work. Your personal attributes affect the integrity of the 
news medium you work for.  

(1.8) Be careful in covering stories about wrongdoing not to perpetuate misdeeds. 
Printing a photograph of malicious graffiti expands the vandal’s canvas.  

(1.9) Do not allow vulgar or profane language to overshadow the essence of a story. If 
used, have compelling purpose and rationale to justify the audience’s need to read/hear 
vulgar or profane words. Consider alternatives to using profanity. For example, words may be 
partially obscured or bleeped. Do not use profanity in opinion articles, such as editorials, 
columns and letters to the editor.  

(1.10) Maintain a commendable work ethic—pursuing excellence, taking initiative, 
keeping to task, meeting deadlines and taking care of the workplace and equipment. Inspire 
fellow staff members to do the same.  

(1.11) Cultivate respect for your adviser, fellow staffers, school officials and others. 
Nurture an effective working relationship within the staff. Keep emotions in check. Support 
team effort in gathering and reporting news. Be loyal in protecting the best interests of your 
news medium.  
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(1.12) Know when to show restraint in pursuing stories. For example, a spontaneous 
demonstration in the cafeteria by three students protesting the inschool suspension of a 
friend may receive notoriety, but its news value likely is insignificant. Furthermore, coverage 
of the incident may bolster the participants and embolden others to disrupt the cafeteria too.  

(1.13) Exemplify effective leadership through the power of performance rather than the 
power of position. Express genuine interest in every staff member. Be sensitive to other 
points of view. Inspire teamwork and intrinsic motivation. Prioritize mentoring over clout. 

 
2 Be Fair.  
(2.1) Begin the search for truth with a neutral mind. Do not prejudge issues or events; 

wait until the facts and perspectives have been gathered and weighed. Discover truth without 
letting personal biases get in the way. Teach people to live by truth by presenting information 
objectively in a context that reveals relevance and significance.  

(2.2) Explore controversial issues dispassionately and impartially. Don’t go into a story 
with a personal agenda.  

(2.3) Justify coverage decisions by showing newsworthiness of story. Do not use your 
position with the paper to inflate your ego, favor friends, or advance other personal agendas 
that are self serving. If you profile an “athlete of the week,” be ready to show the criteria and 
objective process for selection. If you are a yearbook staffer, avoid a conflict of interest by 
working on spreads where you are not tempted to choose photos of yourself or of your 
friends for publication.  

(2.4) Pursue a panoramic vision of issues and events to achieve balance and fairness. 
You may not know what the story really is until the story unfolds as you research it and talk 
with sources.  

(2.5) Welcome diverse perspectives and particularly rebuttals to editorial positions.  
(2.6) Refrain from “getting in the last word” by attaching an editor’s note to a letter to 

the editor. In rare circumstances, a clarification note may be justified.  
(2.7) Take initiative to give subjects of allegations an opportunity to respond in a timely 

manner. Make a serious effort to contact those subjects before going with a story in order to 
allow a response.  

(2.8) Label or otherwise clearly identify editorials, opinion columns and personal or 
institutional perspectives.  

(2.9) Disclose any potential conflict of interest by a journalist or news medium. For 
example, conflicts of interests could involve personal relationships with news subjects or 
sources, associations with organizations, gifts and “perks” and vested interests in issues or 
events.  

(2.10) Appreciate the fact that at any given time a reporter sees only a part of what can 
be seen. Don’t jump to conclusions. 

 
3 Be Honest.  
(3.1) Do not plagiarize. Plagiarism is defined as the word-for-word duplication of 

another person’s writing or close summarization of the work of another source without giving 
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the source credit. A comparable prohibition applies to the use of graphics. Information 
obtained from a published work must be independently verified before it can be reported as a 
new, original story. This policy also forbids lifting verbatim paragraphs from a wire service 
without attribution or pointing out that wire stories were used in compiling the story. Material 
that is published on the Internet should be treated in the same way as if it were published in 
more traditional broadcast media. Because plagiarism can significantly undermine the public 
trust of journalists and journalism, editors should be prepared to consider severe penalties for 
documented cases of plagiarism, including suspension or dismissal from the staff. Plagiarism 
is not only unethical, it is illegal if the material is copyright protected.  

(3.2) Do not fabricate any aspect journalism work without full disclosure. The use of 
composite characters or imaginary situations or characters will not be allowed in news or 
feature stories. A columnist may, occasionally, use such an approach in developing a piece, 
but it must be clear to the reader that the person or situation is fictional and that the column is 
commentary and not reporting. The growth of narrative story development (storytelling 
devices) means that reporters and editors should be especially careful to not mix fact and 
fiction, and not embellish fact with fictional details, regardless of their significance.  

