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Purpose of this handbook

The purpose of this handbook is to provide a basentation to KWLP and to outline the federal
regulations and station policies that define tigats and responsibilities you have as a KWLP steffnber
or volunteer; especially as a broadcaster. Thelh@mridoutlines the station’s operating policy and
procedure and includes sample forms for your infdrom. Thorough understanding and compliance with
this Handbook is required of all staff and volumseespecially broadcasters, at KWIHRilure to comply
with the directives, requirements, prohibitions andlimitations set out in this handbook may result in
discipline of staff and loss of on-air privilegesdr volunteers.

What does it mean to be a KWLP Broadcaster? Isithelest sense, you are someone who broadcasts at
KWLP. In the more important sense, you are KWL your personality, creativity, preparedness and
professionalism that will define the station’s ansiound and representation within the community.

KWLP broadcasters represent a broad range of hgekgrounds, points of view and musical tasteghén
hours that you spend at the sound board and mior@plyou are on the front line for the stationis k&

both a great privilege and a great responsibiltg. KWLP Broadcasters, we must all treat this oppaty

with care and respect.

The operating policies of KWLP are based on theqipies of:

» Treating each other with respect, fairness, andityig

* Encouraging creativity and personal development;

» Complying with and implementing the station’s a@sddepartment’s mission statements;

« Complying with and implementing the rules and ragjohs of the licensing agency - the F.C.C.;

» Complying with advertising and programming contsaahd other promotional and broadcast
commitments.

This handbook briefly outlines staff and voluntegghts and responsibilities. The procedures andtjzes
outlined in this handbook may change from timdrwetas necessary. The policy and procedures @t ou
this handbook are in addition to those set outhéHualapai Tribe employee procedure and policyualan
in relation to staff. In the event there is angftiot between this handbook and the Tribal empéogelicy
and procedure handbook, the latter will goverroaaniployees. Each staff and volunteer is respan$alol
knowing and understanding his/her rights and resipdities. Staff and volunteers needing clarifioator
additional information about any material in themkdbook should contact the program manager.

Handbook, requlations and policy updates

Any changes in Federal Communications Commissi@C)For KWLP policies will be posted on our
notice/bulletin board in the KWLP office, the stadjreen room, and/or placed in the individual st/
boxes, as applicable. Staff and Volunteers areag&gddo read and initial these updates on a regalsis.
Staff and volunteers are expected to know and cpmiph these changes and to contact the station
manager if they have any questions. Staff and Melkers are responsible to ensure that new infoomasi
transferred to their copy of the Handbook. Copiethe current handbook will be available on the
Volunteer page of the station website and in the@gsistance drawer in the office.
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KWLP: Mission

KWLP is a program of the Hualapai Tribe Health, Eation and Wellness Department, which is a
Department of the Hualapai Tribe. The Mission steet of the radio station program is:

The mission of the Hualapai Tribe radio station \d to:

. Be a mechanism in the community that will encouragad assist in preserving the
Hualapai community and its’ traditions, culture anthnguage,;

. Provide a variety of educational, entertainingyformative and cultural programming,
both local and national, that will serve all age @ups, interests and related needs on the
Hualapai Reservation;

. Promote and enhance timely and accurate communiga about local news, events, and
emergencies on the Hualapai reservation.

The goal of the Hualapai Tribe Health Education ®ellness Department is to “maintain sobriety, hono
our culture, and to live like our ancestors dianadern times.” The Mission Statement of the Hualapa
Tribe Health, Education and Wellness Department is:

To provide health, education, prevention servickgng assistance and cultural
and spiritual gatherings to community members. Tlkesndeavors are
accomplished through health programs, workshopspoaunity events,
publications, and outreach provided by well-informetaff, elders and
consultants.

Station programming decisions and the contentetthtion’s music library will be consistent witiese
Mission Statements, in addition to applicable F.Gules and regulationStaff and volunteer DJs need to
be mindful of these Mission Statements and rulegsngning, planning and performing their shows.
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KWLP: Background and Introduction

History- The Hualapai Tribe has been operating an inteatkb rstation, EPCH, since 2010, with
programming and operations consistent with a nanraercial, educational, community station. EPCH
internet radio began as part of a Native Americaadarch Center for Health (NARCH) project of the
Hualapai Tribe Health Department. This was a fdtjegaant funded research project, conducted in
collaboration with the University of Arizona SchaxflPublic Health. The goal of the research was to
determine whether community youth could, throughagrogramming; namely a social influence radio
drama, positively influence other community memhtersnprove their diet, lifestyle choices and oVera
health, and increase their physical activity; idev to reduce diabetes, heart disease and alabhsk in
the community.

In order to facilitate broadcast of the drama;ghgect began operating the internet radio statiitially,
this was done through a national, non-profit orgation called KIDSTAR. Due to community input
regarding expanding the programming and role oktagon within the community; the program began
operating independently of KIDSTAR with the suppaif®77 Media and Shout Automation. It later
expanded further utilizing the cellular phone apgiion Tune-In Radio. As the NARCH grant decreased
and then ended, the Tribe continued to expandkeation and role of the program to include devielgpp
building and operating a community FM radio statibevelopment and planning of expansion to an FM
station was initially grant funded. The effort weagentually completely financially supported by the
Hualapai Tribe.

In October 2012, the Hualapai Tribe filed a petitamd application with the Federal Communications
Commission (FCC) to allot a commercial, class A ffdfjuency to the Tribe which would broadcast from
Peach Springs. The FCC awarded the Tribal priatlptment of FM channel 100.9 to operate a
commercial station to the Hualapai Tribe in Feby013. The FCC issued construction permits duttieg
summer of 2013The Hualapai Tribe is the first Tribe in the nation to be granted a permit for a

Tribal priority commercial license. The Tribe has been allotted the call letters KVéiid the FM
broadcast frequency of 100.9 from Peach SpringgpAa.

