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Garnet Media Group represents a collective partnership between the official student 
media organizations at the University of South Carolina. The partner organizations are 
The Daily Gamecock, Garnet & Black, SGTV, and WUSC. These organizations, and by 
extension, Garnet Media Group as a whole, receive funding from student fees, and as 
such, are governed by the Board of Student Publications and Communications. Garnet 
Media Group aims to empower its partner organizations to collaborate with each other, 
tell compelling stories, and connect with new audiences while providing additional in-
depth training on established and emerging media and industry practices.

Garnet Media Group offers students experience in all forms of media while providing the 
Carolina community with information, entertainment, and a forum for the free exchange of ideas.

To be at the forefront of innovation in college 
media

  •  Collaboration
  •  Innovation
  •  Creativity
  •  Personal and professional development
  •  Multicultural competence

Congress shall make no law respecting an establishment of religion, or prohibiting the free exercise 
thereof; or abridging the freedom of speech, or of the press; or the right of the people peaceably to 
assemble, and to petition the Government for a redress of grievances.

THE FIRST AMENDMENT

overview

purpose

visionvalues

Media Group
GARNET

GB

guiding principles

CAROLINIAN CREED
As a Carolinian ...
  •  I will practice personal and academic integrity;
  •  I will respect the dignity of all persons;
  •  I will respect the rights and property of others;
  •  I will discourage bigotry, while striving to learn from differences in people, ideas 
     and opinions;
  •  I will demonstrate concern for others, their feelings, and their need for the 
     conditions which support their work and development.
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board of student publications & communications
The University of South Carolina’s Board of Student Publications and Communications is the official 
governing body of the four partner organizations of Garnet Media Group and also serves as the 
media’s publisher. The Board of Publications derives its authority from the Board of Trustees of 
the university, though it is bound in its decision-making by the Board of Publications’ Statement of 
Principles as well as the First Amendment of the Consitution of the United States, both of which 
protect public university students’ right to free speech and freedom of the press.

MEMBERSHIP & MEETINGS

STUDENT LEADER SELECTION

The Board of Publications meets at least four times during the academic year. The Board is made up 
of seven voting members — three from the faculty and three from the student body — and six ex-
officio (non-voting) members. The faculty members are appointed by the president of the university 
and serve staggered three-year terms. Student members are appointed by the president of the 
student body with the approval of the student senate and serve two-year terms. Student members 
may not hold major executive positions in Student Government or major leadership positions within 
the student media organizations. Ex-officio members include a secretary, the director of Student 
Media, and the faculty advisers for each of the four media organizations. The Board’s primary 
responsibilities center around approving organization budgets and making personnel decisions.

The Board of Publications is responsible for selecting the editors-in-chief of The Daily Gamecock 
and Garnet & Back and the station managers of SGTV and WUSC. For The Daily Gamecock, the 
editor’s term lasts one semester, beginning with the commencement ceremony for the semester 
preceding their term and end with the commencement ceremony at the end of that semester. 
For the other three student leaders, terms last one year. The editor-in-chief of Garnet & Black and 
the station manager of WUSC are chosen in the spring semester, and their terms last from spring 
commencement to spring commencement of the following year. The station manager of SGTV 
is selected in the fall, and their term lasts from winter commencement to the following winter 
commencement.
The Board is tasked with ensuring compliance with the Statement of Principles and can take 
necessary disciplinary action for violation of the principles. While student leaders are “protected from 
arbitrary suspension and removal because of student, faculty, administrative, or public disapproval of 
editorial policy or content,” editors and station managers can be removed from office through orderly 
and prescribed procedures and by the ultimate decision of the Board of Publications. Student leaders 
are expected to uphold the Statement of Principles and make decisions in accordance with the 
Canons of Journalism, which was developed by the American Society of Newspaper Editors in 1923 
and adopted by many professional journalism organizations across media since.

See Appendix A: Supporting Documents & Policies for 
the full Board of Publications bylaws and Statement of 
Principles, as well as the Canons of Journalism.
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Director of Student Media

Editor-in-Chief, The Daily Gamecock

Creative Director Advertising Manager

Student Designers

Editor-in-Chief, Garnet & Black

Station Manager, SGTV Station Manager, WUSC

Student Marketing DirectorStudent Multimedia Director

Senior Staff

Contributing Staff

Contributing Staff

Contributing StaffContributing Staff

Contributing Staff

DJ Body

Executive Staff

Executive StaffExecutive Staff

Student Advertising Representatives

Masthead

Executive Staff

Social Media Manager

professional staff student employees student leaders organizational leadership volunteer staff
advising relationship
reporting relationship

operating philosophy
Garnet Media Group is known within the university structure as the Office of Student Media, which 
falls within the Department of Student Life in the Division of Student Affairs. The Office of Student 
Media recognizes and affirms the importance of editorial independence and press freedom for all 
student-run campus media. As such, student leaders and their staffs have ultimate authority over 
content and programming decisions.
To facilitate student development in this endeavor, the Office of Student Media employs four full-
time staff members: the Director of Student Media, the Creative Director (who also functions as the 
production manager and IT coordinator), the Social Media Manager, and the Advertising Manager. 
Professional staff members provide administrative support, advise students on best practices 
within their area, and oversee certain non-editorial student employees, including student designers 
and advertising representatives. Professional staff members do not have the right to prior review of 
editorial content.

*Detailed organizational charts for 
each student organization or team 
are included later in this manual.

organizational structure
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Garnet Media Group includes four official partner organizations that work both separately and in 
collaboration to produce student journalism and entertainment content for USC. Organization-specific 
manuals with detailed information about each organization will be provided as supplements to this 
handbook during the onboarding and training processes.

partner organizations

See Appendix A: Supporting Documents & Policies for 
the full consitutions for each partner organization.

THE DAILY GAMECOCK

WUSC

GARNET & BLACK

SGTV

The Daily Gamecock, USC’s student-run news organization, was the first student media outlet 
established at USC. It was founded in 1908 as The Gamecock newspaper and printed weekly until 
2006, when the paper was renamed The Daily Gamecock and began printing Monday through Friday 
during fall and spring semesters. In the fall of 2016, the news organization reduced printing to two 
issues a week. In the fall of 2018, The Daily Gamecock re-branded its print product as The Gamecock 
alongside a change to one print issue per week, but kept the Daily Gamecock name on all digital 
products, which include a website, dailygamecock.com, that is updated daily; an email edition that is 
distributed on weekdays during the fall and spring semesters and weekly during the summer; social 
media accounts on Facebook, Twitter, and Instagram; and a website, housing.dailygamecock.com, 
where students and community members can find available housing and list properties for rent. 

WUSC, the university’s official student-run radio station, started broadcasting on the AM dial in 1947 
and the FM dial in 1977. In 1982, the station found its current home on 90.5 FM, and in 2006, it began 
broadcasting in high definition. It can also be streamed live on iTunes, the station’s website, and the 
RadioFX mobile app. WUSC is a free-format station, meaning DJs are given individual control (in 
accordance with station policies) over selecting music for their show from WUSC’s extensive library. 
Experienced DJs can also host specialty shows, which can focus on one genre or style of music or 
include non-musical content, like a talk show. WUSC DJs and staff contribute blogs and other content 
to the station’s website, wusc.fm, and social media accounts on Facebook, Twitter and Instagram. 
Because the station’s primary mission is educational, WUSC is non-commercial, though community 
members and partners provide support through underwriting and fundraising efforts. 

Garnet & Black was formed in 1994 as a consolidation of the university’s former yearbook and literary 
magazine. The entirely student-produced magazine is printed four times a year and focuses on areas 
of general interest to the university and Columbia communities. Between issues, the magazine staff 
also posts online-exclusive content on its website, gandbmagazine.com, and on social media accounts 
on Facebook, Twitter, and Instagram. 

SGTV was established as a Student Government initiative in the fall of 2006. It was added to the Office 
of Student Media and renamed Student Gamecock Television (SGTV) in April 2007. The station airs 
student-created content for five shows — Talk of the Town, Capital City Sports, 1080C Productions, 
Carolina Tonight, and SGTV News 4 — on campus channel 4.1, and content can also be found at 
sgtvonline.com and the station’s social media accounts on YouTube, Facebook, Twitter, and Instagram.
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Support teams
Garnet Media Group includes four support teams for advertising, graphic design and creative 
services, marketing and public relations, and multimedia and collaborative content. Team-specific 
manuals with detailed information about each team will be provided as supplements to this 
handbook during each team’s onboarding and training processes.

professional staff roles
DIRECTOR OF STUDENT MEDIA
The director of student media is responsible for the adminstration and fiscal management of 
Garnet Media Group and the Office of Student Media, as the group is known within the university 
structure. The director provides leadership and advisement for all of Garnet Media Group’s partner 
organizations and support teams, but does not make content decisions.
  Duties include, but are not limited to:
  •  Advise, supervise, train, and evaluate students involved in Garnet Media Group
  •  Develop, monitor and manage budgets and establish revenue goals
  •  Supervise, train and evaluate full-time staff, contractors, and student employees
  •  Coordinate procurement and purchasing
  •  Coordinate leadership development and training programs for student organizations
  •  Serve as an ex-officio member of the Board of Student Publications and Communications

ADVERTISING

CREATIVE SERVICES

MARKETING

MULTIMEDIA

Advertising is Garnet Media Group’s primary revenue source and accounts for about 65% of the 
group’s yearly budget. This team is made up of student advertising representatives and led by the 
advertising manager, who is a full-time professional staff member at USC. Student representatives 
work with campus- and community-based clients and the creative services team to develop 
advertising solutions using Garnet Media Group’s diverse range of print, broadcast, and digital media. 

Creative Services is a team of student designers who create advertisements, promotional materials, 
and other graphics projects for advertising clients, campus partners, and Garnet Media Group partner 
organizations. This team is led by the creative director, who is a full-time professional staff member.

Garnet Media Group’s marketing team, in addition to providing general marketing and public relations 
support to partner organizations and the group as a whole, is tasked with producing two special 
publications per year, Best of Carolina and Carolina Insider. Best of Carolina is produced throughout 
the fall semester and published in the spring. Carolina Insider is produced in the spring and published 
at the beginning of the summer. The marketing team is led by a student director and staffed with 
representatives from each partner organization as well as contributing team members.

The multimedia team, led by a student director and staffed with representatives from each partner 
organization, focuses on facilitating and creating collaborative work using a variety of media. The 
multimedia team also manages the Garnet Media Group podcasting initiative.

CREATIVE DIRECTOR
The creative director is responsible for supervising the Creative Services team, assessing and filling 
Garnet Media Group’s technology needs, and advising students on industry-best practices in graphic 



STAFF handbookGARNET Media Group

6

student leaders

faculty advisers

The student leaders for each of the Garnet Media Group partner organizations are chosen by the 
Board of Student Publications and Communications after an application and interview process. 

Every student organization at the University of South Carolina is required to have a faculty adviser. 
Advisers assist the organization, provide an educational component for the organization’s members, 
and are familiar with its programs and activities. They act in an advisory, rather than directive, role in 
the organization, as all final decisions fall to the editor-in-chief or station manager.
  General duties include, but are not limited to:
  •  Be available to student leaders to share ideas and concerns about the organization
  •  Meet with the student leader at least quarterly to discuss progress and direction
  •  Attend as many meetings and functions as requested/possible
  •  Interpret university policies and procedures and advise students on best practices
  •  Serve as an ex-officio member of the Board of Publications

PARTNER ORGANIZATIONS

SOCIAL MEDIA MANAGER

ADVERTISING MANAGER

The social media manager is responsible for providing digital operations support to Garnet Media 
Group, including leading assessment efforts and counseling students on workflow systems and 
training processes necessary to thrive in a digital-first environment.     
  Duties include, but are not limited to:
  •  Advise, supervise, train, and evaluate students involved in the Office of Student Media 
  on the best practices in social media management and online publishing platforms
  •  Track and share online and mobile analytics and engagement data with students/staff
  •  Assist students in developing and maintaining training programs and staff manuals
  •  Provide leadership training and development for students and organizations
  •  Develop, create, and distribute an internal newsletter for students in Student Media

The advertising manager is responsible for overseeing, advising, and supervising the operation of the 
student advertising team, which is responsible for generating approximately 65% of Garnet Media 
Group’s revenue, as well as a student marketing team.      
  Duties include, but are not limited to:
  •  Advise, supervise, train, and evaluate students on the advertising and marketing teams
  •  Establish and monitor revenue goals for the academic year 
  •  Serve as a liaison between the public and the advertising office 
  •  Monitor web and digital analytics as well as social media engagement
  •  Establish and develop new revenue streams for Garnet Media Group

design and media technology.     
  Duties include, but are not limited to:
  •  Advise, supervise, train, and evaluate students on the Creative Services team
  •  Oversee the production of all advertisements and other client work
  •  Coordinate printing and layout logistics for various print publications
  •  Oversee technology needs of the office and provide support and maintenance
  •  Assist in procurement and purchasing process for technology and other equipment
  •  Advise students and professional staff of best IT practices and emerging technologies
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organizational leadership roles

The advertising and creative services teams do not currently employ a student leader position, but 
are instead managed by professional staff members. The student directors for the Garnet Media 
Group marketing and multimedia teams are chosen by outgoing directors and professional staff 
members after an application process. Student leaders must maintain a minimum 2.5 GPR or the 
cumulative GPR requirement for graduation and to remain in good standing in their college.
  General duties include, but are not limited to:
  •  Hire and oversee any necessary leadership positions and constributing team members
  •  Ensure high-quality work that meets journalistic and other content standards
  •  Work with the director of student media to set and manage a team budget
  •  Maintain communications with other professional staff members 
  •  Work with staff members to recruit, train and retain new team members
  •  Set and maintain office hours to be available to staff and members of the community

Leadership structures varies across each partner organization and support team. In general, each 
organization and the two student-led teams are divided into functional areas with at least one 
designated leadership position for each. In most cases, these organizational leadership positions are 
supported with a stipend. 
  General duties include, but are not limited to:
  •  Hire and oversee contributing staff members within a specific functional area
  •  Ensure high-quality work that meets journalistic and other content standards 
  •  Meet with the student leader at least weekly to discuss strategic plans and decisions
  •  Assist the student leader with recruitment, training, and retention of new staff members
  •  Maintain communications with relevant professional staff members and faculty adviser

SUPPORT TEAMS

See Appendix B: Position Descriptions for the full job descriptions 
for student leaders and organizational leadership roles.

Student leaders must maintain a minimum 2.5 GPR or the cumulative GPR requirement for 
graduation and to remain in good standing in their college.
  General duties include, but are not limited to:
  •  Hire and oversee a leadership team and constributing staff members
  •  Ensure high-quality work that meets journalistic and other content standards
  •  Work with the director of student media to set and manage an organizational budget
  •  Maintain communications with other professional staff members 
  •  Work with staff members to recruit, train and retain new staff members
  •  Set and maintain office hours to be available to staff and members of the community
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policies & procedures
STAFF management
PARTICIPATION REQUIREMENTS

ONBOARDING PROCESS

In general, participation in Garnet Media Group is limited to students, faculty, and staff officially 
connected with the University of South Carolina’s Columbia campus, though specific requirements 
and allowances are determined by each partner organization. 

The Daily Gamecock and Garnet & Black generally do not allow alumni to participate regularly, 
except to offer letters to the editor or similar opinionated contributions. SGTV alumni are eligible for 
honorary membership, allowing them to serve as contributing staff members but not hold leadership 
positions. Similarly, WUSC alumni are eligible for affiliate membership and can host shows, but they 
are not eligible to hold leadership positions or vote at body meetings.

Part-time students taking at least six credit hours and who have paid student activity fees are eligible 
to join SGTV and WUSC. The Daily Gamecock and Garnet & Black limit student membership to full-
time students taking at least 12 credit hours.

Membership or participation in any Garnet Media Group partner organization or support team will not 
be limited to persons based on race, color, religion, sex, national origin, age, disability, veteran status, 
sexual orientation, or gender identity.

Many leadership positions in Garnet Media Group, like those of executive or senior staff members, 
are supported by stipends. Staff members who hold those positions are also required to complete 
an I-9 form, which verifies identity and employment eligibility, before they will be able to receive 
their first stipend payment. I-9 forms must be completed in person with the director of student 
media during the semester the work was done. Stipends cannot be rolled over to the next semester 
term, so if the I-9 process is not completed by the last day of class, staff members will not receive 
a stipend for that period. A driver’s license and another document establishing employment 
authorization, like a birth certificate or Social Security card, are the most common supporting 
documents used. A valid passport can fulfill both requirements alone. A list of acceptable 
documents is also included on the final page of the form, which is available online. Document must 
be originals; copies cannot be accepted due to federal regulations.

Onboarding and training processes vary across Garnet Media Group’s organizations and teams. Most 
students will participate as contributing staff members (volunteers). Students who wish to work 
in Garnet Media Group are required to complete an onboarding process at the start of their first 
semester, including a meeting with the social media manager to complete the following: 
•  Reviewing this handbook and signing a copy of the relevant policies and job description
•  Signing a creative release form, which grants Garnet Media Group the license to use submitted 
works indefinitely and, for a period of time, exclusively
•  Filling out a staff bio sheet
•  Discussing and setting goals for the organization and the staff member’s particular role

Alumni Membership

Part-Time Students

Non-Discrimination Policy

Contributing Staff Members

Organizational/Team Leadership Roles
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Social Media Policy

Student staff members are representatives of Garnet Media Group and are expected to perform 
accordingly while at work, on assignment, or otherwise participating with a Garnet Media Group 
organization or team. Staff members should always identify themselves as affiliated with their 
respective organization or team to prospective contacts, sources, or clients. Staff members are 
expected to represent Garnet Media Group in a professional manner and uphold high standards for 
ethical coduct. While on assignment, staff members are generally expected to wear business casual 
clothing, except in cases where the organization’s student leader has approved otherwise. 

Press or media IDs are available for Garnet Media Group staff members in connection with their 
official duties within an organization or team. These IDs confirm a staff member’s affiliation with a 
Garnet Media Group organization or team, but press credentials allowing access to specific events are 
generally issued by the event organizer. Credentials for university athletics are issued by the Athletics 
Department and are usually coordinated by the student staff member(s) in charge of sports coverage 
for each partner organization. 

Funding is available for Garnet Media Group staff members to travel to attend industry conferences 
or to complete official work for a partner organization or team. Travel funds are a privilege offered 
to full-time students who are official staff members of a Garnet Media Group organization or team. 
Priority is given to returning students, students who are slated to take on leadership roles, and 
students who have not already had an opportunity for similar or identical travel. Travelers will be 
expected to complete a reflection exercise upon their return that details the value brought to their 
organization by the opportunity to travel. Travel to conferences will be primarily coordinated by 
the director of student media and the appropriate student leaders. Staff members interested in 
traveling on assignment should discuss their potential plans with the student leader in charge of their 
organization or team and formulate a proposal including estimated costs and a reason for the travel 
no later than three full weeks before the travel date. If specific details aren’t known about destination 
or cost due to the nature of the travel (like for sports tournaments), a general proposal should still be 
submitted to the director of student media as soon as possible after the approval of the appropriate 
student leader. Airline travel, when needed, will be booked through the university travel agency. 
Any increases in cost due to ticket changes will be the responsibility of the traveler that requested 
the change. When staff members travel by car, gas expenses can be reimbursed with the proper 
documentation. In most cases, travelers are responsible for their own meals and local transportation. 

REPRESENTATION OF GARNET MEDIA GROUP

PRESS/MEDIA ID & CREDENTIALS

TRAVEL

Appropriate representation of Garnet Media Group also extends to online mediums, including social 
media platforms, and staff members should maintain an appropriate demeanor online as well. Staff 
members should not use social media accounts for Garnet Media Group work, or list their affiliation 
to Garnet Media Group on those social media accounts, unless they agree to represent their 
organization or team professionally on that medium. Professional conduct includes using an avatar 
and display name that do not misrepresent the staff member’s identity, refraining from critizing a 
colleague’s or other student media outlet’s work publicly, promoting your own work, and responding 
to questions from audience members about your work for Garnet Media Group in a timely manner.

Disciplinary issues with student staff members are primarily handled by the student leader of their 
respective organization or team, but Garnet Media Group as a whole employs a general three-strikes 

DISCIPLINARY PROCESS
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Garnet Media Group follows the ethical guidelines set by the Associated Collegiate Press and the 
Society of Professional Journalists. These codes provide guidance on conflicts of interest, ethical 
reporting, fabrication, plagiarism, sexual harassment, anonymous sourcing, and corrections. Those 
guidelines include:
  •  Journalists, in the pursuit of a story, should not accept free travel, accommodations, meals related 
to travel, or any gifts totaling more than $10.
  •  Other employment, including freelance and off-campus work, should be reported to the 
organization’s student leader and should not conflict with the staffer’s responsibilities to the 
organization.
  •  Staff members should report memberships in other campus organizations, including student 
government, and should never report on those organizations or their work.
  •  Staff members should not be involved in stories about their families or close friends.
  •  When on assignment, even staff members who are able to drink legally should refrain.
  •  Plagiarism or fabrication of any kind, including photo editing that affects the truthfulness or 
context of the photo, is prohibited. Photo illustrations must be labeled.
  •  Staff members should not use profane, vulgar, or sexist language or negative stereotyping of any 
population in their work.
  •  While reporting, even through electronic means like social media, staff members should always 
identify themselves as representatives of the publication.
  •  Anonymous sources should not be used except under extraordinary circumstances and only when 
approved by the student leader before promising anonymity. 

Garnet Media Group, because its partner organizations are part of the university structure as official 
student organizations, abides by university policies for student behavior including the Student Code 
of Conduct and the Student Non-Discrimination and Non-Harassment Policy. University policy does 
not, except in very specific cases covered by the Board of Publications governing documents, dictate 
content or programming decisions.

ETHICS POLICIES

UNIVERSITY POLICIES

See Appendix A: Supporting Documents & Policies for full versions 
of relevant university policies and the ACP and SPJ codes of ethics.

policy — verbal warning, written warning, termination — except in cases where the first or second 
offense is egregious enough to warrant termination, such as plagiarism or sexual harassment. An in-
person meeting with the student leader is required after a staff member receives a written warning. 
Falling below position expectations (including missing deadlines), misusing equipment or failing 
to follow proper check-out procedures, and breaking ethical guidelines are among the things staff 
members can be disciplined for. In cases where a staff member receives a written warning for not 
adequately performing their job duties, student leaders have the right to decrease compensation for 
the unsatisfactory period. Student leaders are ultimately responsible for staffing decisions, but they 
are encouraged to notify the director of student media or social media manager of serious personnel 
matters and can request their presence at in-person meetings if necessary. The creative director and 
advertising manager are responsible for staffing decisions for the creative services and advertising 
teams, respectively. Staff members with grievances or complaints against another staff member or 
the organization should attempt to resolve the issue through the student leader of their organization 
or team before bringing the matter to the director of student media.
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office management

Garnet Media Group’s offices are located in the Student Media suite on the third floor of the Russell 
House University Union. Each partner organization and support team has a dedicated workspace 
within the suite, though staff members are encouraged to share workspaces with other organizations 
as needed. The advertising team office is in room 330/331. The Daily Gamecock newsroom and editor’s 
office is located in room 333. WUSC’s executive offices are in room 338, and the station, including the 
live and production studios, is located in room 335 at the end of the hall. Garnet & Black staff members 
work out of room 339 and occassionally, room 340, where the creative services team works during 
business hours. The central office, a general workspace for the marketing and multimedia teams as 
well as a student office assistant, is in room 343. SGTV’s workspace is located in room 344, closest 
to the glass entry door. All Garnet Media Group participants, once they have completed onboarding 
paperwork, have access to shared spaces including the conference room and kitchenette (room 341).

Garnet Media Group’s offices follow the hours of Russell House, which are typically 7 a.m. to midnight 
except during weekends, holidays and scheduled academic breaks. During USC’s regular business 
hours, weekdays from 8:30 to 5 p.m., professional staff members are available to help participants 
of all levels access workspaces in the Garnet Media Group offices. Digital access to each dedicated 
workspace (except the central office and the WUSC executive offices) and the conference room and 
kitchenette is available to select students via CarolinaCard. Each student leader is responsible for 
providing access information, including each staff member’s first and last name, Banner ID, VIP ID, 
and a list of areas for access. Regular digital access allows entry while Russell House is open. Student 
leaders may also request after-hours card access for students with a demonstrated need, such as 
executive or senior staff members or WUSC DJs who host shows outside of regular business hours. 
After-hours access allows entry to Russell House through the Preston Dining entrance near Davis Field. 
Because there is no card scanner outside WUSC’s executive staff office, those students will receive 
physical keys to the door, which must be returned at the end of each staff member’s term. Any student 
who accesses Garnet Media Group office space is responsible for office security and is expected to 
account for equipment and ensure doors are closed and locked when they are the last to leave. 