(3.3) Identify yourself as a reporter and do not misrepresent yourself while engaged in 
news media tasks. For example, a source deserves to know if he is engaged in casual 
conversation with a student or more guarded conversation with a reporter. For another 
example, don’t misrepresent yourself by pretending to conduct an official survey for the 
school when in fact you are conducting it for the student newspaper.  

(3.4) Do not tolerate dishonesty of any staff member. One dishonest act of an 
individual can profoundly damage the reputation of a whole news organization. Be completely 
honest in reporting. Remember, half-truths can be just as egregious as outright lies.  

(3.5) Stand by promises, including protecting the identity of confidential sources. 
Consider sources’ motives before promising anonymity. Verify information given by an 
anonymous source. Be cautious in making promises; consult editors; take time to consider 
ramifications of promises; don’t be pressured.  

(3.6) Be guarded about the credibility of sources, and confirm questionable assertions. 
Do not be misled by insincere or unreliable sources. Try not to make reader guess whether a 
source is sincere. For example, an untruthful or embellished Q&A response can taint belief in 
the sincerity of other contributors as well.  

(3.7) Be cautious of using satire. Because it involves irony and sarcasm, it is often 
misunderstood. Because it usually involves ridicule, it could be carried to an inappropriate 
level in a school setting. Because special April Fool’s Day editions can damage a paper’s 
integrity and credibility, and because they can pose a libel risk, they are strongly discouraged.  

(3.8) Do not electronically alter the content of news and feature photos in any way that 
affects the truthfulness of the subject and context of the subject or scene. Technical 
enhancements, such as contrast and exposure adjustments, are allowed so long as they do 
not create a false impression. Photo content may be altered for creative purposes as a 
special effect for a feature story if the caption or credit line includes that fact and if an 
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average reader would not mistake the photo for reality. Strive to record original action in 
photos, and make sure readers are aware if a photo is set up or posed.  

(3.9) If using a recording device, get interviewee’s permission or make it obvious with 
the placement of the device that you intend to record. Know state laws regarding the legality 
of secretly recording private conversation.  

(3.10) Do not be cavalier about truth. Truth breeds trust — an essential component of 
free and responsible media.  

(3.11) Know “journalistic truth” must be accurate, should promote understanding and 
should be fair and balanced. 

 
4 Be Accurate.  
(4.1) Remember that accuracy is often more than just a question of getting the facts 

right. Accuracy also requires putting the facts together in a context that is relevant and 
reveals the truth.  

(4.2) Be a first-hand witness whenever you can. Gather raw facts. News releases, 
press conferences, official statements and the like are no substitute for firsthand accounts 
and original investigation.  

(4.3) Review story to make sure information is presented completely and in proper 
context that will not mislead the news consumer.  

(4.4) Know your subject’s history to help measure his credibility as a source. If the 
subject has a reputation for embellishing information, make sure to verify information with 
another source.  

(4.5) Be willing to read back quotes to check for accuracy. Sometimes a source may 
not be saying what he really means.  

(4.6) Record accurate minutes of student media staff meetings that involve policy 
decisions and other actions that will have a lasting effect. 

(4.7) Verify questionnaires answered by sources. Make sure no one posed as another 
person. Check comments for sincerity and accuracy.  

(4.8) Tell not only what you know but also what you do not know. Invite a source or 
news consumer to fill you in on something he knows but you don’t.  

(4.9) Engage in fact-checking every story. Train copyreaders to spot red flags and to 
verify questionable information.  

(4.10) Be cautious about information received via the Internet. Not all sources are 
consistently credible, including sites such as Wikipedia, YouTube, blogs, and Facebook. 
Verify questionable information by consulting other sources. 

 
5 Be Independent.  
(5.1) Recognize inherent differences between the professional news media and the 

student news media, and understand that the latter will always be subject to some oversight 
by school administrators. Show administrators how it is in their best interests and the school 
community’s best interests to recognize student independence, within the parameters of law, 
in controlling the content of their news medium.  
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(5.2) Work to have your student news medium recognized as a public forum, which will 
provide greater independence in controlling editorial content.  

(5.3) Resist prior review as a practice of administrative oversight in favor of less 
intrusive and more effective oversight strategies. Prior review dilutes student responsibility 
and puts more responsibility in the hands of administrators. Should the journalism experience 
teach responsibility or obedience?  