Because the station license is commercial, thestatill be able to sell advertising to offset ogigon
costs. The station will continue to operate asraraunity station, however, in programming and
utilization of volunteers. The FM station will allothe programming to reach more of the Hualapai
community than does the internet station alonwilltalso provide the community with an emergentsria
system.

Programming - KWLP/EPCH currently provides a variety of radio gramming 24-7. The programming
is consistent with the program and department wrissiatements. Collaborative relationships hava bee
established with the national media groups, Natieee One and Native Public Media. National native
programming content is provided to the stationH®se groups. The station rebroadcasts nationakenati
programming daily, including national native nevilhe station’s programming includes culture and
language and local and national public service anoements. The programming also includes a vaoiety
music and talk based upon periodic community sumeyt, the interests of participating voluntedrise
station regularly broadcasts public event and agtinformation, as well. Program staff work in
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collaboration with numerous other Health Departnpgngrams, Tribe departments and agencies to provid
public service announcements of local import todbemunity; with an emphasis on health information.
This has included the Health Dept., Fire and Restuleal Police, Probation, Healthy Heart, Indiaeaih
Services (IHS,) Youth Services, Youth Alcohol Cbal, the Boys and Girls Club, Cultural and thedPea
Springs School. This will continue.

Volunteers - Stipends are presently available to compensateramity members who contribute language
and cultural programming. Volunteers are providezentives regularly to acknowledge their partidigrat
These incentives vary depending upon advertiseribotions and the volunteers’ respective partitgpa
Opportunities are available for community volunsester make a positive contribution to the statiod an
have fun, in many ways, in addition to being DJsdoicasters. A list of volunteer opportunities atadion
needs are available at the station and on the te#upage of the station website.

The call letters — KWLP —were chosen in part by the Peach Springs commuhityugh a “name your
radio station” competition held at the outset & MARCH project. The top 10 community selectioreseav
then submitted to the F.C.C. to determine availgbiKWLP derives from utilizing the consonantstie
traditional spelling of HualapaWalapai.

On-Air Identity — KWLP’s on-air identity is: “The Peach.” The statis slogans are: “All kinds of music
for all of Peach Springs” and “The local radio satof the Hualapai Nation.” The station has become
branded with these slogans and the “Peach Dudeslog

aTHE PEACH®™
The Hualapai Wation’s Local Radio Station
AHEL 1009 FM, Feach Springs. Arizona
iy berdpradio cam

Al Kinds of Busic Al of Peach Springs |
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KWLP Management Structure

KWLP is owned and operated by the Hualapai Trilsee Station is currently a program of the Hualapai
Tribe Health, Education and Wellness Departmeitte Director of the Hualapai Tribe Health Department
is Sandra Irwin. The Assistant Director is DavelBneyer. The Assistant Director is currently detega
primary oversight of the radio station program. Thepartment is overseen by the Tribe’s Health Board
The station has an informal, volunteer, advisomeuttee-discussed further below. There are pregentl
three full time staff positions in the radio statjprogram: Station Manager/Program Director, Tecdini
Assistant/Sales Associate and Administrative AaaistThere is also one part- time Field Engineer
position. Currently station staff are:

» Station Manager/Program Director: Terri Hutchens

* Technical Assistant and Sales Associate: Dan Oiidred
* Administrative Assistant: Cherise Jackson

* Field Operator: Matt Krick

The Hualapai Tribal Council Vice Chairman, Philb&fatahomigie, is currently the Council appointed
Tribal Council liaison to the radio station program

Any staff or volunteer questions or concerns shéoildw the chain of command. Questions and coreern
should first be brought to the program managen tbeéhe Department Assistant Director, then to the
Department Director; and then, only if unresolvaal only if appropriate according to the Tribe’s
applicable policy and procedure, to the Tribe’s HnnResources Department and/or the Tribal Council.
The Hualapai Tribe’s Employee Policy and Proceddiaaual provides additional guidance in these areas.

Management- The program manager, under the supervisioneHtmalapai Tribe Health Department
Director, and reporting to the Hualapai Tribal Cojnrmanages all aspects of the station operafibe.
program manager is responsible for: supervisingrathaff and volunteers; programming; oversight of
advertising sales and traffic; oversight of techhtasks, including out-sourced content management
music library; broadcast software operations, iditig, clocks and scripts; creating official docursior
KWLP that guide station operations, in accordanite applicable Tribe policy and procedure and
applicable F.C.C. regulations, and facilitates emfers with the advisory committee. The program
manager is responsible for maintaining the stasidinense with the FCC, station compliance with all
applicable FCC rules and regulations, and cooritinatith professional contract consultants for tuisl
other relevant purposes. The job description opttegram manager is available for review at th&d's
Human Resources Department, the Health Departnnenatethe station.

Other Staff and volunteers— The job descriptions of other staff membersatse available for review at
the Tribe’s Human Resources Department, the H&s@fhartment and at the station. As a community radio
station, KWLP relies heavily upon volunteers. Lo€sV/LP programs are the product of the knowledge,
hard work and creativity of staff and volunteergkwag together to present programming that is csiesi
with the program and department mission statemantscompliant with applicable F.C.C. guidelined an
regulations, as well as reflecting the interestthefvolunteers. Volunteers may contribute and@péte in
various capacities including on-air broadcastingp@tunities and station needs for volunteers astqul

on the volunteer page of the station website.
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Advisory Committee —The radio station program operates an informalimalry advisory committee. The
advisory committee was initially established as@uirement of a related grant, but has continued as
mechanism to provide support and input to the @iogiThe roles and responsibilities of the Committee
are:

* Give input into the mission and goals of the statio

» Give input into the selection of the general managel other staff

* Promote and enhance public status of station asssaldors to the community

* Monitor programming in relation to FCC regulatiotise program and department mission

statements, and secure programming

* Support the general manager and other staff

* Encourage, solicit and support volunteers andreste

* Encourage, solicit and support language and culjpueggramming contributions

Because the station has a commercial license dnddgd primarily by the Tribe, traditional roleschk as
oversight of fiscal matters and fundraising areapylicable. The committee’s roles and responsi#sliare
advisory and policy oriented. The committee hasnamagement authority and is not involved in ovértsig
of the day to day operations of the station.