Participants in Garnet Media Group have access to a variety of industry-standard equipment and 
software, including a network of Mac computers loaded with the Adobe Creative Cloud suite, for 
use in their work. Students are not authorized to download any software or applications to Garnet 
Media Group computers without the explicit permission of the creative director. Each of the Garnet 
Media Group partner organizations maintain an inventory of production equipment, which can 
include cameras, tripods, memory cards, and sound and lighting equipment. Only students who 
have gone through an equipment training process with their organization are authorized to use that 
organization’s equipment. Usage of equipment should be limited to work for that particular Garnet 
Media Group organization or team. Any participant using Garnet Media Group equipment agrees to 
take good care of the equipment and ensure, to the best of their ability, its safe return. If equipment is 
damaged, lost, or stolen, the user must immediately notify the student leader of their organization or 
team. Abuse of equipment privileges, including using Garnet Media Group equipment for academic or 
personal work, may result in disciplinary action. Office supplies are available in the supply closet and 
can be accessed by any professional staff member. Other supplies can be ordered by the director of 
student media upon the request of a student leader.

LOCATION & SHARED SPACES

HOURS OF OPERATION & ACCESS

EQUIPMENT & SUPPLIES
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Because the Garnet Media Group offices are open to the public and visitors including clients and 
customers, it is important that all office areas present a clean and professional image. Each Garnet 
Media Group staff member is responsible for ensuring work areas and common spaces are kept 
clean and orderly. The kitchenette includes a refrigerator, microwave, and sink. Use of any of these 
appliances includes cleaning up afterward. Staff members should avoid eating or drinking near 
equipment or computers and should immediately clean up or ask for assistance with any spills or 
messes that occur. Staff members should never leave dirty dishes in any Garnet Media Group area. 
Professionalism should extend to the greeting of visitors and treatment of fellow staff members. 
Especially during business hours and in common areas, staff members are expected to act 
professionally and appropriately and refrain from using especially vulgar or disruptive language.

The primary communication methods used by Garnet Media Group as a whole are the Slack 
workspace (garnetmedia.slack.com), an instant messaging platform, and the weekly internal 
newsletter. 

CLEANLINESS & PROFESSIONALISM

COMMUNICATION METHODS

Internal Newsletter

Slack Workspace

Organizational Email Accounts

The internal Garnet Media Group newsletter includes announcements, resources, links to relevant 
news, analytics reports, a staff spotlight, and other useful information for Garnet Media Group 
participants. All Garnet Media Group staff members are expected to subscribe to the newsletter, as 
most important information will be primarily disseminated through that communication channel. 
Student leaders are responsible for ensuring their staff members, especially those in leadership 
positions, are subscribed to the newsletter and and aware of its content. Staff members can 
subscribe to the newsletter at bit.ly/smsubscribe.

Slack is an instant messaging platform designed for teams of all sizes. Garnet Media Group’s Slack 
workspace is divided into channels, like #news and #photo, where staff members from all of the 
organizations and support teams can have conversations about specific subjects. Organization- or 
team-specific channels are also used, but staff members should use the open subject Slack channels 
as much as possible to facilitate collaboration between organizations. Before creating a new channel, 
participants should make sure none of the other channels are able to fit their needs, and all non-
work-related conversation should be kept in the #random channel. Staff members are encouraged to 
download the Slack app to their phone and enable notifications so they can stay connected to Garnet 
Media Group. Staff members are expected to keep even informal communications appropriate and 
respectful. Slack messages or other communication that is discriminatory, harassing, or otherwise 
inappropriate will not be tolerated and will result in disciplinary action. Staff members can join the 
Slack workspace at bit.ly/smslack.

Each student leader and most organizational leadership positions have a designated official 
university email account to use for organization business. These email addresses are the primary 
communication channel for the public, audience members, and university stakeholders to reach 
Garnet Media Group. Student leaders and their organizational leaders are responsible for consistently 
checking those accounts and responding to messages and inquiries in a timely fashion. Leaders are 
encouraged to primarily use the official email accounts, though some organizations or teams may 
also maintain external email accounts through Gmail or another service. Staff members interested in 
using an email account for official organization or team business should contact the creative director.
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Office Telephones
Telephones are included in each of the main work areas in the Garnet Media Group offices. Staff 
members are responsible for answering phone calls promptly and professionally when in the office. 
Phone courtesy is vital to maintaining contact with clients and sources. If the person requested by 
the caller isn’t present, staff members should take a message and have that person return the call. 
Personal contact information for staff members should never be given out to a caller. To make an on-
campus call, press 7, then the last four digits of the on-campus phone number. To dial an off-campus 
number, press 9 to get an outside line, then dial the entire phone number, including the initial 1 and 
the area code. Partner organizations may have additional policies for telephone use. 
Mail
Garnet Media Group organizations and teams also periodically receive mail, which is delivered to the 
mailboxes in the central office area. To send inter-office or off-campus mail, staff members should 
contact the director of student media or the social media manager.

CONTENT management

Regardless of whether a staff member is compensated by a stipend or participating on a voluntary 
basis, Garnet Media Group retains the perpetual right to reproduce, display, distribute, or otherwise 
use work created in the course of publishing and broadcast operations. The staff member will also 
retain all rights associated with ownership of the work, but will not be permitted to sell or provide 
the work to another organization for a minimum of three months after submission to Garnet 
Media Group. Staff members will sign a Creative Release form, which outlines the full terms of this 
agreement, during onboarding and before submitting work to be published. 

OWNERSHIP OF CREATED WORK

Garnet Media Group generally does not remove content from its site or partner organization 
websites once the content has been published online. When requests to remove content are made, 
the student leader for each organization will make the final decision on what should be done. If 
content is factually inaccurate or libelous, it should be corrected appropriately according to the 
medium on which it was published. If follow-up reporting is warranted, as in the coverage of criminal 
cases, the content will be amended with additional reporting. Accurate and legally obtained content, 
including video, will not be removed solely because someone deems it damaging to their reputation. 
Author names will also not be removed, even in the case of letters to the editor or opinion columns. 
If a past contributor’s opinion has changed since publication, they may write a letter to the editor 
explaining their position, and a link to the new letter will be included in an editor’s note at the top of 
the previous column or letter. More specific policies on content correction and removal can be found 
in the organization-specific supplements to this handbook.

ONLINE ARCHIVE & CONTENT REMOVAL

Inaccurate content is never knowingly published or broadcast by any Garnet Media Group partner 
organization or team; however, mistakes do happen, particularly in an educational setting. It is the 
responsibility of Garnet Media Group staff members at all levels of leadership to bring potential 
errors to the attention of the student leader of the organization or team that made the error. If a 
staff member does not know how to contact that student leader or doesn’t feel comfortable doing 
so, they can notify their direct supervisor or a professional staff member. Communications about 
potential errors should be handled promptly and treated as an opportunity to ensure and protect 
Garnet Media Group’s credibility. If a correction is warranted, the appropriate student leader or 

CORRECTIONS
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Print Corrections

Broadcast Corrections

staff member will issue a sincere apology to any sources impacted by the error. Depending on the 
medium in which the error was published, the specific process for making a correction varies. 

For printed errors, including in online-only content, the online version of the content should be 
immediately corrected, and the date, time, and nature of the correction should be noted. For factual 
or other major errors, the correction must also be included in the next print issue of the publication.

For errors in video content, the correction process depends on the nature and severity of the error. 
For egregious factual errors, the video should be re-edited to correct the error and republished 
alongside a note detailing the date, time, and nature of the correction. For minor errors, a detailed 
correction should be prominently placed within all descriptions and captions across digital platforms. 
For factual errors made in live broadcasts, either on SGTV or WUSC, the error should be corrected 
on-air as soon as possible. If a live broadcast by SGTV has ended by the time an error is discovered 
but the broadcast was recorded and published, a detailed correction should be prominently included 
in all descriptions and captions for the video across digital platforms. At the station manager’s 
discretion, a separate statement detailing the correction may also be published on SGTV’s website 
and social media accounts. If a live broadcast for WUSC has ended, or the station has been set 
to automation, by the time an error is discovered, the error should be corrected at the next on-air 
opportunity and through published statements on WUSC’s website and social media accounts.

To protect the interest of the consumer, the Board of Student Publications and Communications 
has established basic principles and general standards for advertising in all student media under 
its jurisdiction. These standards also serve to maintain audience confidence in the media and in 
the advertising they carry. FInal decisions on the acceptance of advertising will be made by the 
student leader for the organization or team that would run the advertisement. The student leaders, 
and Garnet Media Group as a whole, reserve the right to reject advertising that, in the group or its 
leaders’ opinions, destroys the confidence of the consumer; is misleading, inaccurate, fraudulent, 
deceptive, or ambiguous; uses art or words that impugn or degrade sex, sexual orientation, race, 
national origin, creed, color, disability, or age; promotes illegal activity; or is detrimental in any 
way to Garnet Media Group’s purpose or values. Detailed information regarding subject-specific 
acceptance policies are included in the full Garnet Media Group advertising policy and further 
detailed in the advertising team supplement to this handbook.

ADVERTISING POLICY

See Appendix A: Supporting Documents & Policies for a 
full version of Garnet Media Group’s advertising policy.
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APPENDIX A
official documents & 
policies

INCLUDED IN THIS APPENDIX:

•  BOARD OF STUDENT PUBLICATIONS AND 
COMMUNICATIONS official documents
   — Bylaws
   — Statement of Principles
   — Canons of Journalism

•  organization CONSTITUTIONS 
   — The Daily Gamecock
   — WUSC
   — Garnet & Black
   — SGTV

•  University policies
   — STAF 3.08: Student Media Policy
   — STAF 3.15: Removal of Editors or Managers of 
Student Media
   — STAF 6.24: Student Non-Discrimination and Non-
Harassment Policy
   — STAF 6.26: Student Code of Conduct

•  Codes of ethics
   — Associated Collegiate Press
   — Society of Professional Journalists

•  Garnet media group advertising policy
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BOARD OF STUDENT PUBLICATIONS AND COMMUNICATIONS 
BYLAWS 

 
PREAMBLE 

 
 The Board of Student Publications and Communications derives its authority from the Board of Trustees 
of the University and, therefore, is ultimately responsible to the Board of Trustees through its designated 
University officials. Those publications and communications media that receive funds by allocation from 
student fees come under the cognizance of the Board. These are THE DAILY GAMECOCK (newspaper); 
GARNET and BLACK (magazine); WUSC (radio station); SGTV (television station); and such other 
publications and communications media as otherwise may be authorized. 
 

I.  NAME 
 
 The name of the organization that shall have the authority to discharge the duties and responsibilities 
described herein shall be The Board of Student Publications and Communications. 
 

II.  PURPOSE 
 
 The purpose of the Board of Student Publications and Communications shall be to act as publisher for 
the media under its cognizance and to maintain the highest standards in the operation of student publication and 
communication media commensurate with the Board's Statement of Principles and the purpose of the University 
of South Carolina.  
 

III.  MEMBERSHIP 
 
A. General 
 
 The Board will consist of seven voting members, three from the Faculty and four from the student body. 
Additionally, the following will be ex-officio members without vote: a Secretary and the faculty advisors of 
THE DAILY GAMECOCK, GARNET AND BLACK, WUSC and SGTV. 
 
B. Faculty Members 
 
1. Three faculty members shall be appointed by the President of the University.  They will serve staggered 

three-year terms. 
 
2. The President of the University shall appoint a new faculty member to a three-year term on the Board 

during each spring semester. This appointment will take effect at the beginning of each fall semester. 
 
C. Student Members 
 
1. The four student members of the Board shall be appointed by the President of the Student Body with 

approval of Student Senate. Two student members shall be appointed each year for a term of two years. 
 
2. The term of office of the student members shall commence at the beginning of the fall semester. Those 

students thus appointed shall not hold major media managerial positions. 
 
D. Ex-officio Members 
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1. The Vice President of Student Affairs shall designate a University administrative employee as 
permanent Secretary of the Board. Among his duties are the following: (a) preparing and distributing 
minutes of meetings; (b briefing editors and media managers as to duties and responsibilities; (c) 
coordinating such projects as media staff recruitment and training. 

 
2. The Faculty Advisors of the following shall be ex- officio members of the Board: THE DAILY 

GAMECOCK, GARNET & BLACK, WUSC-FM, SGTV. 
 
3. Ex-officio members may participate in discussions but will have no vote. 
 
E. Chairmanship 
 
1. There will be two co-chairmen, one a faculty member and one a student member. They will take turns 

presiding at meetings of the Committee. 
 
2. Each of the faculty members will serve as co-chairman in the terminal year of his appointment. 
 
3. Student members of the Board shall each year choose a student co-chairman from among themselves to 

serve for that year beginning in the fall semester. 
 
4. Although student co-chairmanship is not based on strict rotation system, a student shall have had 

experience serving on the Board before he assumes the co-chairmanship. 
 
F. Vacancies 
 
1. Vacancies occurring for any reason in faculty membership shall be filled by the appointment of another 

faculty member by the President of the University, to serve the remainder of the term of the member 
who is being replaced. If the vacancies created by the loss of a faculty member, by resignation or 
otherwise, who was serving as co-chairman of the Board, or next in line to serve as co-chairman, that 
duty shall be placed on the faculty member with the next most experience on the Board. 

 
2. Vacancies occurring for any reason in student membership shall be filled by appointment of another 

student member by the President of the Student Body to serve the remaining term. 
 
3. When a new member is appointed for any reason except to fill an immediate vacancy, he shall attend 

Board meetings as a non-voting observer until his formal assumption of office at the beginning of the 
fall semester. 

 
IV. DUTIES AND RESPONSIBILITIES 

 
 
A. General 
 
 The Board as publisher of media under its cognizance assumes total publisher's responsibilities under 
the ultimate authority of the Board of Trustees of the University. 
 
B. Appointments 
 
1. The Board shall select the following major executives of the student media: The Editor of THE DAILY 

GAMECOCK, the Station Manager of WUSC, the Editor of GARNET & BLACK, the Station Manager 
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of SGTV. The media managers will submit to the Board their choices of staff where such key positions 
are designated by the Board for its approval. 

 
2. The Board shall obtain a signed Statement of Understanding and Acceptance of the Statement of 

Principles from candidates for positions. 
 
3. Appointments shall be made in the spring for the entire ensuing year for all groups except THE DAILY 

GAMECOCK. These appointments shall commence with spring commencement and terminate with the 
following spring commencement. Appointments to THE DAILY GAMECOCK staff shall be made each 
semester, for the duration of the ensuing semester. 

 
a. Nominees for any position to be appointed by the Board may be submitted by the outgoing heads 

of the media concerned. Interested persons may also apply for the positions. 
 
b. Qualifications for major executive positions for student media will be: Junior or Senior Class 

standing; GPR's of 2.50 overall; one year's experience on the staff of the media concerned, or 
equivalent experience; any qualifications set forth by the media itself provided that such 
qualifications have been approved by the Board of Student Publications and Communications. 

 
C. Discipline 
 
1. The Board will ensure compliance with the Statement of Principles and shall have the power to take 

necessary disciplinary steps for violation of the principles. These disciplinary powers include the 
following: Warning, reprimand, removal from office, and recommendations for further University 
disciplinary action by appropriate authorities or bodies. 

 
D. Budgets 
 
 The budgets of all student media shall be submitted to Board of Student Publications and 
Communications for its approval prior to submission to the body that allocates student activities funds. 
 
E. Contracts 
 
1. The Director of Student Media is required to keep the Board informed of all contracts for printing, 

photography, and other services. 
 
2. Correspondence with bidders and processing of contracts will be accomplished through the Office of 

Student Affairs. 
 

V.  MEETINGS 
 
A. General 
 
 Regular meetings shall be held at least four times during the academic year. Notification of such 
meetings will be made at least three days in advance of the designated meeting time by the Secretary of the 
Board. Special meetings may be called at the request of two members of the Board or by either of the co-
chairmen with notification being given to all members by the Secretary at least twenty-four (24) hours in 
advance of the meeting time. 
 
B.  Quorum 
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 A quorum shall consist of two voting faculty members and two student members. No official action may 
be taken by the Board unless a quorum is present. A simple majority will be required for all decisions including 
disciplinary action. 
 
C. Minutes 
 
 Minutes of each meeting will be kept by the Secretary. Copies of these minutes are to be furnished each 
member of the Board, the President of the Student Body and the Vice President for Student Affairs who will 
accomplish further distribution to the President of the University and other interested officials. Key persons 
other than members of the Board can be invited to attend the Board meetings by either co-chairman. Although 
in attendance, these individuals may not speak to the Board unless asked to do so. 
 
D. Executive Sessions 
 
 Executive sessions of the Board will be held when selecting personnel. These sessions will be closed to 
non-members. 
 

VI. AMENDMENTS 
 
 Amendments to the Bylaws shall be set forth by motion and seconded. The amendment will be 
considered passed when two-thirds (2/3) of the members present vote in the affirmative. The Board must be 
notified no less than ten days in advance if an amendment to the Bylaws is to be proposed at which time a copy 
of the proposed amendment will be furnished to all members. Amendments passed by the Board will be 
forwarded to the Vice President for Student Affairs for approval by the President and the Board of Trustees of 
the University. 
 
 Amendments to the Statement of Principles, if required, will be proposed by the Board and submitted 
through the Vice President for Student Affairs to the President and the Board of Trustees of the University for 
their approval.  
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STATEMENT OF PRINCIPLES 
 

USC BOARD OF STUDENT PUBLICATIONS AND COMMUNICATIONS 
 
1. The editorial freedom of student editors and managers entails corollary responsibilities to be governed 

by the canons of responsible Journalism, such as the avoidance of libel, indecency, undocumented 
allegations, attacks on personal integrity, and the techniques of harassment and innuendo. 

 
2. Editors and managers of student publications should be protected from arbitrary suspension and removal 

because of student, faculty, administrative or public disapproval of editorial policy or content. Only for 
proper and stated causes should editors and managers be subject to removal and then by orderly and 
prescribed procedures. The Board of Publications which is responsible for the appointment of editors 
and managers should be the agency normally responsible for their removal. 

 
3. The editors and managers of communications media of the students of the University of South Carolina 

hold responsible positions and shall exercise mature decision making and judgment. Editors and 
managers are not official spokesmen for students or the University of South Carolina. The University is 
the publisher of all publications which bear its name or receive its support . 

 
4. Editors and managers of student communications media are expected to know and comply with the libel, 

right of privacy, lottery, obscenity and similar existing laws. 
 
5. Editors are expected to exhibit good taste and balance in the contents of their publications. Good taste 

excludes material which is salacious, obscene or vulgar, and which ridicules religious and minority 
groups, human infirmities and the like. 

 
6. The Board of Student Publications and Communications believes that the widest degree of latitude 

should be allowed editors and managers of student communications media for the free discussion of 
current issues and problems.. Editors and managers of student communications media have the right to 
criticize without malice public officials in the performance of their official duties. 

 
7. Letters to the editors and managers of student communications media must bear positive identification 

of authorship. Identification of the author may be withheld at the discretion of the editors and 
managers. Editors and managers, before publication or communication of a letter-to-the-editor, must 
be able to verify and clearly identify the authorship of the letter. 

8. Publications and communciations media and their editors and managers may give news and editorial 
coverage to student political events and controversies.. At no time, however, will the editor or manager 
of any student publications or communication media, acting in his official capacity, enter into student 
partisan politics and/or use the facilities, or the privileges of his office for the promotion of a political 
party or candidate. 

 
9. The advertising of distilled spirits by brand name is not permitted in student publications. 
 
10. Reprinting of materia1s from other sources does not mitigate deviations from the statement of good 

taste. 
 
Approved by the Executive Committee of the Board of Trustees on October 15, 1971 
 
 



CANONS OF JOURNALISM 
 
Ethical rules adopted by the American Society of Newspaper Editors on April 28, 1923, and since endorsed by many 
state associations and other groups of journalists. 
 
The primary function of newspapers is to communicate to the human race what its members do, feel and think. 
Journalism, therefore, demands of its practitioners the widest range of intelligence of knowledge and of experience, as 
well as natural and trained powers of observation and reasoning. To its opportunities as a chronicle are indissoluble 
linked its obligations as teacher and interpreter. 
 
To the end of finding some means of codifying sound practice and just aspirations of American journalism, these 
canons are set forth: 
 
(1) Responsibility— The right of a newspaper to attract and hold readers is restricted by nothing but considerations of 

public welfare. The use of newspaper makes of the share of public attention it gains serves to determine its sense of 
responsibility, which it shares with every member of its staff. A journalist who uses his power for any selfish or 
otherwise unworthy purpose is faithless to a high trust. 

 
(2) Freedom of the Press— Freedom of the press is to be guarded as a vital right of mankind. It is the unquestionable 

right by law, including the wisdom of any restrictive statute. To its privileges under the freedom of American 
institutions are inseparably joined its responsibilities for an intelligent fidelity to the Constitution of the United 
States. 

 
(3) Independence— Freedom from all obligations except that of fidelity to the public interest is vital. 

A. Promotion of any private interest contrary to the general welfare, for what ever reason, is not compatible with 
honest journalism. So-called news communications from private sources should not be published without public 
notice of their source or else substantiation of the claims to value as news, both in form and substance. 

B. Partisanship in editorial comment which knowingly departs from the truth does violence to the best spirit of 
American journalism; in the news columns it is subversive of a fundamental principle of the profession. 

 
(4) Sincerity, Truthfulness, Accuracy— Good faith with the reader is the foundation of all journalism worthy of the 

name. 
A. By every consideration of good faith, a newspaper is constrained to be truthful. It is not to be excused for lack of 

thoroughness, or accuracy within its control, or failure to obtain command of these essential qualities. 
B. Headlines should be fully warranted by the contents of the articles which they surmount. 

 
(5) Impartiality— Sound practice makes clear distinction between news reports and expressions of opinion. News 

reports should be free from opinion or bias of any kind. This rule does not apply to so-called special articles 
unmistakably devoted to advocacy or characterized by a signature authorizing the writer’s own conclusions and 
interpretations. 

 
(6) Fair Play— A newspaper should not publish unofficial charges affecting reputation or moral character, without 

opportunity given to the accused to be heard; right practice demands the giving of such opportunity in all cases of 
serious accusation outside judicial proceedings. 
A. A newspaper should no invade rights of private feelings without sure warren of public right as distinguished 

from public curiosity. 
B. It is the privilege, as it is the duty, of a newspaper to make prompt and complete correction of its own serious 

mistakes of fact or opinion, whatever their origin. 
 
(7) Decency— A newspaper cannot escape conviction of insincerity if, while professing high moral purpose, it supplies 

incentives to base conduct, such as are to be found in details of crime and vice, publication of which is not 
demonstrably for the general good. Lacking authority to enforce its canons, the journalism here represented can but 
express the hope that deliberate pandering to vicious instincts will encounter effective public disapproval or yield to 
the influence of a preponderant professional condemnation. 

  
 



CONSTITUTION OF THE DAILY GAMECOCK 
Ratified Oct. 22, 1986 
Updated August 2016 

 
PREAMBLE 

We, the members of The Daily Gamecock believe student newspapers contribute to public 
enlightenment, acting on our Constitutional freedom to learn and report the facts and seeking 

truth as a part of the university community’s right to know the truth. We believe those 
responsibilities carry obligations requiring student journalists to perform with intelligence, 

objectivity, accuracy and fairness. To these ends, we declare this Constitution as the guiding 
instrument of our organization. 

 
ARTICLE I 

Name 
The name of this organization is The Daily Gamecock. 

