
The Eagle Correction Policy 

The members of The Eagle staff share a serious commitment to accuracy. When 

mistakes occur, it is our responsibility to respond to all claims and to follow through 

with corrections or clarifications as needed. 

The Eagle is committed to promptly printing and thoroughly explaining corrections and 

clarifications. 

The Process 

 Readers can submit correction requests via a google form on the corrections page or by 

emailing the editor-in-chief at editor@theeagleonline.com. The google form will be 

monitored by all the managing editors, who will be able to make corrections to the 

articles under their specific section. 

 When a correction has been requested, the managing editor or editor-in-chief will 

decide if a correction should be made. (See below for what determines a correction, 

clarification or no correction.) The managing editor or editor-in-chief will determine 

where in the line of editing or reporting the correction made. If the reporter made the 

mistake, he or she will be called in to file a correction form. If the error happened during 

the editing process, the editor responsible will fill out the correction form. 

Any article with more than three major corrections will be redacted and a letter from the 

editor will be issued explaining what happened. Reporters will also be brought in for a 

meeting with the section editor, managing editor and editor-in-chief to discuss the 

seriousness of redaction. Reporters who make three or more minor errors in a single 

story will meet with the managing editor and editor-in-chief for a discussion on the 

importance of accuracy. 

 Articles with corrections must be tagged with correction to move it to the corrections 

page on the website. All corrected articles will be displayed on the Corrections page of 

the website. 

 Corrections will be made within three days of the request. Minor corrections should be 

made the day of the request. Although the correction will be made within three days, 

reporters have five days to file the subsequent correction form. 



  

Correction form 

The correction form will be set up through google docs as a google form. The form will 

be passed to each editor by passing the “owner” on the form to the EIC. All staff 

members will have access to the correction form. The correction form will be shared 

with reporters when they have made an error in their reporting. The response form will 

be owned by the current editor. The current editor-in-chief will transfer ownership to 

the next EIC. Any major corrections or the redaction of the story will be printed out and 

stored.  

The form will contain the following statement at the top: “We appreciate the serious 

commitment to accuracy shared by members of The Eagle staff. When mistakes occur, it 

is our responsibility to respond to all claims and to follow through with corrections or 

clarifications as needed. This internal form allows for the tracking of those claims so 

that editors can respond to concerns quickly and with complete information. This also 

provides data that can help prevent similar errors in the future. Therefore it is important 

to be clear on how the error occurred. Thanks for your continued contributions to The 

Eagle.” 

The following will be included on the form: 

● Name 
● Email and telephone number 
● Role in creating/editing of error 
● Date of article publication 
● Description of error(s) 
● How the error came to The Eagle’s attention 
● How the errors occurred 
● How the error could have been prevented and if there are processes that 

could be instituted to prevent further errors 
● If a correction was requested 
● The wording of the correction 

  

 



 

Wording of correction 

All corrections will be worded similarly. At the top of the article, in bold, add 

“Correction appended.” The actual correction will be written in italics at the bottom of 

the article. The first sentence of the correction will discuss what error was made without 

repeating the error. It will begin, “A previous version of this article…” For example, “a 

previous version of this article misspelled Heather Mongilio’s name.” The second 

sentence of the correction will say what correction has been made. For example, “The 

article has been changed to reflect the proper spelling of the name.” 

  

What should be corrected? 

Any factual errors should be corrected. (See major v. minor errors) A correction must be 

issued when a headline, photo or author is changed unless the story is being updated. 

  

Major vs. minor errors 

A major error is any factual error that changes the meaning of the story. Major errors 

include plagiarism and fabrication as well as getting large chunks of information wrong. 

Any article with more than three major errors will be redacted. Depending on the 

amount of article that is factually incorrect, an article may also be redacted. If an article 

is redacted or the major error is at all offensive, the editor-in-chief will write a letter 

from the editor discussing the error and apologizing for its occurrence.  

A minor error is any factual error that does not change the meaning of a story but may 

make parts of the story unclear for the reader. Minor errors include name misspellings 

or small factual errors such as getting a year wrong. 

 

What doesn’t require a correction 



Editors may make changes post publication for grammatical, AP style and spelling 

errors without issuing a correction. Spelling errors do not include names. Editors can 

add links to articles without issuing a correction. 

Print v. online corrections 

All corrections will be made online. For the print product stories, corrections will be 

made to the online version of the story. Only major errors will be made in the 

subsequent print edition because of the months in between the editions. 

If a correction is made in the print edition, it will go on page two under the table of 

contents. 

 Clarification v. Corrections 

Corrections are used for factual errors. For additional statements that would increase 

reader understanding a clarification may be issued instead. It is up to the editor-in-chief 

to decide if a clarification should be issued instead of a correction. 

If a clarification is used, “Clarification appended.” should be included at the top of the 

article in bold. 

If clarifications and corrections are used, “Clarification and corrections appended.” 

should be included in bold at the top of the article. The two categories should be defined 

at the bottom of the article by listing either clarification or correction before the 

wording. 

For example, 

            Clarification: A former version of this story suggested the WONK’s future 

depended on solely public perception instead of a variety of factors including public 

perception.  

 Correction: A previous version of the article misspelled Heather Mongilio’s 

name. The article has been updated to reflect the correct spelling.  

Social media edits 



Twitter 

If a spelling error is caught within five minutes of a tweet, the tweet can be deleted and 

redone. After five minutes, leave the tweet as is. For factual errors, the tweet should not 

be deleted but a corrected tweet should be tweeted with “[Corrected]” before the 

corrected tweet. 

If a personal tweet is accidentally tweeted from The Eagle account, delete the tweet. If it 

is caught within three minutes, a correction does not need to be issued. If the tweet is 

left for more than three minutes, an editor should tweet out “The previous tweet was 

accidentally tweeted. We apologize for the error.” 

Facebook 

Spelling errors can be fixed without issuing a correction. Any posts edited to account for 

factual errors need “[Corrected]” at the beginning of the Facebook post. 

 
 