Committee members are volunteers. Station managesaeks to have committee members represent key
components of the community and participants ig@mming of the station which will be reflectivetbe
station’s mission statement. The preferred menhig@rsumber is 9, with no more than two members also
volunteering as station broadcasters, and inclugipgesentatives from the following:

* Tribal leadership

e Cultural Department

* Elder Center

* Emergency Services

* Education

* Other Health Department Programs

e Community Youth Programs

e Community at Large

* Marketing, Advertising and Promotions Professional

Currently the volunteer committee members do neelany specified term limits. Advisory committee
meetings are held approximately 10 times annuallthe last Thursday of the month. Meetings takeela
at noon at the radio station conference room. @tatianagement facilitates the meetings. Agendas and
Minutes are promptly posted and archived on thgostavebsite.
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FCC Matters

The Public File

KWLP management is responsible for setting up aashtaining a "public file" as required by the FCC.
This file must be kept in an accessible locatiothmstation office or studio. All staff and voleets
should know the location and how to access tharfiase of an FCC inspection or in the event a begm
of the public requests information to which theg antitled. The "public file" contains the stat®hicense,
FCC correspondence, various period reports anda cehaired items.

At this time the primary public file is maintainedfsite by the contracted engineering and F.C.@Galle
consultant, Fred Hannel, F.W. Hannel and Asscs;di@733 East Butherus Drive, Scottsdale, Arizétna.
Is accessible at the station on a computer lodatdte station conference room. This computer is
maintained and operated solely for this purpose.

The public is entitled to view the public file dag normal business hours. They may also requeist tha
copies of any of the documents be provided to taereasonable cost. At this time this will be dahéhe
cost of 25 cents per page.

FCC Inspections

The FCC is allowed to enter and inspect the stairemises without notice during regular businesg$io
Any KWLP staff and volunteer should be preparedreet an unannounced FCC visitor with complete
respect, honesty and hospitality. They should Ibe tabdirect them to the supervising KWLP emplogse
well as identify the location of the “public file.”

FCC Record-Keeping and Equipment Maintenance

Station staff shall maintain all logs required bg £.C.C. The station manager shall be the desidrcdhtief
operator and review, maintain and report as reduethe F.C.C. The radio station technical &éssts
and the Field operator shall make the on-going ragthlentries in requisite logs, including but moited
to telemetry reading logs and transmission faiamd maintenance logs. (see attachments 1,2,3)

The station manager shall be responsible for maintathe records and including them timely and
appropriately in the public file.

Emergency Alert System (EAS)

The station shall implement an audio emergency system as required by the FCC. The station sitedl
implement and comply with the related emergencst alstem operational plan of the State of Arizand
the Mohave and La Paz County, Arizona Area Platagidd technical staff will implement all mandated
periodic testing of the system and make all omgonandated entries in requisite logs and/or relyula
initiate print outs of electronically generatedodp of the same. The station manager shall bensdge
for maintaining the records and including them tinad appropriately in the public file.

The station will participate in any local emergetsrt system planning. The station will implement,

provide training for and facilitate lawful and appriate access to local emergency services and othe
appropriate local agencies, so they may initiatallemergency alerts on the station’s frequency.
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Staff and Volunteer Conduct and Studio Rules

Under the direction and supervision of the prograamagerall staff and volunteers will play specific
KWLP programming at specified times, as instruclidds includes: proper and timely station
identifications; public service announcements (PS&gent, show and station promotions; advertisésyen
if any; and music and entertainment content. Stadf volunteer hosted shows are proposed to managieme
in a show proposal form. If show proposals are jpigteand approved, they will follow a general show
plan that incorporates all applicable componenizrofjram direction, such as station ids, promotions
advertising, PSAs, etc.,. (See Addendum forms Zh&se general show plans may be modified to reflect
the approved show proposal and to allow for somenBdpendence and creativity in music selection and
talk content, so long as they ensure compliance applicable regulations and station programming
guidelines and commitments. The general modifiemhsplans must be approved by station management.
(See sample attachment 6) The show plans shoulddzkas a tool for show preparation and as record
keeping tool. Staff and volunteer DJS should tarnampleted show plans in their designated culfbies
periodic review by station staff for use for tragipurposes and verification of station continuity.

Staff, volunteers and guests and visitors to tieadicast studio must sign in and out of the stodithe
designated log, comply with posted rules of thé@ta ( See addendum 7)

Staff and volunteer broadcasters will be expeategfer to the station by the call letters, nickeaand
slogans regularly and frequently at particular 8rdaring each hour and each talk segment. Volunteer
broadcasters will receive training regarding the.€. requirements regarding station identificatio the
standard practices regarding branding the statidnradividual shows.

Training, Preparation and Miscellaneous

Management will provide all staff and volunteershainitial and on-going training. All on-air stadhd
volunteers must demonstrate that they fully undesthe station rules and broadcast equipment bpesa
procedures before being allowed to go on the @itially, and until otherwise approved by the pragr
manager, volunteers will be monitored in the stunictation staff or a designated qualified volentat all
times while on the air. Staff and volunteers angeexed to be fully familiar with, and abide by, tentents
of this Handbook.Staff and volunteers are required to completely red and sign the attached Radio
Staff and Volunteer Statement located on the lastgge of this handbook before they will be allowed
on-air privileges.

Staff and volunteers are encouraged to learn aactipe basic radio skills, such as those involved i
writing, producing, and transmitting radio programg Staff and volunteers should ask for help and
support from staff, and other volunteers at KWLRowave the appropriate skilBveryonecan always
improve their on-air presentation! Initial and ooirgy practice sessions on the equipment and sadtmary
be scheduled with staff.