 
ARTICLE II 

Purpose 
The purpose of The Daily Gamecock is to disseminate news and information relevant to 

students, faculty, staff and alumni of the University of South Carolina through free newspapers, 
while providing the most practical and realistic training for aspiring journalists, editors, 

designers, photographers etc. available at the University of South Carolina. The Daily Gamecock 
is to be free of administrative censorship. The content decisions of the newspaper are at the sole 
discretion of the student staff. As is true in the societies of both the university and country as a 

whole, freedom of the press is to be guarded as an inalienable right. In the university community, 
it carries freedom and responsibility to report, discuss, question and challenge actions and 

utterances of the Student Government, the university administration and other public figures. 
Student journalists hold the right to speak unpopular opinions and the privilege to agree with the 

majority. 
 

ARTICLE III 
Membership 

Section 1. Membership at The Daily Gamecock shall be limited to persons officially connected 
with the University of South Carolina - Columbia as faculty, staff or students. Students enrolled 
in the spring semester under the above conditions who have pre-registered for the fall semester, 
as well as students enrolled in summer classes, are eligible for summer membership. 
 
Section 2. The University of South Carolina does not discriminate in educational or employment 
opportunities or decisions for qualified persons on the basis of race, color, religion, sex, national 
origin, age, disability, sexual orientation or veteran status. 
 
Section 3. Members of The Daily Gamecock are considered active members after they contribute 
on a weekly basis by either reporting, editing, taking photographs, producing graphics, page 
layout, producing the online site or doing promotional work. 
 
 



ARTICLE IV 
Organization 

Section 1. The editor-in-chief shall apply to and be appointed by the Board of Student 
Publications and Communications in accordance with the rules and regulations. Applications for 
the position must have a 2.5 undergraduate GPA and at least one year of active experience on 
The Daily Gamecock or at another comparable collegiate newspaper. 
 
Any student seeking to hold or holding officer positions — including editor-in-chief, managing 
editor and section editor — must maintain the cumulative GPR requirement for graduation and 
remain in good standing in his or her respective college. 
 
Section 2. The section editors of The Daily Gamecock shall be chosen by the editor-in-chief for 
the semester of his or her appointment. As with other staff positions, section editors do not have 
to be journalism majors. 
 
Section 3. The faculty/staff adviser to The Daily Gamecock shall be chosen by a staff vote by the 
first week in April each year. The adviser must be selected from full-time faculty or 
administration members at the university. The adviser is an ex-officio member of the Board of 
Student Publications and Communications. 
Section 4. Regular meetings of The Daily Gamecock’s editorial staff shall be held at least once a 
week. Other staff meetings or special workshops are up to the discretion and planning of the 
editors. Form and content of the meetings are also up to the editors. 
 
Section 5. Production days and official hours of operation are Sunday – Saturday, from 8 a.m. to 
midnight with the exception of breaking news. 
 
Section 6. Every editor and assistant editor must maintain posted office hours for his or her staff 
to see.  
 
Section 7. Organizational action on any business, old or new, requires a quorum of 1/2 of the 
active editors of the organization. 
 

ARTICLE V 
Finances 

Section 1. The university funds 35 percent of Student Media’s financial needs through student 
activity fees. Almost 16 percent of The Daily Gamecock’s financing comes from these fees. The 
remainder is from advertising revenue brought in by the advertising department. 
 
Section 2. The Daily Gamecock, striving to seek complete financial and, thus, editorial 
independence from the university should strive to gradually eliminate the university’s 
subsidizing of The Daily Gamecock until The Daily Gamecock no longer receives student 
activity fees. 
 
Section 3. Until The Daily Gamecock is an independent newspaper, a staff member chosen by 
the editor or managing editor, must attend required budgetary workshops, and The Gamecock 
must comply with the Student Government Treasurer’s manual. 



 
ARTICLE VI. 

Removal from office 
Section 1. The removal of editorial staff members is at the sole discretion of the editor–in-chief. 
 
Section 2. The editor-in-chief may be removed from office if he or she is found in violation of 
the Board of Student Publications and Communications bylaws and statement of principles. 
 
Section 3. The editorial staff may call for a vote of no confidence in the editor-in-chief, calling 
for his removal by an affirmative 2/3 vote to be administered by either the faculty adviser, the 
director of Student Media or the secretary of the Board of Student Publications and 
Communications. 
 
Section 4. A written request stating the reasons for the editor-in-chief’s dismissal and signed by 
at least three active members of the organization must be submitted at least one week before the 
vote is to take place. 
 
Section 5. Before the next regularly scheduled meeting, written notification of the request and 
the reasons for dismissal must have been given to the editor-in-chief, who should come to that 
regular meeting prepared to speak in defense of him- or herself. 
 
Section 6. The removal of the editor-in-chief by the Board of Student Publications and 
Communications cannot be considered complete until a 2/3 vote in favor of their ruling is taken 
by The Daily Gamecock’s staff. If the board’s decision is not upheld by The Daily Gamecock, a 
request to reinstate the editor will be placed. If the will of the student staff is denied by the board, 
The Daily Gamecock will go on strike and halt publication. 
 

ARTICLE VIII 
Constitutional Amendments 

Section 1. The constitution is binding to all members of The Daily Gamecock but is not binding 
unto itself. 
 
Section 2. Amendments to the Constitution may be proposed in writing by any staff member of 
The Daily Gamecock and submitted to the editor–in-chief, who will gather the consensus of the 
staff editors and assistants. 
 

ARTICLE IX 
Ratification 

We, the undersigned students of the University of South Carolina, being the editors of The Daily 
Gamecock, do hereby agree to follow the guidelines of this constitution. A vote of staff members 
was present and taken. 
 
Amendment 1. Those submitting letters or guest columns must adhere to the policies printed in 
the staff box on the Opinion page. 
 



Amendment 2. Any official organizational action requires that 1/2 of the editors and assistant 
editors be present. Any editorial action rests solely on the editor-in-chief or a delegate of the 
editor. 
 



 

 

 

 

Constitution of WUSC-FM Radio Station 

 

WUSC-FM, being recognized by the Board of Student Publications and Communications 

of the University of South Carolina and by the Federal Communications Commission, do 

hereby adopt and establish this Constitution in good faith with the students of the 

University of South Carolina.  We, the members of WUSC-FM, to fully realize our 

purpose, establish this constitution as the guiding instrument of our organization. 

 

ARTICLE I:  NAME 

The name of this organization shall be WUSC-FM.  The call letters of the radio station, 

WUSC-FM, will be used as registered with the Federal Communication Commission.  

WUSC-FM shall broadcast at 2,500 watts (2.5kW) at a frequency of 90.5 MHz on the 

FM band.  The city of license is Columbia, South Carolina.  The licensee of WUSC-FM 

is the Board of Trustees of the University of South Carolina. 

 

ARTICLE II:  PURPOSE 

The purpose of WUSC-FM shall be to operate as an educational, non-profit radio station 

that provides training and education to WUSC-FM members and provides the community 

with entertainment, information and educational programming. 

 

ARTICLE III:  MEMBERSHIP 

Section 1. Membership in WUSC-FM Columbia is limited to persons officially connected 

with the University of South Carolina at Columbia as faculty, staff, or full-time students.  

Students enrolled in the spring semester under the above conditions who have pre-

registered for the fall semester, as well as students enrolled in summer classes, are 

eligible for summer membership.  

 

Section 2.  Membership in WUSC-FM shall not be limited to persons based on their race, 

color, religion, sex, national origin, age, disability, veteran status, or sexual orientation. 

 

Section 3. All part-time undergraduates taking at least six (6) credit hours and paying 

Student Activity Fees are also eligible for membership at WUSC. WUSC-FM alumni are 

eligible for affiliate membership with approval of the Executive Board.  Affiliate 

memberships for alumni DJ’s do not grant voting privileges, nor do they grant first 

priority in show application status. 

 

Section 4.  All prospective disc jockeys (DJ’s) must successfully complete the station 

training program composed of both written and practical examinations.  A minimum 

score of eighty percent is needed to pass the written exam.  Disc jockeys may be required 

to undergo additional training if the Executive Board deems it necessary. 

 

Section 5.  The privileges of station membership may be suspended or revoked by the 

Executive Board of WUSC-FM for just cause.  Just cause must be demonstrated and due 

process employed. 

 



 

 

 

 

Section 6.  Student disc jockeys have first priority for on-air time slots. 

 

Section 7.  To be considered an active member, the following criteria must be met: 

 A. Only current students are considered active members and therefore eligible to 

vote and hold office. 

 B. Students must attend at least 50% of the station meetings held to qualify for 

active membership. 

 

ARTICLE IV:  ORGANIZATION 

Section 1.  The Executive Board of WUSC-FM shall be responsible for supervision of the 

activities of WUSC-FM. 

 A. The following officers of WUSC-FM shall comprise the Executive Board and 

shall each hold one vote when the board convenes:  Station Manager, two 

Program Directors, two Music Directors, two Public Affairs Directors, News 

Director, and two Members-at-Large representing the general staff.  

   1. In the case of a tie, the Station Manager will make the final decision. 

   2. Ex-officio members of the Executive Board shall be the Secretary,                

Librarian, Podcast Directors, and if applicable the Student Media 

Broadcasting Graduate Assistant. 

 B. Four organizational departments shall be established and directed by the  

 Directors for Program, Music and Public Affairs.  These departments may  

 include but not be limited to the following appointed departmental officers. 

   1. Program Department: Two Program Directors. 

   2. Music Department:  Two Music Directors and a Librarian. 

3. Public Affairs Department:  Two Public Affairs Directors, News 

Director. 

4. Technology Department: News Director, Podcast Directors, and 

Secretary 

 

Section 2.  Complete authority on matters that ensure compliance with applicable FCC 

regulations and maintaining the station's license in good standing shall rest with the 

licensee or those University officials designated by the licensee. 

 

Section 3.  Ultimate authority on programming and operational matters concerning 

WUSC-FM, except those otherwise delegated in this Constitution, shall rest with the 

Station Manager. 

 

Section 4.  Grievances may be brought to the Board of Publications and Communications 

for appeal. 

 

Section 5.  The duties of the officers of WUSC-FM shall be in compliance with the 

approved position descriptions included in the Bylaws. 

 

Section 6.  The Director of Student Media, Chief Engineer and Faculty/Staff Advisor will 

work with the Executive Board to supervise station activities. 

 



 

 

 

 

Section 7.  The Faculty/Staff Advisor to WUSC-FM shall be nominated by the Executive 

Board and approved by a majority vote of a quorum of active members.  The faculty/staff 

advisor must be selected from full-time faculty or administrative staff members at USC-

Columbia.  The Advisor shall serve as a liaison with the University, and help in the 

transition period between officers.  The advisor will be invited to and notified of all 

WUSC-FM meetings and activities. 

 

ARTICLE V: FORMAT 

The programming of WUSC-FM shall consist of two types of shows as follows: 

A.  Free-form programs.  A minimum of 50% new music as selected by the Music 

Department must be played.  Selections must come from the WUSC-FM Library.  

After one complete semester on the air, a disc jockey may play music from his/her 

personal collection, as long as the music policy is maintained. 

 B. Specialty programs.  Shows may be comprised of one musical genre, talk 

shows and sports shows.   

  1. Disc jockeys are only eligible for a specialty show after one semester of 

being a disc jockey for a free-form show. 

  2. Disc jockeys requesting a specialty show must submit a show proposal.  

Interviews will be conducted by members of the Executive Board to 

ascertain knowledge of the genre.  Recommendations will be given to the 

Music Director and Program Director, who will make the final decision. 

 

 

ARTICLE VI:  MUSIC POLICY 

The music policy of WUSC states that DJs may not play any music that has charted on 

the Top 40 of the Billboard 200 album charts since 1960. If a DJ wishes to play an album 

that has charted in the Top 40 of the Billboard Hot 200 (which measures album sales, not 

airplay) since 1960, they must complete two steps: 

 

1.) DJs must first check that said album has not produced a song that held a position 

between #1 and #50 on the Billboard Hot 100 Singles chart (which measures radio 

airplay, not sales), as singles with positions above #50 typically do not receive 

mainstream radio airplay.  

 

(Examples: Taking Back Sunday: Louder Now, MakeDamnSure at #48, Hellogoodbye: 

Zombies! Aliens! Vampires! Dinosaurs!, Here In Your Arms at #14, Of Monsters and 

Men: My Head is and Animal, Little Talks at #20, AWOLNATION: Megalithic 

Sympony, Sail at #17, D.R.A.M.: Big Baby D.R.A.M., Broccoli) 

 

2.) Secondly, DJs must check the artist’s chart consistency. If the artist has had 

multiple (two or more) albums chart within the Top 40 of the Billboard Hot 200 albums 

chart, especially if any of the albums have had Hot 100 Singles, DJs should not play these 

albums. 

 

(Examples: Fall Out Boy, The National, Bon Iver, Modest Mouse, Arcade Fire, Black 

Keys, Fleet Foxes, Tame Impala, Mac Demarco, DRAM, Daft Punk, Jack’s Mannequin, 



 

 

 

 

Talking Heads, etc.) 

 

3.) This rule includes re-releases and compilations (re-issues, anthologies, greatest 

hits, best of, etc.) 

 

(Examples: U2, The Best Of 1980-1990/The B-Sides; Led Zeppelin, Mothership & 

Boxed Set; Billy Joel, five compilation albums hit top 10, Bob Dylan, four compilation 

albums in the top 40; Simon & Garfunkel, two compilation albums in the top 40, etc.) 

 

DJs should avoid playing music that is being concurrently played on other commercial 

stations in our market. 

 

DJs may play recently released albums for the entirety of the week before official 

Billboard charts are reported, as WUSC’s music policy is reliant upon the Billboard Hot 

200 and Hot 100 charts. 

 

However, ultimate discretion falls to the WUSC Music Directors. 

 

Specialty shows are subject to exemption from certain parts of the music policy with 

executive staff approval. 

 

ARTICLE VII:  ELECTIONS 
Elections shall be held yearly in April.  Members of the active WUSC-FM staff elect all 

voting Executive Board officers, except for the station manager and the technology 

coordinator, for a one-year term.  Due to the educational purpose of WUSC-FM, only 

students are eligible for positions on the Executive Board.  The Board of Publications and 

Communications appoints the Station Manager. The executive board leaving office 

appoints the following years technology coordinator.  

A.  All candidates for offices must meet the WUSC-FM requirements for active 

membership and fulfill all University requirements for student organization 

officers. 

B. Any student seeking to hold or holding office must maintain the cumulative 

GPR requirement for graduation and remain in good standing in their respective 

college. 

 C. Officers may be re-elected so long as they meet the above requirements. 

 

D.  Respective department heads shall appoint departmental officers after an 

interview and selection process conducted by the Executive Board. 

E.  The Technology Coordinator shall be appointed on the same day as elections 

for the rest of the Executive Board. 

 

ARTICLE VIII:  ASSEMBLY 

Meetings shall be held as follows. 

A. General staff meetings shall be held at least twice each semester and more 



 

 

 

 

frequently as necessary.  Notification of meetings shall be posted. 

B. The Executive Board and Departmental Officers shall meet at least every other 

week. 

C. Special meetings of both the Executive Board and the General Staff may be 

called by the Station Manager provided sufficient notice of the meeting is given. 

D.  Parliamentary procedure shall be employed at all times.  Members will be          

recognized by the Station Manager and speak in an orderly fashion. 

E. Quorum.  A quorum consists of 60% of the active membership.  All motions shall 

require a 2/3 majority to pass. 

 

 

ARTICLE IX:  REMOVAL FROM OFFICE 

Section 1.  An officer whose dereliction of duty adversely affects the operations of the 

organization shall be subject to disciplinary action or removal from office. 

 

Section 2.  A written request stating the reasons for dismissal and signed by at least 3 

active members of the organization must be submitted at a regularly scheduled meeting. 

 

Section 3.  Before the next regularly scheduled meeting, written notification of the 

request and the reasons for dismissal must have been given to the offending officer, who 

should come to that regular meeting prepared to speak. 

 

Section 4.  A 2/3 affirmative vote of all active members is required to remove the officer 

from office. 

 

Section 5.  Members and appointed officers may be removed by a 2/3 vote of the 

Executive Board.  Temporary suspension of on-air privileges may be imposed by the 

Station Manager. 

 

 

ARTICLE X:  AMENDMENTS 

Section 1.  All proposed amendments must be put forth at two consecutive meetings 

before being voted upon. 

 

Section 2.  Amendments may be proposed by the Executive Board or by a petition of 

50% plus one of the active membership, and presented to the Station Manager. 

 

Section 3.  Ratification of the proposed amendment shall require 2/3 affirmative vote of 

the active membership. 

 

 

              

Mitchell Roberts, Station Manager      25 January 2017 

 

 













 

 

NUMBER: STAF 3.08  

 

SECTION: Division of Student Affairs and Academic Support  

 

SUBJECT: Student Media Policy  

 

DATE:  June 1, 1992  

 

REVISED: April 19, 2016 

 

Policy for:  Columbia Campus 

Procedure for:  Columbia Campus 

Authorized by:  Vice President for Student Affairs 

Issued by:   Office of Student Life 

 

 

I. Policy 

 

A. The Board of Student Publications and Communications, under the authority of the Board 

of Trustees of the University, is responsible for the following media, which receive funds 

allocated from student fees: 

 

1. The Daily Gamecock  (newspaper) 

 
2. Garnet and Black (magazine) 

 

3. WUSC-FM  (radio station) 

 

4. SGTV (cable TV station) 

 

5. Any other publications and communications media that may be authorized 

 

B. The Board of Student Publications and Communications has established procedures, 

described below, for selecting the major executives of student media, who are as follows: 

 

1.  Editor, The Daily Gamecock 

 
2.  Editor, Garnet and Black 

 

3.  Station Manager, WUSC-FM 

 

4.  Station Manager, SGTV 
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C. Nominees for student media heads must meet the following qualifications: 

 

1. Junior or senior class standing 

 

2. Must maintain a 2.5 cumulative GPA or the minimum GPA needed for 

graduation, whichever is greater. 

 

3. One year's experience on the staff of the medium concerned, or equivalent 

experience 

 

4. Any qualifications set forth by the medium itself (as approved by the Board of 

Student Publications and Communications) 

 

 

II. Procedures for Selection of Media Heads 

 

A. Outgoing heads of media may submit nominations for new appointees to the Board.  

Other interested persons may pick up applications in the Student Life Office, Room 112, 

Russell House. 

 

B. The Board of Student Publications and Communications makes appointments to Garnet 

and Black and WUSC-FM in the spring for the following school year. Appointments to 

The Daily Gamecock are made in the spring for the summer and fall terms and in the fall 

for the following spring term. SGTV appointments are made in the fall term. 

 

C. Spring staff positions are announced in October and selections made in November. 

Summer and fall vacancies are announced in March and selections made in April. 

 

 

III. Related Policies 

 

STAF 3.15 Removal of Editors or Managers of Student Media 

 

 

IV. Reason for Revision 

 

Policy organization, content and accuracy reviewed March 2016; SGTV appointment time 

changed from spring to fall term. 
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NUMBER:       STAF 3.15  

 

SECTION:      Division of Student Affairs and Academic Support   

 

SUBJECT: Removal of Editors or Managers of Student Media  

 

DATE:  June 1, 1992  

 

REVISED: April 19, 2016 

 

Policy for:  Columbia Campus 

Procedure for:  Columbia Campus 

Authorized by:  Vice President for Student Affairs 

Issued by:   Office of Student Life 

 

 

I. Policy 

 

This policy will define the process whereby editors and managers of student communications 

media may be legally removed for just cause. 

 

A. All editors and managers are responsible to the Board of Student Publications and 

Communications, hereinafter referred to as “the Board,” which derives its authority from 

the Board of Trustees of the university and, therefore, is ultimately responsible to the 

Board of Trustees through its designated university officials. 

 

B. Those publications and communication media that receive funds by allocation from 

student fees come under the cognizance of the Board.  These are: 

 

1. The Daily Gamecock (newspaper); 

 

2. Garnet and Black (magazine); 

 

3. WUSC-FM (radio station); 

 

4. SGTV (cable TV station); and 

 

5. Such other publications and communications media as otherwise may be 

authorized 

 

C. The purpose of the Board shall be to act as publisher for the media under its cognizance 

and to maintain the highest standards in the operation of student publication and 
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communication media, commensurate with the Board's Statement of Principles, and the 

purposes of the University of South Carolina. 

 

D. Editors and managers of student media should be protected from arbitrary suspension and 

removal because of student, faculty, administrative or public disapproval of editorial 

policy or content.  Only for proper and stated causes should editors and managers be 

subject to removal, and then by orderly and prescribed procedure. 

 

E. The Board, which is responsible for the appointment of editors and managers, should be 

the agency normally responsible for their removal. 

 

F. Editors are expected to exhibit good taste and balance in the contents of their 

publications.  Good taste excludes material which is salacious, obscene or vulgar, and 

which ridicules religious and minority groups, human infirmities and the like. 

 

G. The Board believes that the widest degree of latitude should be allowed editors and 

mangers of student communications media for the free discussion of current issues and 

problems. 

 

H. Editors and managers of student communications media have the right to criticize, 

without malice, public officials on the performance of their official duties. 

 

 

II. Procedures 

 

A. The Board shall obtain a signed Statement of Understanding and Acceptance of the 

Statement of Principles from candidates for positions. 

 

B. The Board will ensure compliance with the Statement of Principles, and shall have the 

power to take necessary disciplinary steps for violation of the principles.  These 

disciplinary powers include: 

 

1. warning; 

 

2. reprimand; 

 

3. removal from office; and  

 

4. recommendations for further university disciplinary action by appropriate 

authorities or bodies 

 

C. Those members of the student communications media who desire to have an editor or 

manager removed, for just cause, must file a written grievance to the ex-officio secretary 
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to the Board.  The secretary will then call a meeting of the Board to review the grievance, 

and if warranted, the Board will take necessary action through due process. 

 

 

III. Related Policies 

 

STAF 3.08 Student Media Policy 

 

 

IV. Reason for Revision 

 

Policy organization, content and accuracy reviewed in March 2016; no substantive revisions 

required. 



 

 

NUMBER: STAF 6.24  (NEW) 

 

SECTION: Student Affairs and Academic Support 

 

SUBJECT: Student Non-Discrimination and Non-Harassment Policy 

 

DATE:  April 9, 2013 

 

Policy for:  Columbia Campus 

Procedure for:  Columbia Campus 

Authorized by:  Dennis A. Pruitt 

Issued by:  Office of Student Conduct 

 

 

USC recognizes the human dignity of each member of the University community and believes 

that each member has a responsibility to promote respect and dignity for others so that all 

students are free to pursue their goals in an open environment, able to participate in the free 

exchange of ideas, and able to share equally in the benefits of the University’s education 

opportunities. To achieve this end, the University believes it should foster an academic, social, 

and living environment that is free from discrimination and harassment on the basis of race, 

color, national origin, religion, sex, gender, age, disability, sexual orientation, genetics, veteran 

status, or any other category protected by law
1
.  

 

The University is also committed to the principles of academic freedom and believes that a 

learning environment where the open exchange of ideas is encouraged is integral to the mission 

of the University. The University vigorously embraces students’ rights to the legitimate freedom 

of expression, speech, and association.  Nothing in this policy is intended to impede the exercise 

of those rights protected under the First Amendment of the U.S. Constitution.  The University 

recognizes that the conduct prohibited in this policy extends to behavior and speech that is not 

constitutionally protected and which limits or denies the rights of students to participate or 

benefit in the educational program.  

 

The standard mandated by this policy represents the bare minimum of acceptable behavior. The 

University’s commitment to civility, mutual respect, and tolerance should cause the members of 

the University community to adhere to an even higher standard of behavior in these matters—not 

because we are required to do so, but because conscience dictates it.  

 

I. Policy 

 

It is the policy of the University of South Carolina that all students should be able to learn and 

live in an educational and campus environment that is free from discrimination and harassment 

on the basis of race, color, national origin, religion, sex, gender, age, disability, sexual 

orientation, genetics, veteran status, or any other category protected by law, in all programs, 

activities, and services of the University.  

                                            
 

1
 This policy recognizes federally protected categories of student characteristics as well as those 

characteristics protected as a matter of USC policy.  
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A. Scope 

 

 This policy applies to the conduct of students in all aspects of academic, residential, 

athletic, and social activities, operations, and programs at the University.
2
 Any student or 

student organization that violates this policy shall be subject to disciplinary action up to 

and including suspension and expulsion from the University. Violations of this policy are 

considered to be a conduct offense under the USC Student Code of Conduct.  