(5.4) Hold no obligation to news sources and newsmakers. Journalists and news 
media should avoid even the appearance of conflict of interest.  

(5.5) Accept no gifts, favors or things of value that could compromise journalistic 
independence, journalistic ethics or objectivity in the reporting task at hand. For example, a 
reporter covering a Spanish Club buffet event should not put his or her note pad and camera 
down to partake in the event.  

(5.6) Declare any personal or unavoidable conflict of interest, perceived or certain, in 
covering stories or participating in editorial or policy decisions.  

(5.7) Learn state laws regarding freedom of information, open meetings and shield 
laws. News media serve an essential function as a watchdog of government, and student 
journalists should not be asked to engage in any activity that is the responsibility of outside 
agencies, such as law enforcement, school administration and government. Cooperation or 
involvement in the work of these agencies should be restricted to what is required by law. 
Legal agencies, such as the Student Press Law Center in Virginia, may be contacted for 
advice.  

(5.8) Avoid working for competing news media or for people, groups or organizations 
that the journalist covers.  

(5.9) Show courage and perseverance in holding school officials and other 
decision-makers accountable when student control of student news media is threatened. 
Remember, students who produce non-public forum news media still have some rights 
regarding content decisions.  

(5.10) Give no favored news treatment to advertisers or special interest groups.  
(5.11) Guard against participating in any school organizations or activities that would 

significantly create a conflict of interest. Journalists particularly should avoid holding office in 
student government, or they should be prepared to recuse themselves in either journalism or 
government forums when decision-making could pose a conflict of interest.  

(5.12) Do not use a byline for editorials that represent the opinions of the news 
medium.  

 
6 Minimize Harm.  
(6.1) Look beyond the likely impacts of each story, keeping alert to identify and 

respond to any unintended or undesirable consequences the story may hold in the shadows. 
Identify options for dealing with undesirable consequences. Determine if full disclosure of 
information may jeopardize student welfare unnecessarily; if so, decide what can be held 
back without jeopardizing the public’s right to know.  
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(6.2) Report immediately to school authorities any person who threatens the safety of 
himself or others.  

(6.3) Choose an option less offensive than self-censorship when it is prudent to do so. 
For example, the son of a secretary accused of embezzling from the student activity fund 
may be in distress when learning the student paper will cover the story. Tapping the school 
counselor rather than engaging in self-censorship is a better remedy to help the son deal with 
his fear of humiliation.  

(6.4) Do not put student reporters in legal jeopardy or physical danger. Undercover 
stories may be unethical and may pose significant risks. Student journalists must obey the 
law. For example, a minor student who illegally purchases liquor to show readers/ listeners 
which stores violate the law also incriminates himself. Covering gang issues and other 
volatile topics require close faculty supervision and safeguards to protect student welfare.  

(6.5) Be especially sensitive to the maturity and vulnerability of young people when 
gathering and reporting information. Take particular care to protect young sources from their 
own poor judgment when their comments can put themselves and others in jeopardy.  

(6.6) Do not allow sources to use a news medium in malicious ways or ways that serve 
self-interest above the best interests of news consumers. Be on constant guard to spot 
clandestine efforts publish inappropriate messages.  

(6.7) Show respect and compassion for students who may be affected detrimentally by 
news coverage. (6.8) Be sensitive when covering stories involving people in distress, and 
reject unreasonable intrusion by student media in their lives.  

(6.9) Balance the public’s right to be informed with an individual’s right to be let alone.  
(6.10) Understand and respect the different privacy expectations for private citizens, 

public figures and public officials when covering issues and events.  
(6.11) Be cautious about identifying students accused of criminal acts or disciplinary 

infractions. Avoid naming minors. (Check local jurisdiction for legal definition of a minor.) If a 
student is legally an adult, be ready to show a compelling reason for identifying the name. 
Relevancy and news value can constitute a compelling reason. For example, if an 
18-year-old student were suspended from school for attending the homecoming dance drunk, 
the name likely would not be used in a news story. However, if the student is the 
homecoming king, the news element of prominence may justify using the name. The names 
of some crime victims, especially victims of sex crimes, should be protected from disclosure 
when prudent. Do not implicate by association. For example, do not say “a school secretary 
was arrested and charged with ….” The reader could suspect any school secretary. 

