
 
2017 CICK Orientation Manual  1 

CICK 93.9 FM 
Smithers Community Radio 

Orientation Manual* 
 

 

 

 
 
 
*Live Working Document 
Last Updated: October 17, 2017 
Updated By: River Wilde 

 

 



 
2017 CICK Orientation Manual  2 

 

TABLE OF CONTENTS 

 

Welcome to CICKê

Responsibilities 7 

Rights 8 

CRTC Rules and Regs 9 

Airing Controversial Material 10 

Consequences & Disciplinary Procedure 10 

Program Scheduling 12 

Canadian Content Requirements 13 

What is Canadian content? 13 

PRESHOW 15 

DURING SHOW 16 

AFTER SHOW 16 

Personal Guest(s) in the station 16 

YOUR SHOW ð BASICS 17 

The Sound Board 17 

Microphones (Mic) 17 

CICK Computers 17 

*SAM  (Auto-Dj-Loop Computer) 18 

Audacity (Computer Program) 18 

DROBO (CLARIFICATION) 18 

HOW TO BEGIN BROADCASTING your showé 19 

Step by Step 19 

Turn on monitor for Computer 2 19 

Make sure Audacity is running 20 

Adjust volume on board for headphones: “Headphone Volume” 20 

General SoundBoard Volume Controls 21 

Choose and set up Inputs 21 

To record show (You must record EVERY show) 21 

YOU ARE NOW ON AIR 21 

Show content 22 

Transitioning 22 

Transition to music (using an IPod) 22 

 



 
2017 CICK Orientation Manual  3 

Transition to music (using a CD player) 22 

Answering telephone calls on air 22 

To end show 23 

Editing and Saving 23 

Edit 23 

Select File then Export 23 

Create a name for the file you are going to save 23 

Before You Leave Studio 24 

Leaving the Studio 24 

What else to do before leaving: 25 

Public Service Announcements (PSA's) 25 

Station Identification (Station ID) Procedure 25 

Sponsorships 26 

Sponsorship Levels 26 

Bronze level 26 

Silver level* 26 

Gold level* 26 

Using the Smithersradio.com cd review database 29 

Podcasting 29 

Blogging 29 

TECHNICAL (dealing with the hardware) 30 

PERFORMANCE (vocal technique and manner) 30 

EDITORIAL (legal aspects and appropriate content) 31 

GUEST OnAir - Interview (or co-hosting) 31 

PHONE - Interviews 32 

SKYPE - Interviews 32 

PRE-RECORDING Out in the Field -  Interviews 33 

Zoom Recorder 33 

Using the Zoom Recorder 33 

Audacity - Editing 35 

Editing using Audacity 35 

a. Installing Audacity on your computer 35 

b. Enable the Option to Export as an MP3 36 

 



 
2017 CICK Orientation Manual  4 

In Quest of PROGRAMMING EXCELLENCE (Tips) 36 

Your Voice 36 

Music Mixes 37 

Reading OnAir 37 

Writing for OnAir 38 

Journalism Ethics 39 

The NCRA www.ncra.ca 41 

THE CRTC - Canadian Radio and Television Commission 41 

SOCAN www.socan.ca 41 

Content categories and subcategories for radio 43 

Category 1 - Spoken Word 43 

Category 2 - Popular Music 43 

Category 3 - Special Interest Music 44 

Category 4 - Musical Production 45 

Category 5 - Advertising 45 

 

 

 

 

 

 

   

 





 
2017 CICK Orientation Manual  6 

Xli$Wxexmsr
All aboard! Our studio is of course in the Lion’s Club Central Park Rail Car. This train is 
an antique, so in addition to our shared responsibilities of taking care of the studio 
equipment, we all need to be sure to treat the space itself with respect. Remember, we 
all share this space and we are all volunteers. So here we go: 

1. No bikes inside. Due to allergies, no dogs or cats inside. 
2. If your shoes/boots are muddy or snowy, please leave them by the door. Slippers 

are encouraged! 
3. No smoking. 
4. No food or drink while using the computers or studio equipment. One spilled 

drink can irreparably damage a broadcast board. 
5. Take your garbage/recycling with you when you go. There are garbage/recycling 

bins under the table we can use, but it’d make all of our lives easier if they stay 
empty. 

6. Phone - Answer if you are expecting a call, otherwise let the answering machine 
in the library take it.  A light flashes behind the monitor to indicate a call. 
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Smithers Community Radio is a  volunteer 
organization. Although there may be some 
paid and/or contract positions at CICK, the 
vast majority of us are doing this for the 
love and respect of community radio. All 
volunteers who intend to become on-air 
programmers, or who attend technical training sessions (on sound equipment or 
computers) or otherwise benefit from CICK’s training programs, must be member of the 
society. You can get your annual membership from the Station Manager.Below are your 

main rights and responsibilities as a volunteer programmer. 

Responsibilities 
1. To adhere to relevant station rules and policies AND those set by the CRTC. 

2. Conduct your activities both on air and in the station with respect to the station, to 
other volunteers, and to the community in general. Derogatory comments, language, 
and offensive behavior will not be tolerated. (see CRTC pg) 

3. If playing music, you need to make every effort to incorporate 35% Canadian 
content(*1). Unless there is a specific reason for doing otherwise (i.e. themed show, 
genre-specific content unavailable, etc.) please try to incorporate new content(*2) 
into your playlist. (*2- new music is found on the wall by…) 

4. Only guests that are contributing to the show are allowed in the studio. You are 
responsible for their actions, both with respect to on air content (i.e. language) and 
in-studio behavior. (see CICK policy pg. and CRTC regulations* pg…) 

5. Start and end your show at the times and length described in your show proposal as 
this can have an effect adjacent shows. 

6. Complete your log as accurately as possible, including as much detail as you can.  

7. Ensure an archive recording of your show is saved to the appropriate folder.  
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8. To respect the equipment and premises of Smithers Community Radio. 

9. Keep the station tidy and clean. If you move things around or change settings, 
please put everything back as you found it.  

10. To contribute to the cleanliness and maintenance of the station when asked.  

11. To follow CICK policies, with regards to representation of the station to the public 
and only in the capacity in which you are knowledgeable or experienced. That is, if 
you are a programmer of children's music, do not represent the station's news 
department to the public (without appropriate training). 

12. To offer to the organization only that which you are willing and capable to provide.  

13. Volunteer to at least 2 events/work-b’s/etc per year. 

14. To be reliable. It is the volunteer's responsibility to live up to his/her commitments. 
If you said you were going to help out, just be there, please. 

Rights 
As a volunteer with CICK, you also have rights, which include the following.  

 
1. The right to work in a respectful and safe 

environment. 
2. The right to be treated as a co-worker.  
3. The right to a suitable volunteer placement within the 

organization, with consideration for the personal 
preference, skills and abilities, and temperament. 

4. The right to adequate training to enable volunteer to 
do his/her job effectively. To have sufficient training 
and access to further training if the need arises. 

5. The right to have access to information about CICK, 
including its structure, mandate, and policies and 
procedures. The right to inform themselves thoroughly 
in the policies, procedures, and activities of CICK. 

6. The right to have opportunity to provide feedback 
about anything related to the station’s operations and 
the right to offer suggestions to the organization, and 
to have a voice in planning.  

7. The right make a complaint to the Board of Directors, if the volunteer feels that 
his/her rights are being violated. 

8. The right to follow the organization’s course of action with regards to harassment, 
grievance and resolution of differences. 

 