 

B.  Definitions of Prohibited Conduct 

 

 1.   Discrimination 

 

 Discrimination is the unfair or unequal treatment of an individual or a group 

based upon race, color, national origin, religion, sex, gender, age, disability, 

sexual orientation, genetics, veteran status, or any other category protected by 

law, that interferes with or limits the ability of an individual or group to 

participate in or benefit from the services, activities, or privileges provided by the 

University.  

 

 2. Harassment  

 

 Harassment is a specific type of illegal discrimination.  It includes conduct (oral, 

written, graphic, or physical) which is directed against any student or group of 

students because of or based upon one or more of the characteristics articulated in 

Section II above, that is sufficiently severe, pervasive, or persistent so as to 

interfere with or limit the ability of an individual or group to participate in or 

benefit from the programs, services, and activities provided by the University. 

Such harmful conduct may include, but is not limited to, objectionable epithets, 

demeaning depictions or treatment, and threatened or actual abuse or harm.  

Harassment does not include the use of materials by students or discussions 

involving students related to any characteristic articulated in Section II for 

academic purposes appropriate to the academic context.  

 

 3. Sexual Harassment  

 

 Sexual harassment is also included in this policy
3
. Sexual harassment is a specific 

type of discrimination which is defined as unwelcome conduct of a sexual nature 

                                            
 

2
 The University has adopted the following specific policies and procedures pertaining to discrimination 

and harassment that apply to the conduct of other members of the University community, including employees, 

faculty, and third-party vendors: 

 University Policy EOP 1.00 Equal Opportunity and Affirmative Action 

 University Policy EOP 1.01 Equal Opportunity Complaint Processing Procedures 

 University Policy EOP 1.02 Sexual Harassment 

 University Policy EOP 1.03 Discriminatory Harassment 

 University Policy EOP 1.04 Non-Discrimination Policy.  

 
3
 The University’s sexual harassment policy may also be found at EOP 1.02 Sexual Harassment. 
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that is sufficiently severe or pervasive that it adversely affects a student’s or 

student group’s ability to participate in or benefit from the programs and services 

provided by the University. Examples of conduct that may constitute sexual 

harassment in violation of this policy include, but are not limited to, the following 

types of unwelcome and harmful behavior: 

 

 a. Physical Conduct 

 

 i. Unnecessary or unwanted touching, patting, massaging, etc. 

 ii. Impeding or blocking movements 

 iii. Acts of sexual violence 

 iv. Other unwanted conduct of a physical nature 

 

 b. Non-Verbal Conduct 

 

 i. Suggestive or insulting gestures or sounds 

 

 c. Verbal Conduct 

 

 i. Direct propositions of a sexual nature 

ii. Sexual innuendos and other sexually suggestive or provocative 

behavior 

 iii. Repeated, unwanted requests for dates 

iv. Repeated inappropriate personal comments 

v. Unwelcome and inappropriate letters, telephone calls, electronic 

mail, or other communication or gifts 

 vi. Requests for sexual favors 

 

  Sexual harassment may occur between members of the same or opposite 

 sex. Sexual harassment directed at any student or other member of the 

 University community, regardless of his or her sexual orientation, is a 

 violation of this policy.  

 

  Sexual harassment does not refer to occasional, nonsexual compliments, 

 nonsexual touching, or other nonsexual conduct. 

 

II. Procedures 

 

A. Complaint Procedures 

 

1. Any student may file a complaint with the Office of Equal Opportunity Programs 

(EOP) against another student, student organization, faculty, staff, or other 

member of the University community who is believed to have violated this policy 

or otherwise engaged in discriminatory or harassing behavior.   
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2. The Office of Equal Opportunity Programs (EOP) serves as the lead office for the 

receipt and investigation of all complaints of discrimination and harassment 

involving members of the University community, including complaints involving 

students and student organizations. Any student who believes he or she has been 

subjected to discrimination or harassment, or who has knowledge of or has 

witnessed discriminatory or harassing actions, should contact the EOP Office. The 

EOP Office can be contacted in person at 1600 Hampton Street (Suite 805), by e-

mail at wellscr@mailbox.sc.edu, or by telephone at (803) 777-9560.  In the 

alternative, a student can complete the on-line complaint form found at 

http://www.sc.edu/eop/students.html.  Students who feel their safety is threatened 

should immediately contact Campus Security at (803) 777-4215 or (803) 777-

8400.  

 

3. In the event a student has a complaint after hours, or on weekends or holidays, the 

student can inform an available University official
4
 if the student believes 

immediate action is necessary. All University officials who are informed of a 

complaint by a student, who become aware of a complaint by other means, or who 

witness an act of discrimination and/or harassment involving students, are 

required to report this information to the EOP Office.  If the complaint is such that 

the official believes it can be resolved by the official, with the consent of the 

students involved, and, if available, advice from the EOP Office, the official can 

attempt to resolve it. In all situations, however, whether the complaint is resolved 

or not, the official must report, in writing to the EOP Office by the next business 

day, the complaint, the names and contact information of the parties involved, and 

the resolution, if any, in order that the EOP Office can follow-up with the student 

to begin the resolution process or to ensure that the complaint was satisfactorily 

resolved and that no further investigation is needed.  

 

4. The EOP Office will designate one staff member to handle student complaints and 

work with Student Affairs to ensure that the complaint is fairly and expeditiously 

investigated and if necessary, that appropriate sanctions are assessed.  

 

5. In the event of an anonymous or victimless complaint, the EOP Office will 

investigate such complaints to the extent possible.  The EOP will interview any 

witnesses to the acts and, if alleged offenders are identified, the alleged offenders. 

The EOP Office will then issue a report of findings to the Office of Student 

Affairs.  The EOP Office and the Office of Student Affairs may use such 

incidents as an opportunity to inform and educate the University community. 

 

6. Once a report of discrimination or harassment is received by the EOP Office, 

unless the complaint is anonymous, the EOP Office will contact the student who 

has made the complaint (“complainant”) to discuss confidentially the specifics of 

the complaint and provide guidance and information regarding the resolution 

                                            
 

4
For the purposes of this policy, University officials include Student Affairs staff, Housing staff, resident 

mentors, athletic coaches and directors, student organization advisors, Greek Life officials, faculty advisors, faculty 

deans, and security staff.  

mailto:wellscr@mailbox.sc.edu
http://www.sc.edu/eop/students.html
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process. If the complaint has been resolved, the EOP Office will ensure that the 

complainant is satisfied with the resolution and determine whether further 

investigation is warranted.  

 

7. Complainants will be asked to provide the following information: a description of 

the alleged acts, the date(s) the alleged acts occurred, the names, if known, of the 

individual(s) or group(s) allegedly engaging in discriminatory or harassing acts, 

and the names of witnesses, if any. If the complainant wishes his or her name not 

be disclosed, the EOP Office will explain that such a confidentiality request may 

limit the ability of the University to respond but that the EOP Office will take all 

reasonable steps to investigate consistent with the complainant’s request as long 

as doing so does not prevent the EOP Office from responding effectively to the 

complaint or prevents the EOP Office from stopping potential discrimination or 

harassment of others.  In all situations, the EOP Office will take every effort, to 

the extent allowed by law, to protect the privacy of the persons involved. The 

number of persons with knowledge of the complaint shall be kept to a minimum 

and only those persons with a need to know will be notified of the complaint.  

 

 Following this initial meeting, the student may choose not to pursue the 

complaint, request informal resolution by the EOP Office, or proceed with a 

formal complaint with the EOP Office.  

 

8. If the EOP Office determines the complaint is one that can be resolved informally, 

the EOP Office will explain the informal resolution process to the complainant 

and if the complainant agrees, the EOP Office will proceed with informal 

resolution.  Some complaints are not appropriate for informal resolution, such as 

sexual assault complaints or complaints that involve violence or a threat of 

violence.  In the event a complainant withdraws his or her complaint before 

resolution is accomplished, the EOP Office will continue to investigate the 

complaint to the extent possible to determine what occurred and then recommend, 

if appropriate, steps to remedy the situation. 

 

9. In certain circumstances, the University may impose emergency action upon a 

student or student organization when there is reason to believe, based upon 

available evidence, that the student or student organization poses an immediate 

threat to the safety, health, or welfare of persons, property, or to the orderly 

operation of the University. Such emergency action can include, but is not limited 

to, suspension, limitation of privileges, or housing relocation or removal. 

Emergency action is interim in nature pending the outcome of conduct 

procedures.  Emergency actions and procedures are fully described on the Office 

of Student Conduct website at http://www.housing.sc.edu/osc/cp.html. In cases 

involving potential criminal conduct, the EOP Office will determine whether 

appropriate law enforcement authorities should be notified.  

 

 

 

http://www.housing.sc.edu/osc/cp.html
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B. Resolution Procedures 

 

 1. Informal Resolution 

 

 The informal resolution process is intended to be flexible so as to enable the EOP 

Office to address a complaint in the most effective and expeditious manner 

possible. Informal resolutions are accomplished with the consent of the 

complainant and assistance of other offices or administrators on campus in the 

area relevant to the complaint.  The complainant, after receiving explanation of 

the informal resolution process, will be asked to sign a form consenting to 

informal resolution.  

 

 Informal resolution may be achieved by: (a) action taken by the complainant, 

when appropriate, to address the matter directly with the alleged offender; (b) 

action to negotiate a resolution undertaken by the EOP Office; or (c) mediation 

undertaken by the EOP Office. The complainant, at his or her discretion, may end 

the informal process and begin the formal resolution process at any time.  

Although the process focuses on conciliation, not sanctions, disciplinary action, 

including an oral or written warning may be issued if agreed upon by all parties. 

In all cases in which informal resolution is achieved, the EOP Office will make a 

written report of the resolution to file with the copy of the complaint. In the event 

an oral or written warning is issued to an alleged offender, if the alleged offender 

is an employee, a copy of the warning is sent to employee’s supervisor. In the 

case of a student or student organization, a copy of the warning is sent to the 

Office of Student Conduct.   If the complaint is not settled by informal resolution, 

the EOP Office will proceed to formal resolution. 

 

 2. Formal Resolution 

 

In a formal resolution process, the EOP Office will provide a copy of the 

complaint to the alleged offender within five (5) days either personally or by 

certified mail. The alleged offender (“respondent”) will have ten (10) days in 

which to respond in writing to the complaint. A copy of the respondent’s response 

will be provided to the complainant.    

 

The EOP Office will assign the complaint to an investigator. Upon receiving the 

respondent’s response, the EOP investigator may attempt to negotiate a resolution 

which is agreeable to both parties.  If no negotiated resolution is achieved, or if a 

negotiated resolution is not feasible, the investigator will initiate a formal 

investigation of the complaint.  

 

 a. Complaint Investigation 

 

The investigator will interview the complainant, the respondent, witnesses 

identified by the parties, and anyone else whom the investigator believes 

may have knowledge of the facts regarding the complaint. The 
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investigator may conduct independent research regarding the facts of the 

complaint. Investigations are normally completed within 15 working days 

but if warranted by circumstances, this time may be increased at the 

discretion of the investigator.  

 

 b. Complaint Findings 

 

Based on the information obtained during the investigation, the EOP 

Office will issue a report of its findings to the complainant and 

respondent. There are two categories of findings: (1) no reasonable cause 

to believe illegal discrimination or harassment occurred, or (2) reasonable 

cause to believe a violation has occurred.  

 

i. In the event the EOP Office finds there is no reasonable cause to 

believe that illegal discrimination or harassment occurred, the 

complaint will be dismissed and the complainant will be advised 

that if he or she is dissatisfied with the decision, a complaint can be 

filed with the Office of Civil Rights of the United States 

Department of Education or the Civil Rights Division of the United 

States Department of Justice. In situations where the alleged acts 

do not rise to the level of illegal discrimination or harassment, the 

EOP Office, if it believes the situation is appropriate, may inform 

the University community of the occurrence(s) in order to educate 

the community about issues presented by the behavior and reaffirm 

the University’s commitment to equal opportunity.   

 

ii. In the event the EOP Office finds that there is reasonable cause 

that a student or student organization engaged in illegal 

discrimination or harassment, the EOP Office will issue a report of 

findings, along with recommendation as to appropriate sanctions to 

the Director of the Office of Student Conduct.  If the student is also 

an employee of the University, and the conduct involves the 

student’s capacity as a University employee, the report must also 

be forwarded to the student respondent’s immediate administrative 

official.
5
  The report of findings will include a statement of the 

complaint, a chronology of the investigation, the information 

discovered, witness summaries, a list of documents pertinent to the 

investigation, the findings of the EOP Office, and any 

recommended sanctions the EOP Office believes are warranted.  

 

 c. Student Hearing Procedures 

 

i. The Office of Student Conduct (OSC) will then send written 

notification to the accused student or student organization 

                                            
 

5
 If the respondent is a University staff member or faculty member, the report of findings will be issued to 

the respondent’s immediate administrative supervisor and the appropriate Vice President.  
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representative indicating the nature of the complaint. The student 

or student organization representative will be given the opportunity 

to meet with the OSC to discuss the allegations. Failure of the 

student or student organization representative to meet with the 

OSC could result in disciplinary action being imposed based on the 

available evidence. If the student or student organization 

representative disagrees with the finding of the EOP Office or the 

recommended disciplinary action, the student or student 

organization representative is offered several options to resolve the 

charges, including an informal administrative hearing, a formal 

administrative hearing, a University conduct hearing
6
, or 

mediation. At any such hearing, the EOP investigator will present 

the report of findings. The procedures for these hearings are fully 

described on the Office of Student Conduct website at 

http://www.housing.sc.edu/osc/cp.html.   

 

ii. Decisions resulting from administrative hearings or a University 

conduct hearing may be appealed by a student or a student 

organization to the Vice President for Student Affairs in the 

following limited situations: (1) there was a procedural error 

committed in hearing the case which significantly prejudiced the 

findings; or (2) new evidence, which could not have been available 

at the time of the hearing and which is material to the outcome of 

the case, becomes available.  The procedure for appeal is fully 

described on the Office of Student Conduct website at 

http://www.housing.sc.edu/osc/cp.html.  

 

 d. Student Sanctions 

 

i. The EOP Office and the OSC may recommend sanctions to the 

appropriate hearing tribunal. Disciplinary action for student or 

student organization violations of this policy may include a variety 

of sanctions.  The severity of the sanctions are determined by 

several factors, including but not limited to: whether there was 

physical harm or threat of physical harm to others; whether there 

was violence or the threat of violence; whether there was damage 

to University or student property; whether the respondent had 

engaged in similar conduct in the past; whether the proposed 

sanction will provide education and training to deter future 

violations; whether the proposed sanction will make the victim 

whole; and whether the proposed sanction will increase the 

University community’s awareness of student discrimination and 

harassment.  

 

                                            
 

6
 Jurisdiction over violations of this policy by Greek organizations or members of Greek organizations will 

be with the OSC, not the Greek Life Office.   

http://www.housing.sc.edu/osc/cp.html
http://www.housing.sc.edu/osc/cp.html
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ii. Sanctions for individual student violations may include the 

following: expulsion, suspension, conduct probation, 

conditions/restrictions on University privileges, written warning, 

fines and restitution, housing sanctions, required attendance at 

educational or community service events, and any other sanctions 

deemed appropriate by the EOP Office and OSC.    

 

iii. Sanctions for student organization violations may include the 

following: permanent revocation of organizational registration, 

suspension of rights and privileges for a specified period of time, 

conduct probation, conditions/restrictions, written warning, fines 

and restitution, required attendance at education or community 

service events, and any other sanctions deemed appropriate by the 

EOP Office and the OSC.  

 

 e. Record Keeping 

 

 While a complaint is being investigated, all evidence regarding the 

complaint must be maintained in the confidential files of the official 

handling the complaint and should be transferred to EOP Office once the 

complaint is resolved where all records regarding the complaint will be 

kept in confidential files within the EOP Office.  These records will 

include the complaint, interview notes, witness statements, 

correspondence, investigation summaries and reports, and documentation 

of remedial actions.  Access to these records shall be on a need to know 

basis only.  These records will be maintained for a minimum of five years.   

 

C. Non-Retaliation 

 

It is a violation of this policy for any person to retaliate, intimidate or take reprisals 

against a person who has filed a complaint, testified, assisted or participated in any 

manner in the investigation or resolution of a complaint of discrimination or harassment. 

Appropriate disciplinary actions shall be taken against any person who has been found to 

have violated this policy.  

 

D. Other 

 

1. Reporting and Monitoring 

 

The EOP Office will provide an annual report to the President of the University 

summarizing the discrimination and harassment complaints and the resolution 

(informal and formal) of such complaints.  The University will also conduct a 

survey of students every three years to gage students’ knowledge of this policy 

and complaint procedures.  The results of these surveys will be used to improve 

the procedures and policies of the EOP Office and the Office of Student Affairs.  
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2. Dissemination and Training  

 

The EOP Office, in conjunction with the Office of Student Affairs, is responsible 

for ensuring that all students at the University are aware of their right to be free 

from discrimination and harassment. To achieve this goal, all new students will be 

informed of this policy and their rights and obligations under it during orientation.  

Information describing the policy is readily available on various University 

websites, including the student handbook, with links to the policy, and the online 

complaint form.  Posters and brochures describing this policy can be found at 

various sites on campus where students congregate such as residence halls, 

Student Life offices, academic buildings, student organization offices, eating 

halls, Greek housing, etc.    

 

Training will be provided to students and student organizations in order that 

students know and understand their rights and obligations under the policy, to 

whom to report violations, and the procedures for investigations and hearings.  

Training will also be provided to faculty and staff members who interact with 

students in order that these individuals understand their responsibility to report 

any incidents of discrimination or harassment report to or observed by them.  

 

 

III. Related Policies 

 

 University Policy EOP 1.00 Equal Opportunity and Affirmative Action 

 University Policy EOP 1.01 Equal Opportunity Complaint Processing Procedures 

 University Policy EOP 1.02 Sexual Harassment 

 University Policy EOP 1.03 Discriminatory Harassment 

 University Policy EOP 1.04 Non-Discrimination Policy 

 University Policy STAF 6.00 Disability Discrimination 
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I.  Policy 

 

The University of South Carolina strives to maintain an educational community that fosters the 

development of students who are ethical, civil and responsible persons.  The purpose of this 

document is to set forth the specific authority and responsibility of the university in maintaining 

behavioral standards.  The Student Conduct Office also publishes the educational process for 

determining student and student organization accountability for violating the regulations, and the 

proper procedural safeguards to be followed in this process to ensure fundamental fairness at 

http://www.housing.sc.edu/osc/ . 

 

A. Scope  

1. The university may take disciplinary action for a violation of the Student Code of 

Conduct when the offense takes place on university premises or at university 

sponsored, endorsed, supported or related events which occur off campus.  

University action will also occur when an offense which occurs off campus may 

adversely affect the university community, its policies or procedures, or which 

affect the university's pursuit of its mission. 

 

2. When there is an allegation that a student has committed an offense that is also a 

crime, a student can be charged both by the criminal justice system and the 

student conduct system.  Disciplinary action at the university will normally 

proceed independently of pending criminal charges, including when charges 

involving the same incident have been dismissed by the criminal justice system.  

 

B. Jurisdiction 

 

1. Definition of a student - For the purpose of this policy a student is defined as a 

person who is admitted, enrolled or registered for study at the University of South 

Carolina for any academic period; and those who attend post-secondary 

http://www.housing.sc.edu/osc/


educational institutions other than the University of South Carolina and who 

reside in a USC residence facility. Persons who are not officially enrolled for a 

particular term but who have a continuing student relationship with, or an 

educational interest in, the University of South Carolina are considered students. 

A person shall also be considered a student during any period while the student is 

under suspension from the institution or when the student  is attending or 

participating in any activity preparatory to the beginning of school including, but 

not limited to, fraternity or sorority rush, orientation, placement testing, and 

residence hall check-in. 

 

2. Definition of student organization - A student organization is any group, 

consisting of at least 70% USC Columbia students who desire to come together to 

support a particular view, explore common interests or accomplish identified 

tasks.  Additional standards of this definition can be found at 

http://www.sc.edu/policies/staf310.pdf 

 

Responsibility for good conduct rests with students as individuals, for both 

themselves and their guests. Student organizations have similar responsibility for 

maintaining good conduct among their members and guests and at activities they 

sponsor. All members of the university community are expected to use reasonable 

judgment in their daily campus life and to show due concern for the welfare and 

rights of others.  

 

C. Authority 

 

The Board of Trustees and the president of the university are ultimately responsible for 

governing the university.  The student conduct system is administered by the Division of Student 

Affairs and Academic Support. The Vice President for Student Affairs and Academic Support, in 

turn, designates the Office of Student Conduct with administrative authority and responsibility 

for Student Conduct policies and procedures.  This responsibility includes formulating and 

implementing policies and procedures, in cooperation with other appropriate University bodies, 

for the consideration of conduct violations and the imposition of sanctions in an efficient, 

consistent, fair, legal, and educationally meaningful manner. The Office of Student Conduct may 

further delegate its responsibility to various judicial bodies and administrative staff including the 

Carolina Judicial Council, University Housing staff, Fraternity and Sorority Life staff, and the 

Title IX Coordinator. 

 

Student Government as an elected and representative voice of the student body has the right to 

comment on any proposed changes pertaining to the discipline of students.   

 

 

II.   Procedure  

This section establishes the rules and regulations all students and student organizations are 

expected to follow under the duty and corollary powers inherent in educational institutions.  

http://www.sc.edu/policies/staf310.pdf


Institutions protect their educational purposes through the setting of standards of student conduct 

and scholarship and through the regulation of the use of university facilities.  Lack of familiarity 

with institutional rules is not an excuse for an infraction.  

 

Additional rules and regulations may be promulgated during the year and will be updated to the 

university’s website upon adoption. 

 

A. Alcohol Related Misconduct 

 

Prohibited behaviors include: 

 

1. Possession or consumption of alcohol by a person under the age of 21 or under 

the lawful age of the jurisdiction in which the student resides 

 

2. Possession of false or altered identification 

 

3. Public intoxication 

 

4. Possession of alcohol related paraphernalia (empty containers, beer pong table, 

etc.) or games that are specifically designed for alcohol consumption in a 

residence hall or in the Greek Village 

 

5. Open containers in vehicles or in open spaces, or public areas of residence halls 

(lobbies, hallways, etc.)  

 

6. The presence or possession of alcohol in a “dry” room – a “dry” room is an on-

campus residential room in which only underage residents live 

 

7. Providing or distributing alcohol to individuals under the age of 21 or to an 

intoxicated person 

 

8. Common containers (kegs, coolers, etc.) that provide unrestricted access are not 

permitted on campus, at student organization functions or in the Greek Village. 

 

9. Violating other provisions of the Student Code of Conduct while under the 

influence of alcohol 

 

10.  Students and student organizations must comply with the published regulations 

and applicable laws concerning the transport, display, provision, possession, and 

consumption of beer, wine, and other alcoholic beverages. Stipulations of the 

university alcohol policy can be found at www.sc.edu/policies/staf302.pdf. 

 

Violations of the alcohol policies may result in administrative fees.  For the schedule of fees, 

please refer to http://www.housing.sc.edu/osc/fines.html. 

   

B. Drug Related Misconduct 

http://www.sc.edu/policies/staf302.pdf
http://www.housing.sc.edu/osc/fines.html


 

Prohibited behaviors include: 

 

1. Possession or use of any counterfeit, illegal, dangerous, or controlled drug or 

other substance is prohibited. This includes the unauthorized use or possession of 

prescription medications. 

 

2. Manufacturing, selling, or distributing any counterfeit, illegal, dangerous or 

controlled drug or other substance is prohibited.  This includes the unauthorized 

distribution of prescription medications. 

 

3. Possession of drug paraphernalia (i.e., pipes, bongs, blunts) 

 

4. Violating any other provision of the Student Code of Conduct while under the 

influence of an illegal or illegally obtained drug 

 

5.  Dilute, late, missed, forged, or failed drug screens (typically university required) 

 

Violations of the drug policies may result in administrative fees.  For the schedule of fees, please 

refer to http://www.housing.sc.edu/osc/fines.html. 

   

C. Dangerous Behaviors  

 

Intent is not an element of this violation, but will be considered in the application of sanctions. 