 
7 Be Accountable.  
(7.1) Admit mistakes and publicize prompt corrections.  
(7.2) Expose unethical practices of student journalists and student news media, and 

make remedies.  
(7.3) Use press passes for admission or special privileges only in the capacity of a 

working journalist.  
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(7.4) Provide news media consumers with opportunities to evaluate student news 
media.  

(7.5) Be friendly and sincere in welcoming criticism and weighing grievances from 
news consumers.  

(7.6) Have dialogue with student media overseers, and be prepared to justify 
decisions, policies and actions.  

(7.7) Keep notes and recordings of interviews for an indefinite time as evidence of 
responsible reporting.  

(7.8) Hold school administrators and other student media overseers accountable for 
their actions and decisions just as they hold student journalists and student media 
accountable for their actions and decisions.  

(7.9) Use the power of student media judiciously, and be prepared to provide rationale 
for any decisions or actions taken by news staffs.  

(7.10) Use anonymous sources only if there is a compelling reason and only if the 
information given can be verified through another, known source. When sources are not 
given, people may question the credibility not only of the source but also of the news 
medium. 
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Staff Selection Policy 
 
All new staff members will be subjected to an application and interview process. Students are 
expected to provide a completed staff application in addition to providing any portfolio or 
sample work which may help the adviser in the staff selection process. Recommendation 
letters are required. 
 
New staff members will be vetted and selected by the adviser.  
 
In order to be an eligible journalism staff candidate students must have either the prerequisite 
introductory journalism class credit, or be able to provide substantial portfolio evidence that 
they possess the skills necessary to be a successful staff member. For example: a student 
who has not taken Principles of Media: Journalism, but can provide a photography portfolio 
and knowledge of advanced photography skill may be eligible to apply. The same applies for 
a newspaper applicant who lacks the required credit, but can provide writing samples proving 
their writing capabilities.  
 
Completion of an introductory journalism class does not guarantee a student a spot in an 
advanced class.  
 
All Principles of Media Journalism (PMJ) students must apply and be accepted to become an 
advanced staffer. If a student has taken PMJ, they must have earned the credit by passing 
the class with an 80 or higher to be eligible. In some instances a PMJ students may be 
transferred into an advanced journalism class at the teacher’s discretion. 
 
A rubric will be used to evaluate candidates for Yearbook, Newspaper, and MatCast. Final 
selection will be made by the adviser as the adviser knows what skills are needed to build a 
complete staff capable of success in the rigorous work environment demanded by Matador 
Journalism.  
 
Students may be on more than one staff, but may only hold a leadership position in one. A 
leadership position is defined as: Any Editor, Producer, Director, Lead or Manager. 
 
Staff size may vary from year to year depending on needs as determined by the adviser. 
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Interview Rubric 
 
Students applying for a journalism staff will be evaluated in the following areas on their 
interview rubric.  
 

● Character 
● Knowledge in focal area 
● Reliability 
● Portfolio quality 
● Demonstration of skills  

○ I.e. tech talk, demonstrating camera use or presenting an anchor standup 
● Grades 
● Professionality 
● Application responses 
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Journalism Application 

Applicants should provide at least two letters of recommendation, one of which must be a teacher.  
Additional teacher evaluations may be gathered by the Journalism Adviser and will be private. 

 
 
Name:__________________________ 
 
Grade:_________________ 
 
What staff are you interested in and why? 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
What experience do you have that you feel prepares you to be part of the staff? 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
Please list any notable skills and talents you may possess that could be useful? 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
Are you willing to dedicate time outside of class to journalism?  
 
__________________________________________________________________________ 
 
 
What extra curricular activities are you involved in? 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
 
__________________________________________________________________________ 
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Journalism Acknowledgement of Responsibilities 
 
I understand that if selected to join the Journalism Department staff that I will be a representative of 
Matador Journalism and SHS wherever I go. I realize that the work I produce is a professional product 
that students and parents may pay for and that I must be willing to act in a professional manner both 
as a staff member, and in the quality of product I produce. 
 
I acknowledge that as a journalist I will be required to put time in outside of our class period and after 
school. I realize this is an unavoidable part of being part of the journalism department as we must 
document the entire rest of the student body, and other events and extra curriculars happen on their 
schedule, not my own. 
 
 
If you agree with all of these statements then please sign and date below. 
 