On-line training for all staff and volunteers haseh, and will continue to be, set up through thedxa
Broadcasters Association- P1 learnih§ee addendum 8ptaff and volunteers are expected to utilize this
free training resource. The program manager resealirectly reports of access and completion of
curriculum components. Most components take 5 tmithites to complete and may be done at any time
from any location. Access information will be prded to each staff member and volunteer. Particgpat
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the P1 learning training will be considered in fsgafaluations and in distribution of incentives to
volunteers.

All broadcasters are expected to participate inleggroice checkqVoice check criterion are set out in the
voice check form addendum 9.) These will sometibeesompleted individually with staff and sometimes
in groups with peers. Participation, as well aslengentation of feedback, will be considered infstaf
evaluations and in distribution of incentives tdwieers. Failure or refusal to participate omplement
feedback for an extended period of time may resudiscipline for staff and loss of on-air privikegfor
volunteers.

All music and pre-recorded materials staff and voluteers desire to broadcast on the air must be
preapproved by the program manager in advanceProposed music programming must be submitted for
review and approval, together with complete writigic for songsnot less thad8 business hours prior to

the time initial play is desiredMusic and pre-recorded materials may only be loadethto the

broadcast system by the program manageaind the technical assistantAlthough submitting requests
for music or other content not less than 48 hous po show time is mandatory, doing so does not
guarantee this content will be approved, obtaisergened, processed and loaded into the broagstsis
by show time. Broadcast staff and volunteers sheulimit material for review as far in advance as
possible and check with station management osttitas of the request prior to planning on the
availability of new material for a given show. Maliagtors affect the approval, acquisition and alality

of contentLoading of unapproved and unauthorized materialgdnthe broadcast system, or removing or
altering any materials from the broadcast systenprshibited. This includes playing unauthorized
material from personal electronic devices ovemtiie@ophones or over the call in phone system.

Proposed “live” on- air programming, such as inimng guests, must be planned in advance if ptessib
An outline of the content to be covered should t@s@nted to and approved by the program manager in
writing prior to going on the air with the gued$tor staff, this should be presented to the prograamager
at or before the weekly staff meeting. For volurge# is recommended this be done not less thamdiés
prior to the scheduled show time. Appearances reaplproved on shorter notice for special and
unexpected guests.

Attendance, Tardiness, Preparedness

Staff and volunteers are expected to be on timedbeduled shows, be prepared for their shows Gttt
assistance) and follow programming guidelines drettives. The automation systesprogrammed so
we won't have “dead air” in case a staff or volmtshows up late for a live show; however, to pramo
continuity and credibility of the station, itv&ry important that shows begin and end on time. Tisis a
impacts compliance with F.C.C. regulations regayaimrandated and timely station identifications,
advertising contracts and programming commitmehteestation. If a show runs over its allottedeirm
may adversely impact programming during the nexir foo later in the schedule.

In the event a staff or volunteer cannot attenddmd show as scheduled, it is expectegtbgram
managerwill be notified far enough in advance that thewhmay be adequately covered. If possible, staff
and volunteers should pre-record shows to playnduheir absence, either in production or by voice
tracking; should provide show plans for the shovsctyv they will miss and/or arrange for staff oreith
appropriate and trained volunteers to cover thevdbothem.
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Staff and volunteers should prepare for shows. d&neg for shows includes selecting music to be gaflan
advance and planning the subject matter, contemijd and duration of talk segments. This can bheeda
various ways that work best for the individual DS&aff are available to help with show preparation.
Volunteers should let staff know if they need omtvany research, information or production for thei
shows!

Routine tardiness, absences, failure to be preparddilure to comply with programming guidelinesca
directives will be considered cause for disciplioestaff members and may result in loss of aietim
discontinuation or shortening of the applicable shor substitution of the host, for volunteers. For
volunteers, it will also impact incentive distrilmrt.

Studio Rules are posted in the Studio and attadredbdendum 10) Staff and Volunteers are expdoted
comply with the studio rules..

Communication and Public Relations

Clear and regular communication is essential tstloeessful operation of the station. Staff andmaers
are expected to regularly check their email froatish management, show boxes and the announcement
board in the “green” room. Volunteer announcemerdy also be posted on the station’s Facebook page.

Any requested production for shows should be madied Production Request form (addendum 11) .
Specific instructions regarding this process aowiped. ( addendum 12) These may be placed in the
designated location near the production room door.

Staff and volunteers must sign in and out of theliston the log sheet hanging by the front of tiueli®
door. This is an F.C.C. requirement.

Staff will be required to attend and participateegular program and department meetings and stgdedu
Tribe, department and program training.

Personal Information

Each staff and volunteer must keep their addrekplione numbers and e-mail information on fildhwit
the station. The station will maintain a file faaf DJ and each show on site. This file will inewhow
proposals, show plans and promotional materialstd3hof DJs, brief bios and brief show descriptioils
be posted on the station website. No personal comifrmation will be released to persons othanth
station staff without the written permission of #taff member or volunteer.

Answering Questions from listeners and contact witmews media

Listeners may call the station asking for informaatabout something that has been announced orr the a
that is happening in the community. If the infotima is not readily available and the on-air staftl
volunteer who made the announcement is not aveil®WLP’s policy is to take a message and provide
that message to the program manager. Other sidff@unteers should not answer questions about RWL
or the Hualapai Tribe, but should refer questianthe station manager, Department Assistant Directo
Department Director or appropriate Tribe staff.
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Under no circumstances are any staff and volunteersspond to questions or comments by the media.
All media requests are to be forwarded to the @nogmanager, who may then contact Department staff
and get input and approval from Council, as necgssal appropriate. Any appearance on air, comments
made to the media or comments made to the pubdictahe station or the Tribe must be approved in
advance and in writing by the program, Departmenhe Tribe.

Public Relations

Off the alir, staff and volunteers must make a affestinction in public expression- written or orbagtween
an individual point of view and that of the statidm such circumstances, staff and volunteers istas¢
that a given opinion is their own personal opinibeing made as an individual community member,ignd
not made as a staff or volunteer of the statioorobehalf of the station.