 

Prohibited behaviors include: 

 

1.  Conduct or actions that have the potential for physically harming another person.  

Included is conduct which creates conditions that pose a risk of physical harm to 

another, which causes reasonable apprehension of physical harm, and/or 

unwelcome physical contact. 

 

2.  The use or display of any object or instrument in a dangerous or threatening 

manner 

 

3.  Driving under the influence of alcohol or drugs or while intoxicated or impaired 

 

4.  Physical or verbal threats of violence or placing a person in fear of imminent 

physical injury or danger 

 

5.  Physical abuse, physical intimidation, coercion, and/or other conduct that 

threatens or endangers the health or safety of another person or violates a legal 

protective order 

 

6.  Actions that have the potential for damage or destruction or create hazardous 

conditions 

http://www.housing.sc.edu/osc/fines.html


 

D. Weapons 

 

Prohibited behaviors include unauthorized possession of weapons including firearms or weapons 

of any kind including but not limited to knives, slingshots, metal knuckles, razors, paintball guns, 

BB guns, and air pistols; even if permitted by law.  Authorization for possession of a firearm on 

campus or in campus controlled facilities is only available from the university president or 

designee. 

 

E. Disorderly Conduct  

 

Intent is not an element of this violation, but will be considered in the application of sanctions.   

Prohibited behaviors include: 

 

1. Conduct that disturbs the peace or disrupts the rights or privileges of others  

 

2. Making, causing, or continuing any loud, unnecessary, or unusual noise that 

disrupts the normal operations of the university or infringes on the rights of other 

members of the university community 

 

F. Disruptive Activity  

 

Prohibited behaviors include: 

 

1. Interfering with or disrupting the normal activity and operations of the university 

or its educational mission, programs, or events 

 

2. Conduct that causes or provokes a disturbance that disrupts the academic pursuits 

of others 

 

3. Behavior in a classroom or instructional program that interferes with the 

instructor or presenter's ability to conduct the class or program, or the ability of 

others to profit from the class or program 

 

4. Intentional obstruction which unreasonably interferes with freedom of movement 

(including but not limited to pedestrian or vehicular obstruction) 

 

5. Throwing or dropping objects or substances out of buildings. 

 

6. Non-compliance with reasonable time, place, or manner restrictions on 

expression.  

 

7. Failure to leave immediately when asked to disperse by university or law 

enforcement officials. 

 



In any case wherein students are involved in actions which is disruptive of the normal 

activities of the institution or its personnel, or which exceeds the bounds of normal internal 

discipline in its impact, the Board of Trustees may exercise its right to name a special hearing 

board, committee, or officer to investigate the questioned action and to initiate appropriate 

disciplinary or other measures.  

 

G. Abusive Conduct or Sexual Misconduct 

 

Prohibited behaviors include: 

 

1.  Fighting, assaults, or actions which result in physical harm 

 

2.  Sexual assault as defined by the University Sexual Assault Policy (STAF 1.08 

http://www.sc.edu/policies/staf108.pdf) 

 

3.  Hazing as defined by the University Policy on Hazing (STAF 3.05 

http://www.sc.edu/policies/staf305.pdf) 

 

4.  Sexual harassment and discriminatory harassment as defined in the University’s 

Sexual Harassment and Discriminatory Harassment Policies (EOP 1.02 

http://www.sc.edu/policies/eop102.pdf and EOP 1.03 

http://www.sc.edu/policies/eop103.pdf)    

 

5.  Discrimination and harassment as defined in the Student Non-Discrimination and 

Non-Harassment Policy (STAF 6.24 http://www.sc.edu/policies/staf624.pdf) 

 

6.  Stalking and relationship violence as defined by the Relationship Violence and 

Stalking Policy http://www.sc.edu/policies/staf109.pdf 

 

7.  Harassment or conduct (including but not limited to cyber-stalking, cyber-

bullying, etc.) that creates or attempts to create an intimidating, hostile, or 

offensive environment for another person including action(s) or statement(s) that 

threaten harm or intimidate a person or any other form of unwanted contact 

 

8.  Voyeurism or recording of images without consent while the person is in a place 

where s/he would have a reasonable expectation of privacy  

 

9.  Damage to or destruction of property    

 

10.   Lewd behavior or indecent exposure 

 

H. Fire and General Safety 

 

Prohibited behaviors include: 

 

http://www.sc.edu/policies/staf108.pdf
http://www.sc.edu/policies/staf305.pdf
http://www.sc.edu/policies/eop102.pdf
http://www.sc.edu/policies/eop103.pdf
http://www.sc.edu/policies/staf624.pdf
http://www.sc.edu/policies/staf109.pdf


1.  Starting a fire or creating a fire hazard on university property without university 

authorization.  Precautionary steps should be taken by residential students while 

cooking including turning on vents (where applicable), opening windows, and 

closely monitoring cooking food. 

 

2.  The possession and/or use of candles, torches, incense and/or incense burners, 

other open flame apparatus, extension cords, gasoline, propane tanks or lighter 

fluid in campus residences 

 

3.  Unauthorized possession of or use of fireworks and explosive materials, the 

ignition or detonation of anything which could cause damage to persons or 

property or disruption by fire, smoke, explosion, noxious odors, stain, corrosion  

 

4.  Causing or pulling a false fire alarm or emergency report of any kind 

 

5.  Tampering with, damaging, disabling or misusing fire safety equipment including 

fire extinguishers, fire sprinklers, fire hoses, fire alarms and fire doors 

 

6.  Failing to immediately evacuate any university building when a fire alarm or 

other emergency notification has been sounded or hindering or impairing the 

orderly evacuation;  

 

7.  Disobeying a directive or command by any university or emergency official in 

connection with a fire, alarm, or other safety, security, or emergency matter 

 

8.  Misuse of emergency call boxes  

 

Violations of the fire and general safety policies may result in administrative fees.  For the 

schedule of fees, please refer to http://www.housing.sc.edu/osc/fines.html. 

   
I. Compliance with General Laws and Arrests 

 

1.  Violations of any federal, state, or local laws may be subject to disciplinary 

action. A disciplinary action imposed by the University may precede and/or be in 

addition to any penalty imposed by an off-campus authority. 

 

2.  Arrests by law enforcement agencies outside of USC’s Division of Law 

Enforcement and Safety must be reported by the student to the Office of Student 

Conduct within 72 hours of arrest. 

 

J. Dishonesty and Theft 

 

Prohibited behaviors include: 

 

1.  Theft of any kind, including seizing, receiving, or concealing property with 

knowledge that it has been stolen 

http://www.housing.sc.edu/osc/fines.html


2.  Sale, possession, or misappropriation of any property or services without the 

owner's permission 

3.  The sale of a textbook by any student who does not own the book 

4.  Dishonest or fraudulent behavior in any oral or written transaction with the 

university 

5.  Dishonesty or misrepresenting the truth before a hearing of the University, or 

furnishing false information or withholding information to any university official 

which interferes with university processes or procedures 

6.  Forgery, alteration, or misuse of any document, record, or officially issued 

identification information from University processes and/or officials 

 

K. Misuse of Identification or University Resources 

Prohibited behaviors include: 

1. Possession of fake or altered identification  

2. Unauthorized entry into, presence in, or use of university facilities equipment or 

property which has not been reserved or accessed through appropriate university 

officials  

3. Student identification cards  

a. failing to present a Student ID/Carolina Card when requested by a 

university official acting in the performance of his or her duties 

b. possession of more than one Student ID/Carolina Card  

c. lending a University Student ID/Carolina Card to anyone for reasons not 

authorized by the University Student ID/Carolina Card policy (Violations 

may subject both the owner and the holder to disciplinary action). 

d. failure to report within 24 hours a lost ID/key to a secured facility 

4. Keys 

a. unauthorized use, possession, or duplication of any university key  

b. loaning of a residence hall room key to a person not assigned to that room 

5. Communication technology (phones, social mediums, electronic mail, voice mail, 

etc.) 

 

a. misusing or assisting in the misuse of telephones and communication 

equipment including using any form of communication equipment to 

harass or threaten any person(s)            

b. using any form of communication equipment to disrupt the normal 

operations or activities of any person, organization, or the university  



6. Computers  

 

a. Failure to adhere to the university's Network Access and Acceptable Use 

Policy (IT 1.06   http://www.sc.edu/policies/it106.pdf) 

 

b. Misusing university computing resources by intentionally making, 

receiving, accessing, altering, using, providing or in any way tampering 

with files, discs, programs, passwords, messages or other computer users 

without their permission  

 

c. Using computer resources to harass others or in ways that violate 

institutional computer use policies 

 

L. Failure to Comply 

 

Prohibited behaviors include: 

 

1.  Failure to comply with and respond appropriately to the reasonable and lawful 

requests of university staff members (including resident mentors) and officials in 

the performance of their duties 

 

2.  Failure to abide by any published university policy or procedure 

 

3.  Failure to properly comply with or complete a sanction or obligation resulting 

from a conduct or honor code hearing 

 

4.   Unauthorized disclosure of confidential or proprietary information gained by the 

student in the course of or by reason of the student’s responsibilities or duties as a 

student employee 

 

 

M. Shared Responsibility for Violations  

Prohibited behaviors include: 

 

1.  Acting in concert to violate university conduct regulations 

 

2.  Attempting, assisting or promoting any act prohibited by the Student Conduct 

Code or housing regulations   

3.  Condoning, encouraging, or requiring behavior that violates university conduct 

regulations 

 

4.  Allowing, permitting or providing opportunity for a guest to violate university 

conduct regulations 

 

 

http://www.sc.edu/policies/it106.pdf


III.  Related Policies  

 

University Policy EOP 1.02 Sexual Harassment  

http://www.sc.edu/policies/eop102.pdf  

 

University Policy EOP 1.03 Discriminatory Harassment 

http://www.sc.edu/policies/eop103.pdf    

 

University Policy STAF 1.08 Sexual Assault Policies and Services  

http://www.sc.edu/policies/staf108.pdf 

 

University Policy STAF 1.09 Relationship Violence and Stalking Policy 

http://www.sc.edu/policies/staf109.pdf  

 

University Policy STAF 3.05 Hazing  

http://www.sc.edu/policies/staf305.pdf 

 

University Policy STAF 6.24 Student Non-Discrimination and Non-Harassment Policy 

http://www.sc.edu/policies/staf624.pdf 

 

 

IV. Reason for Revision 

This document reflects the entirely revised rules for student behavior which is more concise, 

specific, and accessible to students.   

 

http://www.sc.edu/policies/eop102.pdf
http://www.sc.edu/policies/eop103.pdf
http://www.sc.edu/policies/staf108.pdf
http://www.sc.edu/policies/staf109.pdf
http://www.sc.edu/policies/staf305.pdf
http://www.sc.edu/policies/staf624.pdf
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Model Code 
of Ethics
for Collegiate
Journalists



Overview
To seek truth and to publish it is the two-step goal of a journalist. Though plainly 
stated, this process is not always simple or easy to achieve. To help journalists be 
true to this goal, print and online newspapers, magazines and yearbooks adopt rules 
and guidelines, which often include a code of ethics for their members to follow. 
The code contains standards of conduct and moral judgments. Some points are spe-
cific and ideally inflexible; others may be less rigid due to extenuating circumstanc-
es. Some are based on law. Once a code is adopted, it brings desirable uniformity to 
some degree to the news gathering process and in the group’s search for truth. The 
code answers questions and reminds those who operate under it that standards of 
honesty and performance exist. A code of ethics is not a burden; rather, a code is a 
useful license to practice news gathering and publishing free of much uncertainty. 
The code can be used by individuals to measure their work. The code can also be 
used to evaluate the integrity of the publication as a whole. Readers should expect 
nothing less than the truth in all print and online news publications. Adoption of a 
code of ethics by those who publish news helps safeguard the public trust given to 
journalists.

ACP’s model ethics code may be adopted without changes, but it is more likely that 
a staff may want to modify the code to fit any unique characteristics of the campus 
and the publication. Ideally, this model will be suitable for print and online newspa-
pers, yearbooks and magazines published by students. However, some of the points 
may be more appropriate for one type of publication than another. Finally, the 
realities of budgets and staffing may make some points impractical or impossible to 
follow completely. If the complete model is unattainable, a staff will want to adopt 
those points that are important and attainable regardless of limitations caused by 
budgets and other factors.

A college student media staff should view a code of ethics as an evolving reference 
document. All staff members should have a copy; it should be discussed at a staff 
meeting at the start of a publishing term; all staff recruits, including volunteers and 
those who are paid, should be introduced to the code as a part of their orientation. 
It should be revised as needs change and it should be compared to other codes for 
completeness. Collegiate journalists who follow a code of ethics will find the transi-
tion to commercial or non-student media easier.

College and university media that adopt this code to their traditions and existing 
practices should take care to make certain that no staff member unilaterally imposes 
a standard of ethical conduct on the remainder of the staff. As ethics is more a 
process of decision making rather than a result, the ethical standards of a student 
media organization should be the product of discussion and debate among student 
journalists, guided by the standards that inform the practices of professional jour-
nalists in the United States.

Adoption of and adherence to a journalism code of ethics will lead to greater cred-
ibility for the news media. 
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01  Free Travel
To remain as free of influence or ob-
ligation to report a story, the journal-
ist, in pursuit of a story, should not 
accept free travel, accommodations 
or meals related to travel. For conve-
nience, sports reporters may travel 
on team charters, but the publication 
should pay the cost of the transporta-
tion and related expenses. The same 
pay-as-you-go policy should apply to 
non-sports reporting as well, includ-
ing businesses and governments. Free 
travel and accommodations that are 
non-coverage related and provided 
by a vendor may be accepted if the 
primary purpose is for education or 
training and is related to the fulfillment 
of an agreement or contract.

02  Gifts
Gifts should not be accepted. Any gift 
should be returned to the sender or 
sent to a charity. If the gift is of de 
minimis (no significant) value, such as 
a desk trinket, small food item or pen, 
the staff member may retain the gift. 
As a guideline, if the value is under $10, 
the gift may be kept. More than one gift 
in one year, even if under $10, from the 
same giver, may not be accepted.

03  Free tickets, Passes, 
Discounts
If money is available, staffers assigned 
to cover a sporting event, lecture, play, 
concert, movie or other entertainment 
event should pay for admission. Free 
tickets or passes may be accepted by 
staff members assigned to cover an 
event or by those attending for legiti-

mate news purposes. Press facilities 
at these events may only be used by 
staff members who are assigned to 
cover the event. Free tickets or passes 
may be accepted by staff members for 
personal use only if tickets are available 
on the same complimentary basis to 
non-journalists.

04  Ownership of Books, 
Records, Other Products 
Given for Review
Any materials given to the publication 
for review become the property of the 
publication and not of any individual 
staff member. The editor reserves the 
right to disperse the property in an 
equitable way.

05  Other Employment
Other employment should not conflict 
with the staffer’s first responsibilities 
to the publication. The staffer must 
report any other employment to the 
editor to avoid any conflicts of inter-
est with assignments or other staff 
editorial or business responsibilities 
or influences.

06 Other Campus Media 
Work
To avoid a conflict of interest, a staffer 
should not hold similar positions on 
two or more campus news, public in-
formation or public relations media 
or organizations.

Code of Ethics



07  Online Media Work
Student journalists working with es-
tablished student media may consider 
starting their own blog or digital-media 
sites to serve their campus communi-
ties. But care should be taken to keep 
in mind the potential consequences of 
their decision on the student newspa-
per, yearbook or other medium. Edi-
tors and managers should draft and 
enforce policies governing the work 
of student journalists in the online 
environment as that work impacts the 
ability of the student press to serve its 
mission in the campus community.

08  Other Off-campus or 
Free Lance Media Work
Approval of work for an off-campus 
news medium and free lance media 
work should be sought in advance 
of the commitment. It is permissible 
only in a non-competitive medium, 
on a staffer’s own time and should not 
conflict with the staffer’s obligations to 
the publication.

09  Membership in Campus 
Organizations
Staffers may not cover a campus orga-
nization they belong to, or participate 
in any editorial or business decisions 
regarding that organization. Staffers 
may provide story leads about the or-
ganizations to which they belong to 
other staffers. Staffers should report 
their memberships to their supervis-
ing editor. To maintain the role of the 
press as an independent watchdog of 
government, a staffer should not be 
an elected or appointed member of 
student government.

10  Outside Activities, 
Including Political
Political involvement, holding off-
campus public office and service in 

community organizations should be 
considered carefully to avoid com-
promising professional integrity and 
that of the publication. The notion of 
the journalist as an independent ob-
server and fact-finder is important to 
preserve. A staffer involved in specific 
political action, especially in a leader-
ship role, should not be assigned to 
cover that involvement.

11  Relationships and 
Coverage
Staffers must declare conflicts and 
avoid involvement in stories dealing 
with members of their families. Staff 
members should not cover — in words, 
photographs or artwork — or make 
news judgments about family mem-
bers or persons with whom they have 
financial, adversarial, romantic, sexual 
or closely personal relationships. Intra-
staff dating is not recommended if 
one person assigns or evaluates the 
work of the other person or if one is 
in a position to promote the other to 
a higher staff position.

12  Use of Alcoholic 
Beverages While on 
Assignment
Even though a staffer may be able to 
drink legally, no or only light drinking 
in a social setting such as a dinner or 
reception is recommended to avoid 
any suspicion by a source or the public 
that the staffer’s judgment, credibility 
or objectivity is impaired by alcohol. 
When covering an event where alcohol 
is served, staffers should not accept 
free drinks unless all drinks are free 
to everyone in attendance. Staffers 
should avoid the appearance that they 
are being “wined and dined” by any 
source or group.



13  Sexual Harassment
Sexual harassment is: (verbal) sug-
gestive comments, sexual innuendo, 
threats, insults, jokes about sex-specific 
traits, sexual propositions; (nonverbal) 
vulgar gestures, whistling, leering, sug-
gestive or insulting noises; (physical) 
touching, pinching, brushing the body, 
coercing sexual intercourse, assault. 
This conduct can be called job-related 
harassment when submission is made 
implicitly or explicitly a condition of 
employment, a condition of work-
related assignments, compensation 
and other factors, or if such conduct 
interferes with the staffer’s perfor-
mance or creates a hostile, intimidating 
or offensive work environment. Sex-
ual harassment is prohibited. A staff 
should establish a procedure to report 
any harassment claim. That procedure 
should include at least two alternate 
methods of reporting, information 
on how the claim will be investigated, 
and what will be done to correct the 
situation if it is real harassment. A staff 
meeting that includes a discussion of 
sexual harassment and working condi-
tions is recommended at the start of 
each publishing term.

14  Plagiarism of Words, Art, 
Other
Plagiarism is prohibited and is illegal 
if the material is copyright protected. 
For the purposes of this code, plagia-
rism is defined as the word-for-word 
duplication of another person’s writing 
or close summarization of the work 
of another source without giving the 
source proper credit. A comparable 
prohibition applies to the use of graph-
ics. Information obtained from a pub-
lished 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. Mate-

rial 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 dismissal from 
the staff.

15  Fabrication of Any Kind
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 nar-
rative story development (storytelling 
devices) means that reporters and edi-
tors should be especially careful to not 
mix fact and fiction, and not embellish 
fact with fictional details, regardless of 
their significance.

16  Electronically Altered 
Photos
Electronically altering the content of 
photos for news and general feature 
stories or as stand-alone news and 
feature photos is not allowed. Excep-
tions to this would be adjustments 
to contrast and similar technical en-
hancements that don’t affect the truth-
fulness of the subject and context of the 
subject or the scene. Content may be 
altered for creative purposes as a spe-
cial effect for a feature story if the cap-
tion or creditline includes that fact and 
if an average reader would not mistake 
the photo for reality. These photos are 
usually tagged as photo illustrations. In 
a news medium, readers expect photos 
and stories to be truthful.



17  Photo Illustration and 
Re-enactments
Set-ups or posed scenes may be used 
if the average reader will not be mis-
led or if the caption or creditline tells 
readers that it is a photo illustration 
or a re-enactment or re-staging of an 
event, including award presentations. 
Recording the original action is always 
preferred.

18  Use of Photographs of 
Victims of Accidents, 
Fires, Natural Disasters
Photos have a tremendous impact on 
readers. The question of privacy versus 
the public’s right to know should be 
considered. The line between good 
and bad taste and reality and sensa-
tionalism is not always easy to draw. 
Care should be taken to maintain the 
dignity of the subject as much as pos-
sible without undermining the truth of 
the event. In making a final decision on 
a photo of this type, an editor should 
consider: Do the readers need informa-
tion from this photo that helps explain 
the event better than words or another 
photo? Who is hurt by the publication 
of this photo? How would I react if my 
photograph was taken at such a mo-
ment of tragedy and anguish?

19  Reporting Names, 
Addresses of Crime 
Victims
Staffers need to know the state laws 
that govern the publication of the 
names of crime victims. Customar-
ily, the names of rape victims are not 
published; however, some news media 
have asked victims of sexual assault to 
identify themselves for publication. 
This may be negotiated between the 
victim and the publication. Victims 
of nonsexual crimes may be identified, 
but the publication has a responsibility 

to give some protection to the victims 
such as giving imprecise addresses. 
With the exception of major crimes, 
predetermined by the editor, an arrest-
ed person is not named until charges 
are filed. However, to avoid a subjective 
list of exceptions, it is acceptable to 
withhold all names, regardless of the 
crime, until charges are filed.

20  Cooperation with 
Law Enforcement, 
Government, College 
Administration
To be an effective watchdog on other 
agencies, a publication must remain 
independent. The publication should 
not take over any of the duties of any 
outside agency; cooperation or in-
volvement in the work of these agen-
cies should be restricted to what is 
required by law. Staffers should know 
any freedom of information, open 
meetings and shield laws that apply 
to their work. If a staffer thinks any 
public authority is interfering with 
the staffer’s functions as a journalist, 
the incident should be reported to the 
editor. The editor should then seek 
advice from groups such as the Stu-
dent Press Law Center, American Civil 
Liberties Union or an editor or media 
attorney for a nearby, non-student 
publication.

21  Scrutiny of a Public 
Person’s Life
Conflicts exist between a person’s de-
sire for privacy and the public good 
or the public’s right to know about a 
public person’s life. Persons who freely 
choose to become public celebrities 
or public servants should expect a 
greater level of scrutiny of their life 
than a private person— even a pri-
vate person who suddenly is involved 
in a public situation. Staffers should 
make judgments based on the real 



news value of the situation, common 
sense and decency. Reporters and pho-
tographers should not badger a person 
who has made it clear that he or she 
does not want to be interviewed or 
photographed. One exception is those 
who are involved in criminal activity or 
in court. Publishing intimate details of 
a person’s life, such as their health or 
sexual activities, should be done with 
extreme care and only if the facts are 
important for the completeness of a 
story and reflect in a significant way 
upon the person’s public life.

22  Profane, Vulgar Words, 
Explicit Sexual Language
The primary audience of a college 
publication is adults. Profane and 
vulgar words are a part of everyday 
conversation, but not generally used 
for scholarly or general audience writ-
ing. During the interview stage of news 
gathering, staffers will encounter inter-
viewees who use words viewed as vul-
gar and profane. The staff may publish 
these words if the words are important 
to the reader’s understanding of the 
situation—the reality of life—or if the 
words help establish the character of 
the interviewee. The staff may decide 
to limit references to prevent the vulgar 
or profane language from overshadow-
ing the other, more important facts of 
the story. Profane and vulgar words are 
not acceptable for opinion writing—
columns, editorials and other com-
mentary. Though they may be vulgar 
or profane, individual words are not 
obscene. Explicit language—but not 
vulgar, street language—describing 
sexual activities and human body parts 
and functions should be used for ac-
curate reporting of health stories and, 
in a more limited way, for sexual crime 
stories.

23  Sexist Language
Staffers should avoid sexist labels and 
descriptive language. Replace such 
language with neutral terms and de-
scriptions.

24  Negative Stereotyping
Staffers should take care in writing to 
avoid applying commonly thought but 
usually erroneous group stereotypes 
to individuals who are a member of 
a particular group. Generalizations, 
often based upon stereotypes, can 
be misleading and inaccurate. In a 
broader sense, writers, photographers 
and artists should avoid more subtle 
stereotyping in their selection of inter-
viewees and subjects of photographs or 
illustrations. Some examples of nega-
tive stereotypes: unmarried, black teen 
welfare mothers; unemployed, alcohol-
using Native Americans; overweight, 
long-haired white biker outlaws; ef-
feminate gays; inarticulate, “dumb” 
blonde women. It is also advisable to 
avoid sexual stereotyping in choice of 
subjects for stories, photographs and 
illustrations on sports or political or 
social issues such as equal rights.