 
 
__________________________________________ 
Student Name Printed 
 
 
__________________________________________                  _________________ 
Student Signature                                                                                       Date 
 
 
__________________________________________                  _________________ 
Parent Signature                                                                                         Date 
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Leadership Selection Policy 
 

Leadership positions consist of the following, but may change according to the needs of the 
staff each year: 
 
Yearbook: Editor in Chief, Executive Editor, Assistant Editor, Copy Editor, Photo Editor, Lead Photographer, 
Business Manager, Sports Manager 
Newspaper: Editor in Chief, Executive Editor, Design Editor, News Editor, Features Editor, Opinions  
       Editor, Sports Editor, Lifestyle Editor, Business Manager 
MatCast: Producer, Director,  
 

Students applying for a leadership role in journalism must exhibit the skills necessary to not 
only guide the staff, but also teach new members. Missed deadlines and failure to complete 
assignments, and repeat absences will be taken into consideration as these cannot be tolerated in a 
leader. Additionally, these students must maintain a 90+ average in their journalism class, and should 
be passing all classes at all times as they will be effectively running the class.  

If selected to an Editor-in-Chief position, or Producer, students should be able to dedicate 2 
class periods to journalism. Additionally, this will be expected to be their first priority regardless of 
what other extracurriculars they participate in.  

Students must complete a letter of interest explaining why they want the job in addition to 
acquiring letters of recommendation.  

Students applying for the positions: Editor-in-Chief and Producer should posses a minimum of 
2 years of staff experience to be considered eligible for the position. In the event that no candidate is 
qualified, the Adviser will be responsible for determining how to proceed.  

A three part evaluation system will be used to determine leaders. Staff, Teacher, and a panel 
may evaluate applicants on a point based rubric system. See the rubric breakdowns on the next page. 
Applicants with the highest points will be offered positions.  

There may be instances wherein a panel will not be needed. For example if there is only one 
candidate, or if the candidates are both acceptable according to the adviser and they sort their 
positions out between themselves with the adviser’s guidance. This will be determined on a case by 
case basis and will not be the paradigm.  

In the event that a leadership position is vacated in the middle of the year, or a new position 
becomes necessary, applications will become available and selection will be made to best suite the 
needs of the staff at the time. 

FInally a note on “lead” positions. This is not an editorial, decision making position and will be 
selected by the adviser based on skill and achievement in the content area.  For example: the Lead 
Photographer of the yearbook staff should be the most accomplished photographer. They are 
expected to attend the most events and are in a leadership and teaching position. It is their role to 
help guide newcomers with their experience. The lead photographer may also help in assigning 
photography duties if there is no photography editor. The Lead Designer will help teach design basics 
and Adobe InDesign to new staffers. 

Students may only hold a leadership position on one staff at a time. Exceptions to this rule 
may be made in the event there is no other qualified candidate to feel a needed position.  
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Rubric Break Down 
 
Staff  

● Leadership 
● Character 
● Knowledge & skill in the class 
● Reliability 
● Overall preference for the candidate in the position 

Teacher 
● Vary according to class 

Panel 
● Apparent character & leadership 
● Apparent knowledge, skills & portfolio 
● Resume & cover letter quality 
● Interview responses 
● Overall preference for the candidate in the position 

 
Each of the 5 categories will be scaled from 0 to 5, and the evaluator may award any points 
therein. The candidate with the highest points will be award the position. 
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Adviser Responsibilities 
As modeled by the Journalism Educator Association 
 

1. Produce a journalistically professional learning atmosphere and experience for the students, 
allow students to make decisions concerning content of the publication, and ensure the publications 
will remain an open forum. 
 
2. Work with students to increase their competence in the following areas: 

● determining news values 
● selecting news stories and in-depth stories 
● selecting feature stories 
● selecting sports stories 
● selecting opinion articles 
● developing and applying legal and ethical knowledge 
● learning aspects of the interviewing process 
● learning aspects of journalism and research skills 
● learning aspects of journalism note-taking skills 
● learning source-identification aspects, use 
● learning aspects of proper attribution in stories 
● writing news stories 
● writing feature stories 
● writing sports stories 
● writing in-depth stories 
● writing editorials 
● writing columns and commentary 
● writing reviews 
● learning journalism-editing procedures as part of the writing process 
● developing art ideas and producing art work 
● developing design ideas 
● designing and laying out pages 
● learning the photographic process 
● identifying new trends in content and design 
● learning advertising procedures 
● learning to use the computer in publications work 

 
3. Provide the students with an educated, professional role model as adviser and serve as a 
motivator and catalyst for ideas and professionalism. 
 
4. Evaluate student participation by using journalism standards. 
 
5. Act as an educational resource for legal freedoms and restrictions for students and encourage 
discussion of ethics and content. 
 