Staff and volunteers must obtain permission froemgfogram manager before writing any letter ochati

for publication or making any public address in eththey in any way may be deemed to represent KWLP
or in which they mention their staff or volunte&atas with the station. Upon completion, such diclaror
address must be approved by the program managert@mublication or delivery and be kept on fitetze
station.

Staff and volunteers may not use KWLP letterhegdjmment or services, including internet and
telephone, for personal use or correspondencepi@es a personal opinion or point of view. Stafl a
volunteer whose unapproved public comments or hehessults in expenses, legal charges or fines may
be held responsible.

Public Events and Political Activities

While at public events or during political activistaff and volunteers must make clear to otheasttiey
represent only themselves and not KWLP. This inetugerforming as a DJ at an event, club, partyior o
stage when KWLP has not been contracted to pratdl services. By policy, the station’s stance is
always non-partisan.

Cultural and Lanquage Contributions

In the event community members or others make decbculture and language content contributions
which are not already released for public and cororakedistribution, and which the station will biaeEast,
the staff and volunteer working with the contributaust have the contributor complete and sign a
permission to broadcast and release. ( see attéoimd 3) This form will allow the contributor to give
instructions upon when the content may be broad€asthmon instructions include: when winter stories
may be played and whether the content may be basadéter the contributor’s death. The station will
maintain these completed forms on file at the @tasind comply with the broadcast instructions ef th
contributor. If the station will be unable to complith the instructions for any reason, the contiibp will
be notified by the station manager; the contentwat be broadcast and the content will be dispades
requested by the contributor.

In the event community members making culture andliage content contributions wish to receive a
stipend, if available, they must complete a W-9rf@nd the Tribe’s short form contract and must ic&o
the station. Payment will be made by check accgrtbrthe Tribe’s standard receivable processing
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practice. Staff will assist community members impbeting the necessary forms and maintain copies on
file at the station.

On-air conduct and rules

Staff and volunteers are expected to be generafiywledgeable about, and to comply with, FCC rules a
regulations that apply to their station activitiéghen on the air, staff and volunteers must comtly all
FCC rules and regulations and KWLP policies descriin this handbook, including all updates.

FCC Rules

The FCC is an independent federal agency createtjtdate broadcast and non-broadcast spectrum use.
The FCC is responsible for the regulation of licgegstechnical operations, legal activities, anel th
program content of all stations.is imperative that staff and volunteers comply wth FCC rules at all
times to ensure KWLP may remain on the air. Failureto comply with FCC rules and regulations

may subject the station to FCC fines, license susp&on or loss of licenseMore detailed FCC
Regulations for FM, LPFM and general broadcastistad can be found at the FCC website —

www.fcc.gov

Station Identification

The FCC requires all radio stations to identifyntiselves at the following times:

* At the beginning and ending of each time of operafsign-on and sign-off)

* Hourly, as close to the hour as possible, at arabltweak in program offerings

A legal station identification consists of a statgcall sign followed directly by its city of licse. Our
only legal ID is KWLP, Peach Springs, Arizondtems may be added before or after the IDjtout
may not be divide it up.

The automated broadcast system is programmed amatitally play a legal Top of the Hour station
identification within 5 minutes before or after ttog of every hour. It is critical that on air gtahd
volunteers not interfere with this programminghié Que is utilized to schedule preselected progrizug
and music, be sure that the items loaded in thengllend prior to the top of the next hour, so the
automated system TOH station ID may play or be thaktyou load a OH identification in the que & th
appropriate time!

KWLP Broadcasters are expected to say or play-agquarded “Legal ID’at leastevery two to three songs
and at approximately the quarter hour every hotle@beginning and ending of commercial break
segments in the station programming. These ardifidehas KWLP Imaging and Peach drops in the
automated system, if you choose to utilize presiged options. Some of the regular shows also pewve
recorded liners which identify the show and théietieand may be used for this purpose also.

The stations slogans are “The local radio statidih@ Hualapai Nation” and “All kinds of music fall of
Peach Springs.” Broadcaster should include thiagghregularly when identifying the station during a
program to “brand” the station
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Obscenity, Profanity and Indecency and Content Lintiations

KWLP mustcomply with the F.C.C. regulations regarding canhte

The FCC bans the broadcasbbcenematerial at all times. Material is defined as @exif it “appeals to
the prurient interest, depicts or describes sesoiaiuct in terms that are obviously offensive dakien as
a whole, lacks serious literary, artistic, politjaar scientific value.”

The FCC bans the broadcasimdecent or explicitnaterial between 6 a.m. and 10 p.m. Material is
indecent or explicit if it contains language or eré&l that, in context, depicts or graphically déses
sexual activities in an offensive manner or exgxesativities or organs.

The FCC bans the broadcast of profane languagesbat@& a.m. and 10p.m.. Profane language generally
includes language that might be deemed “blasphentyu®ligious persons (swear words that aren’t
otherwise obscene or indecent and used “in vaimd)extends to language that amounts to racial ahuls
gender biased/derogatory.

In addition to complying with the F.C.C. prohibii® against playing obscene content at any timenahd
playing indecent or profane content between thedoti6:00 a.m. and 10:00 p.m, KWLP will not air
obscene, indecent or profane language at anytime.

KWLP will not air any content at any time which:
* promotes or glorifies alcohol or drug use;
» promotes or glorifies violence of any form, includig domestic violence, suicide or other
self harm or gang activity;
» demeans or degrades any sex, race or religious &ttion; or
» depicts sexual activity or expresses sexually suggige innuendo in terms that might be
offensive to listeners, including children and eldes.

All “live” on-air appearances are to be pre- re@afdia production or voice tracking, so there is no
possibility that prohibited language may acciddptaé¢ aired. If such language is used during any
recording, the recording will be discarded and reddf such language is used by a caller or a guest
broadcasters should remind them to refrain andsadtiem the recording will not be used and willéhty
be redone.