25  Use of Racial, Ethnic, 
Religious, Sexual 
Orientation, Other 
Group Identifiers
Identification of a person as a member 
of any population group should be 
limited to those cases when that mem-
bership is essential for the reader’s 
complete understanding of the story; 
it should be done with great care so as 
not to perpetuate negative or positive 
group stereotyping. When identifiers 
are used, it is important that the correct 
one be used. Some examples of identi-
fiers: Hispanic, Jew, lesbian, Italian, 
person with AIDS (PWA), physically 
challenged, deaf (or partially deaf ). 
Please consult the style manual of the 



Associated Press or another news orga-
nization for guidance in properly and 
accurately identifying individuals on 
the basis of their membership in ethnic 
or religious groups or on the basis of 
their sexual orientation.

26  False Identity, 
Stolen Documents, 
Concealed Recording, 
Eavesdropping
In the ordinary course of reporting, no 
staffers shall misrepresent themselves 
as anything other than representatives 
of the publication. In extraordinary 
circumstances, when an editor judges 
that the information cannot be got-
ten in any other way and the value 
of that information to the readers is 
important, the editor may authorize 
a misrepresentation. Staffers may 
not steal or knowingly receive stolen 
materials regardless of their impor-
tance to a story. Except in situations 
judged by an editor as extraordinary, 
a staffer shall not record an interview 
or meeting without the interviewee’s 
permission or the obvious placement 
of a recording device (not hidden) at 
the start of the interview or meeting 
in which case the interviewee or news-
makers do not object and are aware of 
the presence of the recording device. 
Committing an illegal act to eavesdrop 
on a source is not allowed. State laws 
on the use of recording devices should 
be checked.

27  Granting and Preserving 
Confidentiality to 
Sources
A reporter should not promise con-
fidentiality to a source without the 
permission of the editor. Confidenti-
ality should only be given if there is a 
real danger that physical, emotional or 
financial harm will come to the source 
if his or her name were revealed. The 

editor should have all the facts and the 
source’s name before the decision is 
made. The editor should know of any 
laws pertaining to confidentiality and 
disclosure before a decision is made. A 
reporter should make every attempt to 
get the same information from another 
source who agrees to be named since 
the goal is to attribute all information 
to a specific source for all stories.

28  Anonymous Sources
Generally, anonymous sources are not 
used in stories. Information that comes 
from an unnamed or unknown source 
should not be used unless it can be ver-
ified through another, known source. 
If two independent sources verify the 
information and both are unnamed, 
an editor may decide to publish the 
information with careful consideration 
of the need for immediacy and the 
news value of the information. The 
source may be identified generally as 
one associated with an agency to give 
some degree of credibility to the infor-
mation. (See 26: Confidentiality.) The 
danger exists that the reader might not 
believe the information if sources are 
not given; the publication’s credibility 
might suffer; information obtained 
later from a named source and veri-
fied might disprove the information 
given by the unnamed or unknown 
sources.

29  No Response from 
Subject
If the subject of a story does not re-
spond to a reporter’s inquiry, the re-
porter may use the failure to respond 
in the story. However, use the verb “re-
fused” to respond cautiously because 
of its connotation. It is often better to 
use “declined” or “would not respond.” 
If the subject cannot be reached, it is 
acceptable to say that the subject was 
not available for comment. The differ-
ence between not responding and not 



available for comment should be clear 
to the reader.

30  Sources on the Internet
Reporters who use the Internet and 
e-mail to interview sources should 
identify themselves as a reporter 
immediately, and should verify the 
source’s identify with a follow-up 
telephone call. The source should be 
told that the information given is for a 
story. Information from Internet chat 
rooms and bulletin boards should not 
be used except as background or if it is 
used, it should be attributed as “from 
the Internet.” Since some information 
on the Internet may not be accurate, 
verification of facts through another 
source is especially important. Raising 
particular concern among journalists 
is information from so-called “user-
generated” sites such as Wikipedia, 
YouTube, blogs, Facebook and others. 
While not necessarily inaccurate, such 
sites allow users to post information 
and allegations without the benefit of 
editing or fact-checking.

31  Corrections
An inaccuracy is never knowingly 
published. If any error is found, the 
publication is obligated to correct the 
error as soon as possible, regardless 
of the source of the error. A consis-
tent location for the publication of 
corrections is recommended. Such a 
location could be on the editorial or 
op-ed page of a newspaper. It should 
be clearly and prominently labeled 
as a correction. A magazine or year-
book published semi- or annually may 
want to publish a correction in the 
student newspaper, which is published 
more frequently. Clarifications may 
also be labeled and published in the 
same manner. For online publications, 
a corrections and clarifications link 
could be on the home page. Even in the 
age of the Internet, journalism is still 
regarded as the ‘the first rough draft 

of history.’ As such, journalists should 
always keep in mind the impacts their 
factual errors may have on the future 
record of a person or event. Editors 
should judge what policies they should 
develop to govern requests to modify 
or even delete information from their 
Web sites, which can continue to haunt 
journalists and their sources for years 
after publication.

32  Ownership of Work
Regardless of whether a staffer is paid 
or a volunteer, the publication “owns” 
the published and unpublished work 
done by staffers if the work was done 
as a staff assignment. Ownership of 
unpublished work may revert to the 
staffer at a certain time if the editor 
agrees with this arrangement. The 
publication has unlimited use of the 
work. The act of voluntarily joining a 
staff indicates approval of this policy. 
To clarify work-ownership issues, edi-
tors should have staff members sign an 
ownership agreement regarding their 
work. A model agreement created by 
the Student Press Law Center is avail-
able on the Web at nspa.studentpress.
org/pdf/wheel_medialicense.pdf. As is 
practiced in professional media, read-
ers of the student press should be made 
aware that ownership of reader sub-
missions is taken by the student press 
at the time of submission. The publica-
tion may wish to develop a document 
transferring ownership to be signed 
by readers who submit materials for 
consideration.

33  Contests, Honors
The publication has a proprietary in-
terest in the material it publishes. Thus, 
the publication as a voting group or top 
editors are entitled to determine which 
entries will represent it in contests. 
This will avoid the appearance of a 
conflict of interest that might occur if 
staffers were to win or accept awards 
from organizations they are assigned to 



cover. Awards presented to the staff as 
a whole or to the publication generally 
become the property of the publica-
tion. Individuals who win awards for 
work published in the staff publica-
tion may accept the award and retain 
ownership of it.

34  Separation of Reporting 
from Commentary
To help the reader separate fact-based 
reporting from commentary, in the 
form of personal columns, editorials, 
analysis and similar opinion writing, all 
commentary should be labled or some-
how clearly and consistently identified 
as opinion, especially when it is outside 
the editorial or op-ed pages and mixed 
with fact-based reporting.

35  Influence of Advertisers
Editors should guard against attempts 
made by advertisers and others in the 
publication’s business office to influ-
ence the editorial content of the print 
or online publication. The editorial 
staff reserves the right to make all deci-
sions about any editorial coverage an 
advertiser may get in the publication, 
including advertising supplements. 
Readers should not perceive that an 
advertiser is getting favorable editorial 
mention simply because the advertiser 
has bought space in the publication.

36  Acceptance of Reader 
Feedback
Editors and reporters should invite 
reader feedback and participation in 
the publication. Reaction by readers 
to what has been published should be 
invited through all methods of com-
munication: paper, e-mail, Web site, 
phone, fax and in-person visits. The 
publication should hold periodic open 
forums or open houses for readers. 
Reader opinions and suggestions on 
a range of issues can be solicited at 

these forums and can form the basis for 
future reporting or commentary.

37  Reporter’s Checklist
Through all steps in the reporting 
process, from conceptualizing the 
story assignment, through information 
gathering and pre-writing, to writing, 
editing and final publication, a reporter 
must answer these questions:

1. Why am I reporting the story?
2. Is the story fair?
3. Have I attempted to report all an-
gles?
4. Who will the story affect?
5. Can I defend my decision to report 
the story?

Often, a reporter consults with an 
editor regarding these questions, espe-
cially if the answers are troublesome.

38  Supplementary Reading
The Elements of Journalism, revised 
edition, Bill Kovach and Tom Rosen-
stiel, 2007, Three Rivers Press.

Media Ethics: Issues and Cases, Sixth 
Edition, Phillip Patterson and Lee 
Wilkins, 2007, McGraw-Hill.

Media Ethics: Cases and Moral Rea-
soning, Eighth Edition, Clifford G. 
Christians et al, 2008, Allyn & Ba-
con.

Media Ethics: A Philosophical Ap-
proach, Matthew Kieran, 1997, Praeger 
Publishers.

Speech, Media and Ethics: The Limits 
of Free Expression, Michael Cohen-
Almagor, 2005, Palgrave Macmillan.

Media Ethics Goes to the Movies, 
Howard Good and Michael J. Dillon, 
2002, Praeger Publishers.

Media Ethics and Social Change, Val-
erie Alia, 2004, Routledge.



Media Ethics and Accountability Sys-
tems, Claude-Jean Bertrand, 2000, 
Transaction Publishers.

Real-World Media Ethics, Phillipe 
Perebinossoff, 2008, Focal Press.

Contemporary Media Ethics: A Practi-
cal Guide for Students, Scholars and 
Professionals, Mitchell Land and 
Bill W. Hornaday, 2006, Marquette 
Books.

Media and Ethics: Principles for Moral 
Decisions, Elaine E. Englehardt and 
Ralph Barney, 2001, Wadsworth.

Issues in Journalism: A Discussion 
Guide for News Media Ethics, Maclyn 
McClary, 2005, BookSurge Publish-
ing.

Online Journalism Ethics: Traditions 
and Transations, Cecilia Friend and 
Jane B. Singer, 2007, M.E. Sharpe.

Journalism and Truth: Strange Bed-
fellows, Tom Goldstein and Howard 
Baker, 2007, Northwestern University 
Press,

American Carnival: Journalism Under 
Siege in an Age of New Media, Neil 
Henry, 2007, University of California 
Press.

We’re All Journalists Now: The Trans-
formation of the Press and Reshaping 
of the Law in the Internet Age, Scott 
Gant, 2007, Free Press.

Media Ethics: An Introduction and 
Overview, H. Ronning and F.P. Ka-
soma, 2004, Juta Academic.
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The SPJ Code of Ethics is a statement of abiding principles supported by additional explanations and position papers (at spj.org) that address changing journalistic practices.  
It is not a set of rules, rather a guide that encourages all who engage in journalism to take responsibility for the information they provide, regardless of medium. The code should 
be read as a whole; individual principles should not be taken out of context. It is not, nor can it be under the First Amendment, legally enforceable.

SEEK TRUTH AND REPORT IT 
Ethical journalism should be accurate and fair. Journalists should  
be honest and courageous in gathering, reporting and interpreting 
information.

Journalists should: 

u Take responsibility for the accuracy of their work. Verify information before 
releasing it. Use original sources whenever possible.

u Remember that neither speed nor format excuses inaccuracy.
u Provide context. Take special care not to misrepresent or oversimplify in 

promoting, previewing or summarizing a story.
u Gather, update and correct information throughout the life of a news story.
u Be cautious when making promises, but keep the promises they make.
u Identify sources clearly. The public is entitled to as much information as pos-

sible to judge the reliability and motivations of sources.
u Consider sources’ motives before promising anonymity. Reserve anonymity for 

sources who may face danger, retribution or other harm, and have information 
that cannot be obtained elsewhere. Explain why anonymity was granted.

u Diligently seek subjects of news coverage to allow them to respond to criti-
cism or allegations of wrongdoing.

u Avoid undercover or other surreptitious methods of gathering information 
unless traditional, open methods will not yield information vital to the public.

u Be vigilant and courageous about holding those with power accountable.  
Give voice to the voiceless.

u Support the open and civil exchange of views, even views they find repugnant.
u Recognize a special obligation to serve as watchdogs over public affairs and 

government. Seek to ensure that the public’s business is conducted in the 
open, and that public records are open to all.

u Provide access to source material when it is relevant and appropriate.
u Boldly tell the story of the diversity and magnitude of the human experience.  

Seek sources whose voices we seldom hear.
u Avoid stereotyping. Journalists should examine the ways their values and  

experiences may shape their reporting.
u Label advocacy and commentary.
u Never deliberately distort facts or context, including visual information.  

Clearly label illustrations and re-enactments.
u Never plagiarize. Always attribute.

MINIMIZE HARM
Ethical journalism treats sources, subjects, colleagues and members of 
the public as human beings deserving of respect. 

Journalists should:

u Balance the public’s need for information against potential harm or discomfort. 
Pursuit of the news is not a license for arrogance or undue intrusiveness. 

u Show compassion for those who may be affected by news coverage. Use 
heightened sensitivity when dealing with juveniles, victims of sex crimes, 
and sources or subjects who are inexperienced or unable to give consent. 
Consider cultural differences in approach and treatment.

u Recognize that legal access to information differs from an ethical justifica-
tion to publish or broadcast.

u Realize that private people have a greater right to control information about 
themselves than public figures and others who seek power, influence or 
attention. Weigh the consequences of publishing or broadcasting personal 
information.

u Avoid pandering to lurid curiosity, even if others do.
u Balance a suspect’s right to a fair trial with the public’s right to know. Consider 

the implications of identifying criminal suspects before they face legal charges.
u Consider the long-term implications of the extended reach and permanence of 

publication. Provide updated and more complete information as appropriate.

ACT INDEPENDENTLY
The highest and primary obligation of ethical journalism is to serve  
the public. 

Journalists should:

u Avoid conflicts of interest, real or perceived. Disclose unavoidable conflicts.
u Refuse gifts, favors, fees, free travel and special treatment, and avoid politi-

cal and other outside activities that may compromise integrity or impartiality, 
or may damage credibility.

u Be wary of sources offering information for favors or money; do not pay for 
access to news. Identify content provided by outside sources, whether paid 
or not.

u Deny favored treatment to advertisers, donors or any other special interests, 
and resist internal and external pressure to influence coverage.

u Distinguish news from advertising and shun hybrids that blur the lines 
between the two. Prominently label sponsored content.

BE ACCOUNTABLE AND TRANSPARENT
Ethical journalism means taking responsibility for one's work and 
explaining one’s decisions to the public.

Journalists should:

u Explain ethical choices and processes to audiences. Encourage a civil 
dialogue with the public about journalistic practices, coverage and news 
content.

u Respond quickly to questions about accuracy, clarity and fairness.
u Acknowledge mistakes and correct them promptly and prominently. Explain 

corrections and clarifications carefully and clearly.
u Expose unethical conduct in journalism, including within their organizations.
u Abide by the same high standards they expect of others.

PREAMBLE
Members of the Society of Professional Journalists believe that public enlightenment is the forerunner of justice and the foundation of democracy. 
Ethical journalism strives to ensure the free exchange of information that is accurate, fair and thorough. An ethical journalist acts with integrity.

The Society declares these four principles as the foundation of ethical journalism and encourages their use in its practice by all people in all media.



appendix AGARNET Media Group

A-60

general standards

acceptance policies
ABORTION AND BIRTH CONTROL

ALCOHOL

ADOPTION

To protect the interest of the consumer, the Board of Student Publications and 
Communications has established basic principles and general standards for advertising in 
all student media under its jurisdiction. These standards also serve to maintain audience 
confidence in the media and in the advertising they carry.
•  Advertising is not acceptable that tends, in the opinion of the editor-in-chief or station 
manager of the organization, to destroy the confidence of the consumer. This includes 
advertising that is misleading, inaccurate, fraudulent, deceptive or ambiguous.
•  Garnet Media Group reserves the right to reject advertising that make misleading claims 
or uses art or words that impugn or degrade sex, sexual orientation, race, national origin, 
creed, color disability or age.
•  Garnet Media Group reserves the right to reject advertising that promotes illegal activity 
or activity detrimental or damaging to the University and its educational mission. The 
group further reserves the right to reject any advertising which is deemed objectionable 
due to subject matter, illustration, phraseology or layout.
•  Garnet Media Group supports the Better Business Bureau’s Code of Advertising. All 
advertising is subject to review by the Better Business Bureau.
•  Those who advertise with Garnet Media Group agree that they will not represent 
themselves in any way as being endorsed by the University of South Carolina or its student
media.
• Advertisers agree to indemnify and hold harmless the University of South Carolina; its 
Board of Trustees; and its officers, agents, and employees from and against any and all 
loss, cost and expense, including reasonable attorney fees resulting from the inclusion of 
an advertiser’s advertisement in the University of South Carolina’s student media.

Advertising of birth control products, contraceptives, abortion clinics and related services 
may be accepted. Abortion and birth control advertising will not be accepted if it uses art 
or words that impugn or degrade sex, promotes illegal activity or is deemed objectionable 
due to subject matter, illustration, phraseology or layout.

Advertisements for beer and wine may be accepted but must conform to South Carolina 
law and USC’s Alcohol Policy and Guidelines. Advertising for beer and wine must include 
the following statement: “If you are under the age of 21, it is against the law to buy 
alcoholic beverages. All South Carolina regulations enforced.” Advertising for other 
alcoholic beverages, like liquor or spirits, is not acceptable. Advertising for beer and wine 
will not be accepted if it portrays individuals in a discriminatory manner, encourages high-
risk consumption or places an emphasis on quantity or frequency of use. Beer or wine 
should not be the only or central themes of such advertisements.

Advertisements related to adoption that are placed by private individuals are not accepted.

advertising policy
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CREDIT OR FINANCING

DATING SERVICES

FOREIGN LANGUAGE

LOTTERY/GAMBLING

MAIL ORDER

EMPLOYMENT ADVERTISING

The Truth In Lending Act and Regulation Z affect advertising that offers credit, installment 
payments and financing. Credit and credit card advertisements must clearly and 
conspicuously disclose all credit terms in the advertisements (annual percentage rate, 
financial charges, etc.) as required by the above laws. The advertisement must state 
whether the company processes card applications or is a credit card issuer and if an 
advance fee is required. “Secured” or “Collateral” credit card account advertisements and 
advertisements for third party financial aid packages are not acceptable.

Advertising from institutions or organizations offering computer matchmaking, 
companionship services, computer dating, friendship groups, or marriage clinics is 
unacceptable.

Advertising with copy in languages other than English must carry the English translation 
within the advertisement. The English translation must be verified by Garnet Media Group 
prior to placement.

Advertisements inviting readers to take part in a lottery to win anything to value are not 
acceptable. Article 17, section 7 of the South Carolina Constitution states that no lottery 
may be advertised through a newspaper. Advertisements for bingo may be considered if 
the game is run by a fair or tax-exempt organization.

All mail-order advertising must provide sample proof of product prior to publication. 
Garnet Media Group does not accept advertising, which, in its judgment, inaccurately 
describes the item offered. Under no circumstances may money be sent to a Post Office 
box number. It must be sent to a verifiable street address. Garnet Media Group investigates 
complaints from student media audiences. Whenever such complaints appear to be 
justified, Garnet Media Group may refuse all subsequent advertising from the advertiser.

All help wanted ads should state the method of pay (i.e. commission, guarantee, draw, 
bonus, fee, salary, or other method. Garnet Media Group will not accept ads that are 
discriminatory on the basis of sex, sexual orientation, race, color, creed, or religious 
background. Terms such as “man preferred” or “woman preferred” may not be used 
in an employment ad as this is in violation of Title 7 of the Civil Rights Act, amended 
in 1972. Advertisements requiring an investment may not run in the classified “Help 
Wanted” columns. Job offers that require a payment or fee in advance must state so in 
the advertisement’s copy. All sales ads must indicate that the work is sales. Compensation 
must be stated (salary, commission, etc.). Advertising offers requiring the reader to call or 
apply at a hotel or motel are acceptable only after permission is obtained in writing from 
the hotel/motel manager to print the hotel or motel’s name, address, or phone number in 
the ad. Advertising offering employment outside the continental limits of the United States 
must state the sponsor and terms within the advertisement. Advertisements offering 
employment opportunities in and from home are not acceptable.
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MODELING

PERSONALS

POLITICAL ADVERTISEMENTS

RENTALS TO SHARE

TERM PAPERS

Advertisers offering modeling work and/or requesting photographs must supply Garnet 
Media Group with satisfactory proof of legitimate business practices before such 
advertising can be considered.

Ads placed in this classification must be of a personal/non-commercial nature. Last names 
of a person may not be used unless approved and verified by the named person.

Political ads are accepted on a pre-pay basis only. Ads must carry the name and address of 
the advertiser. The words “Paid Political Advertisement” must appear prominently within 
the ad.

Advertisements must state the sex of the advertiser in the ad. Advertisers may identify 
themselves as to race, religion, color or national origin, but may not qualify their customers 
in such a way.

Advertisements for services offering term papers or research papers for sale are 
unacceptable.

Approved by the Board of Student Publications and Communications on April 28, 1993.
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APPENDIX B
position
descriptions

INCLUDED IN THIS APPENDIX:

•  student leaders
   — Editor-in-Chief, The Daily Gamecock
   — Station Manager, WUSC
   — Editor-in-Chief, Garnet & Black
   — Station Manager, SGTV
   — Student Marketing Director
   — Student Multimedia Director

•  organizational leadership positions 
   — The Daily Gamecock Senior Staff
   — WUSC Executive Staff
   — Garnet & Black Masthead
   — SGTV Executive Staff
   — Multimedia Executive Staff

•  student employees
   — Advertising Account Representatives
   — Student Designers
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Editor-in-Chief, The Daily Gamecock

general responsibilities

specific duties

The editor-in-chief of The Daily Gamecock student news organization is selected for each semester by the 
USC Board of Student Publications and Communications. Applicants must be of junior or senior standing, 
must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to remain in 
good standing in their respective college (whichever is higher), and must have worked at the organization 
for at least one year (or equivalent experience). Applicants are judged on their submitted samples of work, 
responses on their application form, three letters of reference, and a formal interview before the Board. 
After the interviews, the Board votes and the new editor is selected. This process takes place at the end of 
each semester so that the new editor can begin planning their staff and any changes they wish to make.

The editor-in-chief is the ultimate authority for the editorial aspects of the news organization. As the student 
leader of the publication, the editor must always strive to ensure high quality and responsible journalistic 
standards. The editor must oversee the entire editorial staff and be available to assist them in any way in 
order to ensure a quality product. The editor must be familiar with and meet the requirements of the Board 
of Student Publications and Communications Bylaws, Statement of Principles, Statement of Understanding 
and Acceptance, The Daily Gamecock’s constitution, as well as University policies and regulations regarding 
student organizations. The editor-in-chief is a University of South Carolina student leader and represents the 
student newspaper at any and all university functions.

•  Fill and supervise all paid positions on the editorial staff, which includes a managing editor, all section 
editors and assistant editors, and necessary print and online production teams.
•  Determine which positions are needed and which are not, depending on what the editor feels is in the best 
interest of the organization. These decisions must be made within the boundaries of the money budgeted 
for the staff payroll.
•  Work with the Director of Student Media in formulating a budget for the newspaper and operate within 
the guidelines set by that budget. Maintain communications and consult with the director.
•  Maintain communications with the creative director, social media manager and advertising manager.
•  Maintain communications and consult with the faculty/staff adviser.
•  Work with the director and social media manager on the planning, development, and implementation of 
training sessions and formal critiques of the newspaper.
•  Work with the social media manager at the beginning of each term and as necessary throughout the term 
to update the organization’s staff handbook with any changes to policy or procedure.
•  Set and maintain office hours in order to be available to staff members, as well as concerned readers and 
members of the Carolina community.
•  Be present during The Daily Gamecock’s production hours in order to assist staff members and to be 
available to answer any questions regarding the content of the paper.
•  Recruit new staff members and strive to keep a high level of retention of staff members.
•  Set, explain and enforce deadlines and policies with the editorial staff.
•  Establish and follow set disciplinary procedures when handling personnel matters and grievances.
•  Assume responsibility for all inventory and equipment assigned to The Daily Gamecock.
•  Address all concerns that readers, staff members, or other interested parties may have about the 
newspaper or its content.
•  Attend training sessions as necessary and participate in professional development opportunities.
•  Assist in choosing contest entries for local, state and national contests.
•  Represent The Daily Gamecock at the annual LEAD conference.



appendix BGARNET Media Group

B-3

station manager, wusc

general responsibilities

specific duties

The station manager of the student radio station, WUSC, is selected each April by the USC Board of Student 
Publications and Communications for a yearlong term. Applicants must be of junior or senior standing, 
must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to remain in good 
standing in their respective college (whichever is higher), and must have worked at the station for at least 
one year (or equivalent experience). Applicants are judged on their submitted samples of work, responses 
on their application form, three letters of reference, and a formal interview before the Board. After the 
interviews, the Board votes and the new manager is selected. This process takes place at the end of the 
spring so that the new manager can begin planning their staff and any changes they wishes to make.