6. Provide the opportunity for students to produce a publication consistent with the First 
Amendment and court decisions, without faculty or administrative censorship, within the standards 
of professional journalism and the Society of Professional Journalists/Sigma Delta Chi’s Code of 
Ethics. 
7. Act as a helpful adviser, but not as a censor, to students in all steps of publishing. In terms of 
unprotected speech, the adviser’s role will be to act as a consultant and as an educator. 
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8. Develop, with the staff, an editorial policy consistent with legal precedent, court decisions and 
professional journalistic freedoms, which will also be agreed upon and signed by the principal. 
 
9. Help the staff establish policies that include 

● roles of all staff positions 
● role of the editorial board 
● standards of professional journalism and procedures for the staff 
● style and design guidelines 
● a code of ethics for the publication and staff 
● advertising procedures 
● staff application and selection policies 
● staff member removal policy 
● appeals procedure 
● credit procedure 
● photography rules and guidelines 
● computer training 
● equipment use rules 
● office guidelines 
● decision making and consultation 

 
10. Work with students 

● in regular planning sessions with the staff 
● in regular training session in all aspects of journalism 
● in meeting schedules and deadlines 
● in counseling staffers in coverage of school life 
● in the process of gathering information 

 
11. Order supplies and equipment; supervise the distribution, collection, maintenance and inventory 
control of such equipment in accordance with publication needs and school policy. 
 
12. Supervise the financial status of the publication, and encourage fiscal responsibility. 
 
Further, the adviser is encouraged to support the following actions: 

● Work with students to determine publication size and frequency based on content 
consideration, and a workable publication and distribution policy. 

● Work with faculty and administration to help them understand the freedoms accorded 
students and the goals of the publication. 

● Belong to professional and educational organizations and participate, with the students, in 
activities of these organizations, including local, state, regional and national 
conventions/seminars. 

● Be aware of the trends in journalism and share them with the students. 
● Urge students to attend summer journalism workshops and conventions so they may 

improve their skills. If necessary, the adviser will make every effort, with the school system’s 
assistance, to pay part of the cost of the workshops through special money-raising activities 
or special advertising campaigns. 

● Be a source of information for prospective staff, and work with English teachers and others 
in an effort to recruit new staff members, including minorities. 

● Submit the publications and contributions of students to rating services and contests so the 
student staff receives external feedback. 

● Provide the staff with information about journalism scholarships and other financial aid as 
well as about journalism as a career. 
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● Establish an exchange with other schools in the region, state and nation to share ideas and to 
be aware of trends. The program may include participation in national student wire services. 

 
Before the adviser can be expected to advise and teach competently, the school board and 
administration should fulfill the following obligations: 

● Provide a qualified and/or certified adviser who can competently advise students. 
● Provide extra planning time for the adviser within the school day in consideration of the 

schedule and outside-of-school time demanded. 
● Provide adequate financial support for the publication so it may continue to publish and 

perform as a valuable educational learning experience for students and community readers 
as well as for staff members. 

● Provide adequate support in the form of equipment and supplies so the publication can be 
technologically up to date. 

● Provide time for the adviser to attend and participate in seminars, workshops and 
conventions and to accompany students to such meetings so they may improve their skills. 

● Agree through an editorial policy that the content of the publication is the responsibility of 
the students who have rights guaranteed by the First Amendment. 

● Ensure the publication remain an open forum for student expression at all times. 
● Establish a priority for publishing and printing that is consistent with the First Amendment 

and educational concept of the publication. 
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Journalism Letter Jacket Requirements: 
 
 
 

1. Be classified as at least a sophomore. 

2. Be in a leadership role for a year, or be a senior with 4 consecutive journalism years during High 

School. 

3. Students may also letter by placing at the State level in a journalism related activity. 
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Quill & Scroll 
 
Quill & Scroll Honor Society was established in 1926 and is the National Honor Society of High School 
Journalists. Inductees will be nominated by the adviser, but must meet the standards set forth by the 
society. Those standards are as follows: 
 
1. They must be of sophomore, junior or senior classification. 

2. They must have the equivalent of a B grade average, or be in the upper third of their  

class in general scholastic standing, either for the year of their election or for the 

cumulative total of all high school work. 

3. They must have done superior work in some phase of journalism or school media  

work. They may be staffers of a magazine, newspaper, yearbook, news organization, 

online site or radio/television station at the school, or one conducted by an external 

organization. 

4. They must be recommended by the supervisor or by the committee governing the  

media. 

5. They must be approved by the Quill and Scroll Executive Director. 
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