Pre-recorded occurrences of potentially offensargylage or materials (including music CD’s) whiciym
not comply with the FCC or station language andeainguidelines must be reviewed in advance by
KWLP management and may be aired, or edited andained at the discretion of program management.
The program manager may submit questionable mbteribe advisory committee for input.

All complaints received regarding controversiabffensive language or material should be reportatie

program manager to address. The public may alé@ mw@mplaints of any such concerns directly to the
F.C.C.
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Personal Attacks, Defamation and Criticism

Personal attacks of any kind whatsoever againstithdls, the Tribe, the community, the statiortho
station management on the air are strictly proaibéndwill not be tolerated.

The FCC'’s personal attack rule is:

if a broadcaster attacks the “honesty, characterintegrity” of an identified person or
group while discussing a controversial issue oflgulmportance, then the broadcaster
must contact that person or group within a weekyjae a script, tape, or accurate
summary of the attack, and offer a reasonable oppdtly to respond over the same
station without charge.

Do not put the station in the position of havingtonply with this rule!

There will be no individual discussion of local gbts, community gossip, personal
conflict or personal agendas by broadcasters allovas the air!

KWLP will hold any staff and volunteer who defanaeg “private” individual personally liable.
Defamation is defined as an injury to the reputato character of someone resulting from the false
statements or actions of another. Liability in@sdbut is not limited to, any related expensestggs, or
fines. KWLP and the Hualapai Tribe may pursue arajlable legal or equitable remedies. Accordingly,
the staff and volunteer agreement at the end sttaindbook contains an indemnity and hold harmless
provision. Although the law allows some latitudeamispeaking about “public figures;” it is the pyglmf
this station not to engage in such activity, inesrtb avoid being drawn into any public controversy

Every staff and volunteer has the right to disarssiticize perceived problems with the statieithin the
station and through the chain of command or ingreakinteractions with friends and family. Timay
not, however, be done on the air, either directlyyommuendo. Within the station, any complaints or
criticism must be limited to appropriate and coligcussion during staff and volunteer meetingsor i
scheduled meetings with the program mandgeticizing station policy, airing complaints or making
negative comments about the station’s programmingquipment or facilities on the air is prohibited.

All station staff should endeavor to keep pubdieractions and interactions with volunteers regpkec
positive and supportive, so as to encourage cogdinolunteer participation. The exceptions are
constructive criticism during voice checks and otn@ning and addressing non-compliance with FG@ a
station rules and programming directives.

Only those staff and volunteers specifically deatgd by the program manager to do so are empowered

speak on behalf of the station. Speaking on refardr about the station or the Hualapai Tribe with
permission of the program manager, the Departnifethieolribe is prohibited.
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Political Editorials and Programming

It is the policy of KWLP not to endorse candiddiaspolitical office or specific legislation or mpmment
on affairs of the Hualapai Tribal government oratfcials. Broadcasters must refrain from any fasm
endorsement or promotion of political agendas (lae@ional, national or international) oh the @iron
any social media that is associated with their shomstatus with the station.

The FCC'’s rule on political editorializing is:

if a broadcaster runs an editorial or commentampgorting or opposing a candidate

for public office, within 24 hours of the editoriat commentary, the station must contact
all candidates for that office. If a station oppssecandidate, that candidate must be
given a reasonable opportunity to respond. If #agign supports a candidate in a race,
then all legally qualified opposing candidates s notified and given reasonable
opportunity to respond. Stations may tell candidadteat they must select a spokesperson
to present their response in order to avoid andalopportunities” problem.

Do not put the station in the position of havingltothis!

Political Guests

When dealing with sensitive or controversial topits the on-air staff's and volunteer’s respbiigy to
make clear to the listeners that opinions expreasethose of the individual and are not necegsiudse
of KWLP, its staff, volunteers or management,id@alth Department or the Tribe. An example stat@m

IS:

“The views and opinions expressed during (haménoh3 are solely those of the participants and
do not necessarily reflect that of this radio stafprogram or the Hualapai Tribe.”

This scenario should present itself very infreqlyesid be pre approved in writing by station mamaget,
the Department and Tribe, as necessatry.

Political representatives, candidates or anyoneigirgy a viewpoint on a political issue may only be
provided air-time by scheduling such in advancdwhe management.

It is the policy of this station that:

all candidates appearing on the air will do so wlith presence and guidance of a staff moderator;
the staff moderator will at all times “be in caitof the microphone;”

all candidates will appear by answering questiarlg and not allowed to deliver opinions in an
open microphone, narrative form;

all candidates will be asked the same questiontkdgtaff moderator;

all such questions will be made available to theda#ates by the management or designated
moderator in advance.

Also, in the event staff or volunteers hosts sudgramming, a statement must be read at the etiek of
program inviting rebuttal viewpoints or represeivts of the other political parties or opposingdidates
to respond. An example statement is:
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“KWLP invites rebuttal viewpoints of the opinionsgessed during (name of show). Political
figures and others wishing to make a rebuttal mvged to contact KWLP to arrange a time for an
equal opportunity to present their opinions.”

Equal opportunity will be provided for opposing datates or viewpointsnly by providing the same
opportunity to schedule air-time. Equal opportunites not guarantee precisely equal time. Carefidat
may choose not to use all time allotted and mag tallifferent amount of time to answer a given tjoes
That will be deemed their choice and not a failfréhe station to offer equal time.

Broadcast of Telephone Conversations

Staff and Volunteers must disclose if they are€’lier recording calls and must obtain the permissib
those being recorded before airing any such recgrdihis is an FCC requirement. Prior notificatard
consent must occur before any portion of the caat@n is broadcast. Prior notification is not rieed by
law when someone obviously wants to take partdallin show, but it is the station’s policy to abt it
anyway to avoid possible controversy.