The station manager is the ultimate authority for the station, including student staff, broadcast content, 
publications, promotions and fundraising. As the student leader of the station, the manager must always 
strive to ensure high quality and responsible standards for journalism and entertainment. The manager 
must oversee the entire staff and be available to assist them in any way in order to ensure quality content 
and an efficient organization. The manager must be familiar with and meet the requirements of the Board 
of Student Publications and Communications Bylaws, Statement of Principles, Statement of Understanding 
and Acceptance, and WUSC’s constitution, as well as University policies and regulations regarding student 
organizations. The manager must be familiar with and meet the requirements and policies set by the Federal 
Communications Commission. The station manager is a University of South Carolina student leader and 
represents the station at any and all functions.

•  Fill (or coordinate the election of) and supervise all paid positions on the executive staff. 
•  Determine which positions are needed and which are not, depending on what the manager feels is in the 
best interest of the station. These decisions must be made within the boundaries of the money budgeted for 
the staff payroll.
•  Work with the Director of Student Media in formulating a budget for the station and operate within the 
guidelines set by that budget. Maintain communications and consult with the director.
•  Maintain communications with the creative director, social media manager and the advertising manager. 
•  Maintain communications and consult with the faculty adviser and affiliated resources (NAB, etc.).
•  Work with the director and social media manager on the planning, development and implementation of 
training sessions, content critiques and the upkeep of public access files.
•  Work with the social media manager at the beginning of each term and as necessary throughout the term 
to update the organization’s staff handbook with any changes to policy or procedure.
•  Work with the station engineer and maintain communications with regard to supply and equipment needs 
for the station. Report all technical problems and broken equipment to the station engineer.
•  Set and maintain office hours in order to be available to staff members as well as concerned listeners and 
members of the Carolina community.
•  Ensure the station is in full compliance with all FCC regulations.
•  Attend and coordinate regular meetings of the executive staff and DJ body.
•  Recruit new staff members and strive to keep a high level of retention of staff members.
•  Set, explain and enforce deadlines and policies with the staff.
•  Establish and follow set disciplinary procedures when handling personnel matters and grievances.
•  Assume responsibility for all inventory assigned to WUSC.
•  Address all concerns that listeners, staff members, or other interested parties may voice about the station.
•  Attend training sessions as necessary and participate in professional development opportunities.
•  Represent WUSC at the annual LEAD conference.
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Editor-in-Chief, garnet & black

general responsibilities

specific duties

The editor-in-chief of the Garnet & Black student magazine is selected each April by the USC Board of 
Student Publications and Communications for a yearlong term. Applicants must be of junior or senior 
standing, must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to remain 
in good standing in their respective college (whichever is higher), and must have worked for the magazine 
for at least one year (or equivalent experience). Applicants are judged on their submitted samples of work, 
responses on their application form, three letters of reference, and a formal interview before the Board. After 
the interviews, the Board votes and the new editor is selected. This process takes place at the end of spring 
semester so that the new editor can begin planning their staff and any changes they wish to make.

The editor-in-chief is the ultimate authority for the editorial aspects of the magazine. As the student leader 
of the publication, the editor must always strive to ensure high quality and responsible journalistic and 
literary standards. As the magazine is produced several times per year, deadlines are of extreme importance 
and meeting them is a major aspect of the position. The editor must oversee the entire staff and be available 
to assist them in any way in order to ensure a quality product. The editor must be familiar with and meet the 
requirements of the Board of Student Publications and Communications Bylaws, Statement of Principles, 
Statement of Understanding and Acceptance, Garnet & Black’s constitution, as well as University policies 
and regulations regarding student organizations. The editor-in-chief is a University of South Carolina student 
leader and represents the student magazine at any and all functions.

•  Fill and supervise all paid positions on the editorial staff, which includes a managing editor, section editors 
and assistant editors, and necessary print and online production teams.
•  Determine which positions are needed and which are not, depending on what the editor feels is in the best 
interest of the magazine. These decisions must be made within the boundaries of the money budgeted for 
staff payroll.
•  Work with the Director of Student Media in formulating a budget for the magazine and operate within the 
guidelines set by that budget. Maintain communications and consult with the director.
•  Maintain communications with the creative director, social media manager and advertising manager. 
•  Maintain communications and consult with the faculty/staff adviser.
•  Work with the director and social media manager on the planning, development and implementation of 
training sessions and formal critiques of the magazine.
•  Work with the social media manager at the beginning of each term and as necessary throughout the term 
to update the organization’s staff handbook with any changes to policy or procedure.
•  Set and maintain office hours in order to be available to staff members, as well as concerned readers and 
members of the Carolina community.
•  Be present during Garnet & Black’s production hours in order to assist staff members and to be available 
to answer any questions regarding the content of the magazine.
•  Recruit new staff members and strive to keep a high level of retention of staff members.
•  Set, explain, and enforce deadlines and policies with Garnet & Black staff.
•  Establish and follow set disciplinary procedures when handling personnel matters and grievances.
•  Assume responsibility for all inventory assigned to Garnet & Black.
•  Address all concerns that readers, staff members, or other parties may voice about the magazine.
•  Attend training sessions as necessary and participate in professional development opportunities.
•  Assist in choosing contest entries for local, state and national contests.
•  Represent Garnet & Black at the annual LEAD conference.
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station manager, Sgtv

general responsibilities

specific duties

The station manager of the student television station, SGTV, is selected each fall by the USC Board of 
Student Publications and Communications for a yearlong term. Applicants must be of junior or senior 
standing, must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to 
remain in good standing in their respective college (whichever is higher), and must have worked at the 
station for at least one year (or equivalent experience). Applicants are judged on their submitted samples 
of work, responses on their application form, three letters of reference, and a formal interview before the 
Board. After the interviews, the Board votes and the new manager is selected. This process takes place at 
the end of the fall semester so that the new manager can begin planning their staff and any changes they 
wish to make.

The station manager is the ultimate authority for the station, including student staff, broadcast content, 
scheduling, promotions and fundraising. As the student leader of the station, the manager must always 
strive to ensure high quality and responsible standards for journalism and entertainment. The manager 
must oversee the entire staff and be available to assist them in any way in order to ensure quality content 
and an efficient organization. The manager is responsible for communicating with other Garnet Media 
Group leaders to facilitate collaboration between groups. The manager must be familiar with and meet the 
requirements of the Board of Student Publications and Communications Bylaws, Statement of Principles, 
Statement of Understanding and Acceptance, and SGTV’s constitution, as well as University policies and 
regulations regarding student organizations. The station manager is a University of South Carolina student 
leader and represents the station at any and all functions.

•  Fill and supervise all paid positions on the executive staff, which includes all producers and directors. 
•  Determine which positions are needed and which are not, depending on what the manager feels is in the 
best interest of the station. These decisions must be made within the boundaries of the money budgeted for 
the staff payroll.
•  Work with the Director of Student Media in formulating a budget for the station and operate within the 
guidelines set by that budget. Maintain communications and consult with the director.
•  Maintain communications with the creative director, social media manager and advertising manager. 
•  Maintain communications and consult with the faculty/staff adviser and affiliated resources.
•  Work with the director and social media manager on the planning, development and implementation of 
training sessions, content critiques and the upkeep of access files.
•  Work with the social media manager at the beginning of each term and as necessary throughout the term 
to update the organization’s staff handbook with any changes to policy or procedure.
•  Work with the station engineer and maintain communications with regard to supply and equipment needs 
for the station. Report all technical problems and broken equipment to the station engineer.
•  Set and maintain office hours in order to be available to staff members as well as concerned viewers and 
members of the Carolina community. Create open forums through interpersonal and online interaction.
•  Attend and coordinate regular meetings of the executive staff and the station staff as a whole.
•  Recruit new staff members and strive to keep a high level of retention of staff members.
•  Set, explain and enforce deadlines and policies with the staff.
•  Establish and follow set disciplinary procedures when handling personnel matters and grievances.
•  Assume responsibility for all inventory assigned to SGTV.
•  Address all concerns that viewers, staff members, or other interested parties may voice about the station.
•  Attend training sessions as necessary and participate in professional development opportunities.
•  Represent SGTV at the annual LEAD conference.
•  Communicate with other on-campus organizations to produce custom content.
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STUDENT Marketing DIRECTOR

general responsibilities

specific duties

The student marketing director of Garnet Media Group, which represents the combined efforts of the four 
official Student Media organizations at the University of South Carolina, is selected for each semester by 
a committee made up of the current marketing director, at least one representative of each of the four 
organizations and the current multimedia director. Applicants must be of sophomore, junior or senior 
standing, must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to 
remain in good standing in his/her respective college (whichever is higher), and must have worked within 
Garnet Media Group or one of the four organizations for at least one year (or equivalent experience). 
Applicants are judged on their responses on their application form and an interview with the selection 
committee described above. After the interviews, the selection committee votes and the new director is 
selected. This process takes place at the end of each semester so that the new director can begin planning 
his/her staff and any changes he/she wishes to make.

The marketing director is responsible for overseeing the planning, creation and implementation of a 
comprehensive marketing strategy for Garnet Media Group (including the four student-run organizations 
and office-wide initiatives), as well as the production of various special editions of The Daily Gamecock. With 
the help of the marketing, public relations/affairs and social media staffers from each student organization, 
as well as the Student Media social media manager, the marketing director will identify and recruit team 
members from within each Student Media organization to fill positions including: copywriters, graphic 
designers, social media coordinators, photographers, page designers and editors. They may also choose 
to hire an executive staff of editors and coordinators to lead functional groups or initiatives. The marketing 
director will be responsible for establishing branding standards, maintaining an online calendar of marketing 
initiatives and campaigns and overseeing the production and implementation of campaigns. The marketing 
director’s role and responsibilities will work in concert with the student leaders and their staffs to perform 
their duties.

•  Meet regularly with the respective marketing/public relations/public affairs/social media teams of the 
four student organizations to discuss each organization’s upcoming plans and initiatives.
•  Work with each of the other student leaders to identify and recruit marketing team members from 
currently involved students as well as the university community.
•  Plan marketing campaigns across multiple mediums promoting The Daily Gamecock, Garnet & Black, 
SGTV, WUSC, the Student Media podcasting initiative, The Daily Gamecock housing site, @TDGDeals and 
others as assigned.
•  Recruit and manage a staff for “street team” distribution of print copies of The Daily Gamecock (weekly 
on Mondays) and Garnet & Black (quarterly).
•  Work with the Garnet Media Group student multimedia director to establish branding standards and 
promotion strategies for multimedia content.
•  Plan and run regular meetings with the marketing team to brainstorm campaign ideas, plan content and 
discuss progress on each project.
•  Oversee production of the Best of Carolina and Carolina Insider special editions each semester, including 
hiring a staff, scheduling and leading production and coordinating distribution efforts. The director may 
also choose to delegate this role to a separate editor-in-chief for one or both publications, as needed.
•  Manage an editorial calendar showing production and distribution schedules for active marketing 
campaigns.
•  Attend regular meetings for each organization where applicable, including The Daily Gamecock senior 
staff meetings, SGTV and WUSC executive staff meetings, and Garnet & Black assignment meetings.
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STUDENT MULTIMEDIA DIRECTOR

general responsibilities

specific duties

The student multimedia director of Garnet Media Group, which represents the combined efforts of the 
four official Student Media organizations at the University of South Carolina, is selected for each semester 
by a committee made up of the current multimedia director, at least one representative of each of the 
four organizations and the current marketing director. Applicants must be of sophomore, junior or senior 
standing, must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation and to 
remain in good standing in his/her respective college, and must have worked within Garnet Media Group or 
one of the four organizations for at least one year (or equivalent experience). Applicants are judged on their 
responses on their application form and an interview with the selection committee. After the interviews, 
the selection committee votes and the new director is selected. This process takes place at the end of each 
semester so that the new director can begin planning his/her staff and any changes he/she wishes to make.

The multimedia director is responsible for overseeing the production of collaborative multimedia content 
including audio, visual and written components. With the help of a separately appointed multimedia 
coordinator from each of the four student organizations, the multimedia director will be responsible for 
identifying and recruiting staff members from each organization to fill team positions. The multimedia 
director will understand and coordinate workflow procedure between all four student media organizations. 
The multimedia director should also appoint a production manager and a podcast coordinator to assist in 
the responsibilities of the position. The general responsibilities of the positions of production manager and 
podcast coordinator will be to help the multimedia director with their objectives in managing the content 
creation process and podcasting initiative, respectively. The multimedia director will create and maintain an 
online-based production and publication schedule for multiple concurrent projects. This slate of projects 
includes at least one fully collaborative (including all four student organizations) project per semester, 
weekly (at minimum) collaborative sports content, and a regular podcast schedule. The multimedia 
director’s role will work in concert with the four student leaders and their staffs to perform their duties.

•  Identify, with help from student leaders, a multimedia coordinator from each student group that will serve 
as a liaison to the director for each group in planning and producing collaborative content.
•  Hire a podcast coordinator and production manager.
•  Work with each of the four multimedia coordinators to identify and recruit contributing staff members 
from the existing pool of involved students as well as the larger university community.
•  With help from the Garnet Media Group marketing director, maintain and enforce standards for branding 
of projects created by more than one organization, to include representation of the organizations’ logos, 
content of the description and any social media posts associated with multimedia content.
•  Create an editorial calendar showing production schedules and distribution schedules for each multimedia 
project, collaborative content, and podcasts.
•  Plan and run regular meetings with multimedia staff to brainstorm ideas, plan coverage and discuss 
progress on each project.
•  Oversee production of the following projects each semester: 

— One fully collaborative multimedia project per semester (by mid-November in the fall and mid-April in 
the spring) that includes long-form video, audio and written components and is published across all four 
organizations’ platforms, as well as on its own micro-site
— Multiple weekly podcasts covering a variety of subject matter
— Weekly multimedia coverage, led by the respective sports staffs of The Daily Gamecock and SGTV and 
facilitated by the multimedia director, that is promoted through multiple digital channels

•  Attend regular content and leadership meetings for each organization.
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the daily gamecock senior staff

general responsibilities

specific duties

The senior staff of The Daily Gamecock student news organization is selected for each semester by that 
semester’s editor-in-chief. Senior staff members must maintain a minimum 2.5 GPR or the cumulative GPR 
requirement for graduation and to remain in good standing in their respective college. The selection criteria 
— including any requirements for class standing and work experience — are solely determined by the editor-
in-chief, though previous experience within The Daily Gamecock is generally preferred.

The senior staff of The Daily Gamecock, under the direction of its editor-in-chief, is responsible for making 
editorial decisions for the student news organization. The senior staff must always strive to ensure ethical 
and responsible journalistic standards while meeting all print and online production deadlines. Senior staff 
members must be familiar with the Board of Student Publications and Communications Bylaws, Statement 
of Principles, Statement of Understanding and Acceptance and The Daily Gamecock’s constitution. Senior 
staff members are expected to hire, with the approval of the editor-in-chief, and supervise all paid positions 
within their section. Senior staff members are responsible for attending weekly (and as needed) meetings 
and training sessions, as well as leading meetings relating to their section. Senior staff is expected to be 
present for print and online production as needed and must maintain office hours (a minimum of 2 hours/
week) in order to be available to contributing staff members within their section. Senior staff is expected to 
assist the editor-in-chief with recruiting, training and retaining new contributing staff members.

•  Assist the editor-in-chief in providing a final edit of articles for clarity and quality before publication
•  Assist the editor-in-chief in providing a final proof of print pages during production
•  Create and schedule the Daily Gamecock newsletter at least one night per week, and as needed
•  Assist the editor-in-chief in planning constructive and informative staff meetings and guiding discussions 
and activities at those staff meetings
•  Provide guidance and feedback to section editors as needed, especially in the areas in which the 
managing editor has experience
•  Help mediate any conflicts or intra-staff issues that may arise in a fair, unbiased way

•  Coordinate comprehensive news coverage of the University of South Carolina and the surrounding 
community, including, but not limited to, university administration, student life, academics, student 
government, crime, and campus and community events.
•  Maintain and update a budget showing stories and art planned for publication.
•  Assign stories and beats to reporters to ensure adequate coverage of news relating to USC.
•  Edit each article for content, accuracy, structure and style. Provide feedback on draft articles as necessary.
•  Quickly respond to breaking news and coordinate coverage.
•  Work with the Photo Editor to coordinate photo coverage and choose the photos(s) for publication. 
•  Maintain professional relationships with university and community leaders.

•  Create a forum for ideas, opinions and insightful views that stimulate public awareness and debate.
•  Coordinate a schedule of regular columnists.
•  Maintain a professional standard in columns and editorials and ensuring that each column is accurate, well-
researched and worthy of publication.
•  Keep letters to the editor true to writer’s intent, except in cases of libel or grammar, spelling or style errors.
•  Make sure 75% of printed columns are USC-oriented.
•  Recruit and coordinate editorial cartoons with a USC or local angle.

MANAGING EDITORS

NEWS EDITOR / ASSISTANT NEWS EDITOR

OPINION EDITOR / ASSISTANT OPINION EDITOR
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•  Coordinate comprehensive sports coverage of the University of South Carolina.
•  Maintain and update a budget showing stories and art planned for publication.
•  Assign stories and beats to reporters to ensure adequate coverage of sports at USC.
•  Edit each article for content, accuracy, structure and style. Provide feedback on draft articles as necessary.
•  Work with the Photo Editor to coordinate photo coverage and choose the photo(s) for publication.
•  Maintain professional relationships with Athletics Department officials, coaches and players.
•  Maintain awareness of news and human interest stories within varsity, club and intramural sports teams.

•  Coordinate comprehensive coverage of arts, entertainment and culture at USC and in the surrounding area.
•  Maintain and update a budget showing stories and art planned for publication.
•  Assign stories and beats to reporters and columnists to ensure all relevant subjects are covered.
•  Inform the reader about upcoming campus and community events.
•  Edit each article for content, accuracy, structure and style. Provide feedback on draft articles as necessary.
•  Work with the Photo Editor to coordinate photo coverage and choose the photo(s) for publication.
•  Maintain professional relationships with arts and entertainment leaders within the university and Columbia.
•  Maintain awareness of major news and human interest stories at the university and in the local community

•  Coordinate photo coverage of news, arts & entertainment, and sports in conjunction with the section 
editors, and ensure that all photo requests are delegated, completed, and filed by deadline.
•  Maintain and update the story budget with assigned photographer information
•  Hire paid photographers, with the editor’s approval, and supervise their work.
•  Train photographers to ensure that complete, accurate information – including name, year in school, major, 
and relevant context – is obtained from photo subjects.
•  Maintain a reservation and check-out system for all photography equipment and ensure compliance.
•  Appropriately edit, within the bounds of The Daily Gamecock’s ethics policy, all photos for print and online 
publication, and provide caption information to section editors as needed.

•  Manage all official Daily Gamecock social media accounts.
•  Work with other senior staff members to translate print and online coverage into social media posts, and 
help coordinate social media-specific coverage of events and other news.
•  Lead a staff of social media coordinators who help draft and edit social media posts.
•  Monitor inboxes and other communications within social networks and ensure all inquiries are addressed.
•  Work with the social media manager to track and report analytics data to guide content decisions.

•  Ensure that all copy for online and print versions of The Daily Gamecock is proofed for factual accuracy, 
brevity; and errors in spelling, grammar and style.
•  Assign work to copy editors to ensure all stories and pages are proofed for errors.
•  Assist section editors and copy editors with writing print and online headlines, cutlines and social posts.
•  Maintain strong proficiency in editing for AP style, grammar and spelling.
•  Develop and maintain a local stylebook for exceptions to AP style and USC-specific terms.
•  Fill in for the managing editor or editor-in-chief in cases of emergency.
•  Track errors in published stories and notify section editors of needed corrections.

•  Coordinate the design of all pages of the print newspaper and any corresponding or special design 
features for the email edition, website or social media.
•  Develop and maintain The Daily Gamecock’s brand and design style guide and ensure compliance with it.
•  Provide regular feedback and critiques to staff designers.
•  Package and send pages at the end of production, and ensure they have been received by the printer.

SPORTS EDITOR / ASSISTANT SPORTS EDITOR

ARTS & CULTURE EDITOR / ASSISTANT ARTS & CULTURE EDITOR

PHOTO EDITOR / ASSISTANT PHOTO EDITOR

SOCIAL MEDIA EDITOR / ASSISTANT SOCIAL MEDIA EDITOR

COPY DESK CHIEF / ASSISTANT COPY DESK CHIEF

DESIGN DIRECTOR / ASSISTANT DESIGN DIRECTOR
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wusc executive staff

general responsibilities

specific duties

The executive staff of WUSC, USC’s student radio station, is elected in April for each year by the DJ 
body. Executive board staff must maintain a minimum 2.5 GPR or the cumulative GPR requirement for 
graduation and to remain in good standing in their respective college. The nomination criteria — including 
any requirements for class standing and work experience — are solely determined by the station manager, 
though previous experience within WUSC is generally preferred.

The executive staff of WUSC, under the direction of its station manager, is responsible for making content 
and management decisions for the student radio station. The executive staff must always strive to ensure 
ethical and responsible standards for journalism and entertainment. Executive staff members must be 
familiar with the Board of Student Publications and Communications Bylaws, Statement of Principles, 
Statement of Understanding and Acceptance and WUSC’s constitution. The executive staff must be familiar 
with and meet the requirements set by the Federal Communications Commission. Executive staff members 
are expected to hire, with the approval of the station manager, and supervise all additional positions within 
their department. Executive staff members are responsible for attending weekly (and as needed) meetings 
and training sessions, as well as leading meetings relating to their department. Executive staff is expected 
to maintain set office hours in order to be available to the DJ body. Executive staff is expected to assist the 
station manager with recruiting, training and retaining new DJs. The following executive staff members will 
be voting members of WUSC’s executive board: the station manager, two program directors, two music 
directors, two public affairs directors, the news director, and two members-at-large. The secretary and 
librarian will be ex-officio (non-voting) members of the board.

•  Create show schedules for each semester, as well as for break and exam periods, and load that schedule 
into all appropriate digital avenues, including the WUSC website and RadioFX application.
•  Keep the station on-air during all scheduled operating times.
•  Work with the secretary to create and maintain a roster of active DJs, and assist DJs in finding substitutes 
for shows they cannot attend.
•  Maintain in-studio programming, music and public service announcement logs.
• Monitor the station as frequently as possible to ensure all DJs are adequately trained and following station 
policy, and correct any errors or problems that are identified during monitoring.
•  Work with the public affairs office to receive and add public service announcements, station IDs, and 
station announcements on cart
•  Fill time slots by semester if necessary to ensure a complete, continuous programming schedule.
•  Coordinate keyless access requests for active DJs.
•  Keep track of advisory points.
•  Set and maintain a minimum of 8 office hours per week.

•  Select new music and update rotation selections according to music policy a minimum of once a week.
•  Maintain awareness and knowledge of various genres of music and other local radio programming.
•  Hire, with the approval of the station manager, a librarian to assist in maintaining WUSC’s music collection.
•  Pick up and review mail and log any new music received.
•  Coordinate and oversee the review of new music by DJs, and decide what music will go into rotation.
•  Regularly review DJ playlists to ensure the music policy is followed, and correct any errors or problems.
•  Update charts on College Music Journal on a weekly basis, and send charts to DJ body.
•  In conjunction with the librarian, ensure all CDs are filed and the library is updated and maintained. 
•  Set and maintain a minimum of 6 office hours per week — preferably in the afternoon or early evening, so 
as to maintain contact with record labels — not necessarily including time spent reviewing new music.