Broadcasting and Copyright Laws

Staff and volunteers may not re-broadcast the lwasticbf another radio or TV station, either
simultaneously or delayed, without express, wriiermission to do so from the originating statidhis
law applies to the on-air reading aloud of primteaterial, also. While broadcasters are permittaddke
“fair use” of copyrighted material in reading oragung from it on the air, they are not permittedead or
quote it at length without the express, writtennpission of the copyright holder. Because this rsileot
specific, staff or volunteers planning to use eptseof copyrighted material in their shows shourst f
provide a copy of it to the program manager foreevand approval. This should be done not less 4i8an
business hours prior to the desired broadcast tmamy event the author and source of the matshialild
always be given full credit.

Staff and volunteers are prohibited from broadogshiootleg or pirated recordings or other non-
commercial recordings without the permission ofdhést Note: non-commercial recordings include
those purchased from Itunes and similar sources,ighindicate they are released for personal useyonl
in the terms and agreements of the purchadéa broadcaster has questions about copyrigiishe
should consult the program manager.

Staff and volunteers may not offer promotional isegiven to the station for sale, as premiums, @jifés
unless the person making the offer owns the copg{syor has written permission from those who ok

copyright(s).

No on-air staff or volunteer owns or may seek copyght for any material or content produced at
KWLP unless he/she has a written, signed contractithh the Hualapai Tribe providing otherwise in
advance. This includes any voice recordings made biye staff or volunteer while for the station for
any purpose.
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Internet and Social Media Guidelines

Internet

Internet access is provided by KWLP and the Hual@phe to assist staff and volunteers in obtaining
work and show-related data and technology. Thewoiig guidelines have been established to helprensu
responsible and productive Internet usage. Whileret usage is intended for station-related disyi
incidental and occasional brief personal use impggdwithin reasonable limits, buteveron the
broadcast computer!

Although the broadcast computer has internet acaeshould not be used for internet research, even
related to station and show operations. It is taused for broadcast transmission only. Utilizindpit any
other purpose may interfere with the broadcast srarssion.

All Internet data that is composed, transmitted.egeived via our computer communications systams i
considered to be part of the official records of KBVand, as such, is subject to disclosure to law
enforcement or other third parties. Consequenthff and volunteers should always ensure that the
information contained in Internet email messagebsaiher transmissions is accurate, appropriatéath
and lawful.

The equipment, services, and technology providexttess the Internet remain at all times the ptpoér
the Tribe, assigned to KWLP. As such, the Tribe Idd¢éLP reserves the right to monitor Internet traffi
and retrieve and read any data composed, serdceived through the station’s online connectiorts an
stored in KWLP computer systems.

Data that is composed, transmitted, accessed¢eivesl via the Internet must not contain conteat th
could be considered discriminatory, offensive, engg threatening, harassing, intimidating, or ¢lisue to
any employee or other person. Examples of unadskeptantent may include, but are not limited toquse
comments or images, racial slurs, gender-speaificroents, or any other comments or images that could
reasonably offend someone on the basis of racesagereligious or political beliefs, nationalgn,
disability, sexual orientation, or any other chégsastic protected by law.

The unauthorized use, installation, copying, otritigtion of copyrighted, trademarked, or patented
material on the Internet is expressly prohibitdehil Use” rules are ambiguous. Do not test thé&s.a
general rule, if you did not create material, doawn the rights to it, or have not obtained aratpt on
file with KWLP written authorization for its usd,should not be put on the Internet by you.

The following internet related behaviors are exawpf previously stated or additional actions and
activities that are prohibited and can result sciilinary action to staff or loss of privilegesvolunteers:

« Sending or posting discriminatory, harassing, cedtening messages or images

» Using the organization's time and resources fasqel gain

» Copying, pirating, or downloading software and &fauc files without permission, including music

and other audio materials, and You-Tube and otitmrovmaterials

* Violating copyright law

» Failing to observe licensing agreements

» Sending or posting messages or material that aanthge the organization's image or reputation

» Participating in the viewing or exchange of porragty or obscene materials
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« Sending or posting messages that defame or slatigarindividuals
» Sending or posting messages that disparage armtiaarization's products or services
« Engaging in any other illegal activities

Social Media

KWLP recognizes the value of social media siteshss, but not limited to Facebook, Twitter, and
LinkedIn as networking and information gatheringl$o Information posted on these sites, even @ided
to be personal, can be easily accessed and cedubatyond its intended audience, however. As shehg
can be no expectation of individual privacy rigttsnything posted on Social Media. Staff and vtdars
are expected to observe the highest ethical stdsdawutilizing social media. Staff and voluntesh®uld
do nothing to undermine KWLP’s or the Hualapai €rtbcredibility with the public or to damage the
station or the Tribe’s standing in the communiBemember, when participating in social networkiay
are representing not only yourself, but by extemsis§WLP and the Hualapai Tribe, as well.

As KWLP staff and volunteers, be aware that yaurasponsible for the content you post and that
information remains in cyberspace forever. Usegmysettings when appropriate. Remember, the igtern
is immediate and nothing posted is ever truly gaveor does it ever expire.

If you see unfavorable opinions, negative commentgiticism about yourself, KWLP or the Hualapai
Tribe, do not try to have the post removed or sendwritten reply that might escalate the situatiRaport
the situation to the Program manager promptly.

If you are posting to personal networking sites aredspeaking about KWLP, identify yourself as alk®V
staff and volunteer and use a disclaimer makictedr that these views are not reflective of theava of
KWLP or the Hualapai Tribe. Example: “The opiniangpressed on this site are my own and do not
necessarily represent the views of KWLP or thel&pe Tribe.”

Be respectful of others. Think of what you say walin the same way as statements you might matketo
media, or emails you might send to people you damdw. Stick to the facts, try to give accurate
information and correct mistakes right away. Doinéinge on copyrights or trademarks. Do not use
images without permission and remember to cite &/jeu saw information if the thoughts are not your
own. Do not post obscenities, slurs or persoratks that can damage both your reputation asasell
KWLP’s or the Tribe’s.

When posting to social media sites, be knowledggahleresting, and honest. KWLP’s reputation and
brand is a direct result of our employees and wekns and their commitment to uphold our community
values.