PROGRAM DIRECTOR

MUSIC DIRECTORS
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•  Coordinate comprehensive news coverage of the University of South Carolina and the surrounding 
community, including, but not limited to, university administration, student life, academics, student 
government, crime, and campus and community events.
•  Coordinate and oversee the production of WUSC’s daily online newscast, 90.5 Seconds of the News.
•  Host a weekly news show, 90.5 Minutes of the News, and contribute to the WUSC blog.
•  Assign stories and beats to reporters to ensure adequate coverage of news relating to USC.
•  Review each newscast for content, accuracy, structure and technical proficiency. Provide feedback on 
newscasts as necessary.
•  Be present to help new staff members and reporters complete on-deadline news coverage and newscasts.
•  Quickly respond to breaking news and coordinate coverage.
•  Work with the social media coordinator to ensure promotion of newscasts and news packages, as well as 
breaking news coverage on social media. 
•  Maintain professional relationships with university and community leaders, as well as other student leaders 
in Garnet Media Group.

•  Contact and network with other USC organizations and offices and Columbia businesses to increase 
visibility and public profile of the station.
•  Coordinate promotion of the station in general, as well as any concerts or other station events, through a 
variety of mediums and approaches.
•  Plan and manage all station fundraising events, including at least one fundraiser week each semester.
•  Manage current underwriters and bring in new ones.
•  Choose public service announcements and work with the program office to add them to rotation. 
•  Coordinate regular social media posts on Twitter, Facebook and Instagram to promote the station and its 
programming.
•  Maintain and regularly update a concert calendar.
•  Coordinate and increase ticket giveaways as a means for listener engagement, and ensure all policies and 
procedures regarding giveaways are followed.
•  Set and maintain a minimum of 5 office hours per week.

•  Post notice of all planned executive board meetings ahead of the meeting time.
•  Compile detailed minutes of executive board meetings and body meetings, including taking roll, and 
sending minutes to the DJ body via the FMANNOUNCE listserv.
•  Work with the program office to create and maintain a roster of active DJs.
•  Complete other record-keeping duties as assigned.

•  Represent the DJ body and DJ interests in general and during executive board meetings.
•  Provide a channel of communication between the DJ body and the executive staff, and address concerns 
shared by DJs.
•  Coordinate staff events and social gatherings for the station membership.

NEWS DIRECTOR

PUBLIC AFFAIRS DIRECTOR

SECRETARY

MEMBERS-AT-LARGE
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garnet & black masthead

general responsibilities

specific duties

The masthead of Garnet & Black student magazine is selected for each year in the spring by that year’s 
editor-in-chief, ideally from junior staff members who have dedicated a year or more to the magazine. 
Masthead members must maintain a minimum 2.5 GPR or the cumulative GPR requirement for graduation 
and to remain in good standing in their respective college. The selection criteria — including any 
requirements for class standing and work experience — are solely determined by the editor-in-chief, though 
previous experience within Garnet & Black is generally preferred. 

The masthead of Garnet & Black, under the direction of its editor-in-chief, is responsible for making editorial 
decisions for the student magazine. The masthead must always strive to ensure ethical and responsible 
journalistic standards while meeting all print and online production deadlines. Masthead members must 
be familiar with the Board of Student Publications and Communications Bylaws, Statement of Principles, 
Statement of Understanding and Acceptance, and Garnet & Black’s constitution, handbook and style guide. 
Masthead members are expected to hire, with the approval of the editor-in-chief, and supervise all additional 
positions within their section. Masthead members are responsible for attending weekly (and as needed) 
meetings and training sessions, as well as leading meetings relating to their section. Masthead members 
are expected to be present for print and online production as needed and must maintain office hours (a 
minimum of 2 hours/week) in order to be available to contributing staff members within their section. 
Masthead is expected to assist the editor-in-chief with recruiting, training and retaining new contributing 
staff members, as well as documenting important procedures for the future and recommending at least one 
capable replacement at the end of their leadership term. It is the responsibility of each member of masthead 
to contribute to a positive and productive work environment, and to seek out opportunities for G&B to 
expand, improve, and better serve the Carolina community.

•  Assist with coordinating training sessions, workshops, outreach, and Garnet Media Group-wide projects. 
•  Provide guidance and feedback to members of masthead as needed, especially in the areas in which the 
managing editor has experience.
•  Help mediate any conflicts or intra-staff issues that may arise in a fair, unbiased way.
•  Maintain databases of passwords, contact information, and other pertinent institutional knowledge.
•  Ensure that every member of staff is meeting deadlines by using a central, accessible spreadsheet.
•  Take minutes during masthead meetings, and send the minutes to all members of masthead afterward.
•  Work with the editor-in-chief to formulate each year’s budget and ensure compliance.
•  Maintain a calendar of events on campus and in the Columbia community that the magazine could cover.
•  Monitor USC Daybook and other press releases and alert other section heads to relevant stories.

•  Assist the editor-in-chief in planning and producing every aspect of G&B from start to finish.
•  Develop and maintain a comprehensive style guide for the magazine that details fonts, palette, spacing, 
kerning, text sizes, and more as needed.
•  Oversee each designer and illustrator to make sure their work matches the flow of G&B’s thematic design; 
provide regular critique and feedback.
•  Contribute to the creation of a standard layout for the magazine while encouraging creativity and 
innovation within set limits.
•  Package and send pages at the end of production, ensure they have been received by the printer, and 
handle the approval of all proofs.
•  Assist with coordinating training sessions, workshops, outreach, and Garnet Media Group-wide projects.

MANAGING EDITOR

CREATIVE DIRECTOR
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•  Work with the articles, photo, and style teams to plan a video accompaniment to interviews, photoshoots, 
and other magazine work in each issue and online. 
•  Conceptualize and create compelling standalone video content on a regular basis.
•  Collaborate with other Garnet Media Group organizations to create videos for content from WUSC, SGTV, 
or The Daily Gamecock.
•  Develop and maintain a system for checking out and returning video equipment.
•  Represent G&B on the Garnet Media Group multimedia team.

•  Work with the Creative Director to maintain a style guide including standards for design and branding.
•  Ensure designer compliance with the style guide.
•  Oversee all illustrations and coordinate with the photo team to determine the photo or art that will 
accompany a story in print or online.
•  Coordinate work during every production week and make sure that all designers are completing their 
assignments to the expected quality. Provide constructive feedback as necessary.
•  Lead training sessions within the greater Carolina community and as needed for junior design staff.

•  Oversee timely and efficient distribution of the magazine alongside the editor-in-chief.
•  Maintain relationships with USC faculty members to make sure calendar events are accessible to as many 
students as possible.
•  Work with the editor-in-chief to plan outreach events and fundraising opportunities.
•  Plan a launch party for each issue’s release in conjunction with local venues, and set goals to improve the 
attendance and buzz for each party.

•  Monitor web analytics and set specific goals for increasing web and mobile traffic.
•  Oversee contributor blogs; recruit new writers and encourage growth.
•  Maintain G&B’s website by posting print and online articles as soon as they are appropriately edited.
•  Create, alongside the editor-in-chief and articles editors, an online-only publication schedule for junior 
editorial staff.
•  Collaborate with the multimedia and social media team to maintain a technologically sound, inviting, 
professional website.

•  Organize regular meetings with the editorial staff to brainstorm all magazine content for print and online.
•  Assign each article with ample time for editorial contributors to complete interviews, finish a draft, 
workshop the draft, and turn in a second draft.
•  Edit each article for content, syntax, style, and structure.
•  Maintain awareness of local events, relevant community members, and important social movements on 
campus and in the community that students may want to see covered in the magazine.
•  Lead training sessions within the greater Carolina community and as needed for junior editorial staff.

•  Conceptualize and execute four style shoots per year; communicate with all persons involved and provide 
a schedule and style write-up to all of staff
•  Develop and maintain strong relationships with local retailers who can act as resources for photoshoots
•  Keep careful documentation of which clothes are pulled from which retailers; take full responsibility for the 
care of those clothes and return them in a timely fashion.

MULTIMEDIA DIRECTOR

ART DIRECTOR

PUBLIC RELATIONS DIRECTOR / PUBLIC RELATIONS ASSISTANT

WEB EDITOR / ASSISTANT WEB EDITOR

ARTICLES EDITOR — ONLINE / PRINT

STYLE EDITOR / ASSISTANT STYLE EDITOR
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•  Work with articles editors to choose subject matter, style, shoot time frame, and other aspects of photo 
assignments that complement corresponding articles.
•  Edit all photos to be used in the print magazine, as well as online-only articles and galleries.
•  Uphold G&B’s high quality of photography by requesting changes/new work from staff as necessary.
•  Lead training sessions within the greater Carolina community and as needed for junior photo staff.

•  Ensure that all copy for online and print versions of Garnet & Black is proofed for factual accuracy, 
structure; and errors in spelling, grammar and style.
•  Assign work to copy editors to ensure all stories and pages are proofed for errors.
•  Act as the last line of defense against language and content that could potentially affect G&B’s reputation 
or violate ethical standards.
•  Work with the articles editors and editor-in-chief to help writers revise stories according to editorial 
guidelines.
•  Assist with writing print and online headlines, cutlines and social posts.
•  Maintain strong proficiency in editing for AP style, grammar and spelling.
•  Develop and maintain a local stylebook for exceptions to AP style and USC-specific terms.
•  Track errors in published stories and notify section editors of needed corrections.

•  Manage all official G&B social media accounts.
•  Create and implement social media campaigns to increase audience engagement with G&B.
•  Create and maintain a regular posting schedule to all social media platforms, with messaging that includes 
promoting articles, videos, or staff features and shout-outs.
•  Attend (or delegate the attendance of) all G&B launch parties, public fundraisers, and events to create 
authentic, real-time content for social media accounts.
•  Coach writers and photographers on how to use social media throughout the course of reporting and 
publishing a story to create behind-the-scenes content.
•  Monitor inboxes and private messaging on all social media platforms and pass along inquiries to the 
relevant section head.
•  Work with the social media manager to track and report analytics data to guide content decisions.

COPY CHIEF

SOCIAL MEDIA COORDINATOR

PHOTO EDITOR / ASSISTANT PHOTO EDITOR
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sgtv executive staff

general responsibilities

specific duties

The executive staff of SGTV, USC’s student television station, is selected for each semester by that 
semester’s station manager. Executive staff members must maintain a minimum 2.5 GPR or the cumulative 
GPR requirement for graduation and to remain in good standing in their respective college. The selection 
criteria — including any requirements for class standing and work experience — are solely determined by the 
station manager, though previous experience within SGTV is generally preferred.

The executive staff of SGTV, under the direction of its station manager, is responsible for making editorial 
and management decisions for the student television station. The executive staff must always strive to 
ensure ethical and responsible standards for journalism and entertainment while meeting all production 
deadlines. Executive staff members must be familiar with the Board of Student Publications and 
Communications Bylaws, Statement of Principles, Statement of Understanding and Acceptance and SGTV’s 
constitution. Executive staff members are expected to hire, with the approval of the station manager, and 
supervise all crew positions within their show. Executive staff members are responsible for attending weekly 
(and as needed) meetings and training sessions, as well as leading meetings relating to their show. Executive 
staff is expected to be present for production work as needed and must maintain office hours (a minimum 
of 2 hours/week) in order to be available to contributing staff members within their show. Executive staff is 
expected to assist the station manager with recruiting, training and retaining new staff members.

•  Operate as the station’s human resources officer; ensure staffer safety and satisfaction and resolve 
workplace conflicts.
•  Facilitate collaboration between executive producers.
•  Maintain equipment inventory and periodically inspect equipment for damage or misuse.
•  Develop and enforce positive and negative points systems
•  Collaborate with executive producers and training coordinator on broadcast schedules.
•  Help the station manager perform administrative tasks and other duties as needed.

•  Coordinate comprehensive news coverage of the University of South Carolina and the surrounding 
community, including, but not limited to, university administration, student life, academics, student 
government, crime, and campus and community events.
•  Assign stories and beats to reporters to ensure adequate coverage of news relating to USC.
•  Review each package or show for content, accuracy, structure and technical proficiency. Provide feedback 
on draft packages and shows as necessary.
•  Oversee weekly programs including Monday Night Mashup, Carolina Calendar, and other live news content.
•  Be present to help new staff members and reporters complete on-deadline news coverage.
•  Quickly respond to breaking news and coordinate coverage.
•  Work with the social media coordinator to ensure promotion of programs and news packages. 
•  Maintain professional relationships with university and community leaders.

•  Establish connections with campus organizations and local businesses.
•  Meet SGTV’s budgetary goals by booking, coordinating and delivering commissioned work.
•  Work with clients and a team of staff members to conceptually develop and produce paid video work.
•  Work with the advertising manager to set and adjust productions pricing structures and rates.

ASSISTANT STATION MANAGER

NEWS DIRECTOR

PRODUCTIONS DIRECTOR

SOCIAL MEDIA COORDINATOR
•  Work with the various shows’ staff members to develop and execute a promotion strategy for events, 
screenings, live shows and SGTV content.
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•  Train new staff members each semester to effectively use SGTV equipment to create programming.
•  Work with the station manager and assistant station manager to recruit new staff members.
•  Plan and lead weekly open training sessions on the various aspects of video production.
•  Set and maintain a minimum of 5 office hours per week.
•  Be available by appointment for training as requested by staffers or recommended by producers.
•  Coordinate broadcast teams for live shows and broadcasts in Kennedy Greenhouse.
•  Maintain constant broadcast of current and relevant archival content over the campus television channel.
•  Create and regularly update a library of video training materials including how-tos, tips and tricks, and 
troubleshooting instructions for staff members to use.
•  Maintain the running and cache servers of the station by deleting old material and making sure that files 
are stored in the proper places.
•  Maintain a repository of assets for both running use as well as cache storage for SGTV.

•  Coordinate comprehensive sports coverage of the University of South Carolina.
•  Assign stories and beats to reporters to ensure adequate coverage of sports at USC.
•  Review each video package for content, accuracy, structure, and style, and provide feedback on drafts.
•  Be present to help new staff members and reporters complete on-deadline coverage.
•  Meet weekly with associate/assistant producers for each program and segment to make sure they 
understand and are on track to meet goals and execute plans.
•  Generate event schedules for each semester, month, and week.
•  Work with the social media coordinator to ensure promotion of programs, and news packages.
•  Maintain professional relationships with Athletics Department officials, coaches and players.
•  Maintain awareness of news and human interest stories within varsity, club and intramural sports teams.

•  Coordinate and lead weekly meetings to go over deadlines, rehearsal and filming schedules, and ideas.
•  Plan, produce, and direct live sketch comedy shows.
•  Plan and produce comedic digital shorts and work with the social media coordinator to promote content.
•  Plan and direct rehearsals and read-throughs.
•  Assist cast members in conceptualizing and writing sketches.
•  Coordinate the planning and acquisition of props and costumes for live shows and digital shorts.

•  Meet weekly with associate producers for each program — Cocky’s Code, Hammered with Questions, and 
The Buzz — to make sure they understand and are on track to meet goals and execute plans.
•  Meet weekly with contributing staff members to introduce new ideas and plan for upcoming projects.
•  Serve as a resource for associate producers and contributing staff members to help them produce their 
own videos and become proficient with equipment and software.
•  Develop and maintain a content schedule to ensure consistent releases and sufficient planning time.

•  Oversee and coordinate the production of at least two short films per show subsection each semester.
•  Organize, schedule, and attend (as necessary) weekly show meetings, writers’ meetings, and workshops.
•  Oversee the assistant producer for TV content to ensure content is created and released on time.
•  Provide weekly (at minimum)guidance and support to directors and producers during production of films.
•  Assist station leaders in coordinating guest speakers for body meetings.
•  Work with the social media coordinator to ensure effective promotion of short films and TV content.

TRAINING COORDINATOR

EXECUTIVE PRODUCER, CAPITAL CITY SPORTS

EXECUTIVE PRODUCER, CAROLINA TONIGHT

EXECUTIVE PRODUCER, TALK OF THE TOWN

EXECUTIVE PRODUCER, 1080C

•  Maintain the station’s social media presence through regular posting of content and positive engagement 
with followers and other users.
•  Monitor inboxes and other communications within social networks and ensure all inquiries are addressed.
•  Work with the social media manager to track and report analytics data to guide content decisions.
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multimedia team executive staff

general responsibilities

specific duties

The multimedia team executive staff includes a podcast coordinator and production manager of Garnet 
Media Group, which represents the combined efforts of the four official Student Media organizations at the 
University of South Carolina. The team leaders are selected for each semester by that semester’s multimedia 
director, who may choose to employ the assistance of other Garnet Media Group staff members or student 
leaders in the selection process. Staff members must maintain a minimum 2.5 GPR or the cumulative 
GPR requirement for graduation and to remain in good standing in their respective college. The selection 
criteria — including any requirements for class standing and work experience — may be determined by the 
multimedia director, though previous experience within Garnet Media Group is generally preferred.

The multimedia team executive staff is responsible for assisting the Garnet Media Group multimedia director 
in completion of their job duties and in facilitating better collaboration between Garnet Media Group partner 
organizations and support teams. The executive staff must always strive to ensure ethical and responsible 
standards for journalism and entertainment while meeting all production deadlines. Executive staff members 
must be familiar with the Board of Student Publications and Communications Bylaws, Statement of 
Principles, Statement of Understanding and Acceptance and SGTV’s constitution. Executive staff members 
are responsible for attending weekly (and as needed) meetings and training sessions, as well as leading 
meetings relating to their duties. Executive staff is expected to be present for production work as needed 
and must maintain office hours (a minimum of 2 hours/week) in order to be available to contributing team 
members. Executive staff is expected to assist the multimedia director with recruiting, training and retaining 
new team members.

•  Assist the multimedia director in overseeing production of the following projects:
— One fully collaborative multimedia project per semester (by mid-November in the fall and mid-April in 
the spring) that includes long-form video, audio and written components and is published across all four 
organizations’ platforms, as well as on its own micro-site
— Multiple weekly podcasts covering a variety of subject matter, chosen through an application process
— Weekly multimedia coverage, led by the respective sports staffs of The Daily Gamecock and SGTV and 
facilitated by the multimedia director, that is promoted through multiple digital channels

•  Assist in the creation of the multimedia budget and an editorial calendar showing production schedules 
and distribution schedules for each multimedia project, collaborative content, and podcasts
•  Work concurrently with multimedia director to accomplish semester objectives
•  Manage communication between TDG editors and SGTV producers about collaborative coverage when 
stories will be covered by both teams

•  Assist the multimedia director in reviewing and approving podcast applications
•  Revise (if necessary) and manage a reservation system and recording schedule for the podcasting studio 
that does not interfere with normal operations of WUSC or its executive staff
•  Review created podcasts for submission
•  Upload podcasts to hosting site
•  Work with the Garnet Media Group marketing/PR team to plan and implement a promotional campaign 
for podcasts that runs throughout the semester
•  Recruit internal and external candidates to help create, edit or promote podcasts

PRODUCTION MANAGER

PODCAST COORDINATOR
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advertising account representatives

general responsibilities

specific duties

Advertising account representatives are selected for each year by the advertising manager and director 
of student media. Account representatives must maintain a minimum 2.0 GPR or the cumulative GPR 
requirement for graduation and to remain in good standing in their respective college. The selection criteria 
— including any requirements for class standing and work experience — are determined by the advertising 
manager and director of student media, though previous sales experience is generally preferred. 

Account representatives are responsible for raising revenue for Garnet Media Group organizations through 
sales of advertising for The Daily Gamecock newspaper, dailygamecock.com, the Garnet and Black 
magazine and Carolina Insider and all other special publications. Each account representative is responsible 
for account management of an assigned category, which includes developing and maintaining an active 
client list, building relationships with clients, selling print and digital advertising, meeting monthly sales 
goals, and working with the Creative Services team to ensure satisfactory execution of the ad or campaign. 
Campus account representatives are responsible for working with on-campus clients like university 
departments and student organizations. Garnet Media Group is funded primarily by advertising revenue 
generated by account representatives, so the responsibilities that come with the position are not to be taken 
lightly. Outside commitments are allowed, but the expectation is that this position will come second only to 
academic endeavors.

•  Solicit businesses and individuals within their assigned category to purchase advertising with Garnet 
Media Group.
•  Set and maintain approximately 12-15 office hours per week, including time spent meeting with clients.
•  Make a minimum of three face-to-face visits with clients per week.
•  Maintain awareness of news and relevant information regarding clients and share leads with other 
representatives as needed.
•  Represent Garnet Media Group in a professional manner and give top-notch customer service to clients.
•  Complete all necessary paperwork and forms in an efficient and timely manner.
•  Attend all sales meetings and meet monthly sales goals.
•  Communicate with clients about special promotions and sales packages.
•  Bring in a minimum of two new businesses per month as clients, starting with your second month of 
employment.
•  Adhere to all Garnet Media Group policies and regulations.

•  Solicit university departments and student organizations to purchase advertising with Garnet Media 
Group.
•  Set and maintain approximately 15 office hours per week, including time spent meeting with clients.
•  Maintain awareness of upcoming campus activities and events that may warrant client outreach.
•  Represent Garnet Media Group in a professional manner and provide top-notch customer service to 
clients.
•  Complete all necessary paperwork and forms in an efficient and timely manner.
•  Attend all sales meetings and meet monthly sales goals.
•  Communicate with clients about special promotions and sales packages.
•  Bring in a minimum of two new businesses per month as clients, beginning with your second month of 
employment.
•  Adhere to all Garnet Media Group policies and regulations.

ACCOUNT REPRESENTATIVE

CAMPUS ACCOUNT REPRESENTATIVE
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student designers

general responsibilities

specific duties

Student designers are selected for each year by the creative director and director of student media. Student 
designers must maintain a minimum 2.0 GPR or the cumulative GPR requirement for graduation and to 
remain in good standing in their respective college. The selection criteria — including any requirements for 
class standing and work experience — are determined by the creative and director of student media, though 
previous graphic design experience is generally preferred. 

Student designers in Creative Services are responsible for the design of advertising for The Daily Gamecock 
newspaper, dailygamecock.com, the Garnet and Black magazine and Carolina Insider and all other 
special publications, as well as client projects and promotional materials for Garnet Media Group and its 
partners. Designers are responsible for providing excellent customer service to clients and working with 
the advertising team and professional staff members to ensure satisfactory execution of ads or campaign. 
Student designers are also expected to attend all staff meetings and office hours.

•  Create print and digital advertisements for Garnet Media Group products.
•  Maintain approximately 10-15 office hours per week.
•  Perform all necessary duties in creation of inside and outside projects taken on by Creative Services, 
including websites, web graphics, email campaigns, brochures, logos, posters, and others.
•  Meet all production and client deadlines.
•  Represent Garnet Media Group in a professional manner and give top-notch customer service to clients.
•  Proof artwork for errors, color composition, content, and placement accuracy.
•  Check the Creative Services and Advertising Sales email accounts for communications from clients, 
vendors and other parties.
•  Keep work area and workstations clean and orderly.
•  Maintain awareness — and if necessary, inform clients — of relevant Garnet Media Group policies and 
regulations as they relate to the production of publications and promotional materials.

•  Assist in the management of Creative Services by coordinating deadlines and checking weekly with 
student designers to make sure they will meet all agreed-upon deadlines. 
•  Assist in ensuring that all artwork created for ads or other projects meets all quality and policy standards.
•  Provide feedback to student designers on aesthetic and content quality of materials they’ve created.
•  Assist Creative Director in identifying and selecting work for submittal into regional and national contests.
•  Represent the Creative Services staff in advertising sales meetings.
•  Create print and digital advertisements for Garnet Media Group products.
•  Maintain approximately 12-15 office hours per week.
•  Perform all necessary duties in creation of inside and outside projects taken on by Creative Services, 
including websites, web graphics, email campaigns, brochures, logos, posters, and others.
•  Meet all production and client deadlines.
•  Represent Garnet Media Group in a professional manner and give top-notch customer service to clients.
•  Proof artwork for errors, color composition, content, and placement accuracy.
•  Check the Creative Services and Advertising Sales email accounts for communications from clients, 
vendors and other parties.
•  Keep work area and workstations clean and orderly.
•  Maintain awareness — and if necessary, inform clients — of relevant Garnet Media Group policies and 
regulations as they relate to the production of publications and promotional materials.

STUDENT DESIGNER

LEAD STUDENT DESIGNER
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