If staff or volunteers are contacted by the medgarding the station they should always refer thethe
Program manager.

KWLP may monitor content on the web and reservesitiht to remove posts that violate this poli¢ya |
staff member establishes a social internet show,pagiust be linked to the station show page aed t
station manager must be given alternative admatigé access so it may monitor the site and remove
inappropriate posts if deemed necessary. If yoe lagy questions about this policy or a specifidipgs
out on the web, contact the Program manager.
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Property

All staff and volunteers are expected to exercese i the use of station property (building, siggland
equipment) and to use such property only for augbdrpurposes. If staff or volunteers notice that
equipment is not working properly or seems to besing they should notify the program manager or
technical staff immediately. Negligence in theecand use of such property may result in discidiome
staff and loss of privileges for volunteers. Unauitbed removal of KWLP property from the premisas,
its conversion to personal use, may result in dise for staff and loss of privileges for volunteeln such
instances the appropriate law enforcement autkentiay also be notified.

All programming materials produced by KWLP staff and volunteers using KWLP equipment or
supplies or used regularly in the course of programming on KWLP is the exclusive property of the
Hualapai Tribe via KWLP. It remains such after the departure of any givaeff member or volunteer,
unless special arrangement is made in writinggiraace, for special exemption; or unless a contsact
negotiated with the Hualapai Tribe in which thaghts are assigned otherwise or released. Thisdes!
any and all created content or material and anya#inaice recordings.

Music Library and Audio Production Equipment and M aterials

No recorded material owned by the Hualapai TrilzeKNVLP may be taken from the station. No recorded
material loaded into the automation system maydventbaded from the system and uploaded onto any
device for personal use of any kind. Such actroag violate federal copyright laws and do violdte t
station’s music library contract.

Staff and volunteers working on KWLP material sailed for broadcast have precedence based upon the
scheduled time for broadcast. Staff and voluntasirsg the office or studio audio and productionliides

for station use take precedence over those usfogduthorized personal projects. All staff andivbeers

are expected to promptly re-file any materials usech the music library.

Handle CDs and other materials with care, and doeroove them from the station. All personal items
should be clearly marked with the owner's namevtadarelated issues.

Music, Property Acquisition, Archives and Promotioral Give Aways

KWLP does purchase recorded music. KWLP acceptataors of purchased music items. KWLP also
contracts to play digital music for commercial ppsps. KWLP does not utilize any pirated or othsewi
illegally downloaded music or content.

The program manager is solely responsible for &shabg systems to purchase, utilize and catal@anye
purchased or donated items for the station’s niimiary; to be given away on-air; or to be dimited to
volunteers as incentives.

Individual staff and volunteers may be authorizgdhg program manager to correspond with — or
otherwise contact — music companies, agents, istsaim order to acquire music for the station tbat
appropriate for their shows. Staff and volunteen® wriginate such contacts are expected to keep the
program manager informed of their activities, imfthg providing the program manager with copiesrof a

Page 21 of 29



correspondence, including e-mails, etc.,. In makimgge contacts, staff and volunteers may not
misrepresent their role at the station or make tingyar derogatory statements about the statianTtibe,
or other staff and volunteers..

If any benefits, such as concert ticket, free Giif$ certificates or passes to activities becomalable, the
staff and volunteer and the program manager waltinean agreement on the disposition of these
complimentary items before any distribution is matlee program manager will have the final decision
making authority.

Recording companies sometimes offer individuals Wwbst programs opportunities to purchase additional
copies of particular recordings for their own coliens. As a general rule, on-air staff and volerdeare
encouraged to request that such purchased recerdegent to their homes. If, however, the record
companies will only send orders to the station,ahair staff and volunteer must provide the progra
manager with a written record of any purchases @egeto arrive at the station. The program managéer
then review all packages arriving that contain rded music and will set aside and deliver the itédmas
belong to the individual on-air staff and staff armdunteers.

No original recorded material may be taken fromgtuglio or the archives. Staff and volunteers wighw
to have copies of recorded materials must get éneigsion of the program manager.

Personal property

Station staff and volunteers may keep personalgtgjitems related to their shows at the statiarblles
are provided for each show in the hallway and drawee available in the back office. Volunteers msgy
the refrigerator, also. All persons are solely oesible for their own personal property while a tation.
KWLP will not be responsible for any damage toassl of personal materials while on KWLP premises.

Contests and Give A-Ways

The station may implement promotional contestsgine-aways for the station or for advertisers. The
station, staff and volunteers will comply with F@&gulations regarding such activities as follows:

* Winners must be 18 years of age or older

* Winners may not have one another contest or giveyawvithin the last 30 days

* Winners may not be directly related to stationfstathe volunteers hosting the contest or give

away

Additionally, broadcasters will get the permissairany winner to announce their name as a winnetion
or in any station promotions or contests announocésn&Vinners will be required to pick up their griat
the station within 30 days or it will be forfeitethe station will not be required to mail or deliyeizes.
Winners will be required to sign for receipt ofz@s on a log/inventory that will be maintainedre t
station. Staff and Volunteers setting up or hostirapntest or give away will follow the station delines
and utilize and complete the contest/give-awaykl for each contest and winner. (see attachaudd
14, 15 and 16)
Station management and administrative staff wilrgee contests and give- aways and maintain apfdica
records.

Birthday Shout Outs: The Tribe is requiring that #tation obtain permission before announcing fgiva
information such as birthdates on the air. Theatatistributes and maintains permission slips sigd up

Page 22 of 29



sheets for this purpose. (See forms 17) If thermation has been otherwise publically disclosadhsas
through social media or it pertains to a publicufegit may be announced without additional
documentation. A chart summarizing those persorshdve given permission for birthday shout outs is
kept in the studio.

Advertising and Events

Because KWLP has been granted a Tribal priorityroencial license, it may sell advertising or chaiare
services, such as MCing or DJing events, to gem@nabme to offset operation expenses. The Radio
Station Technical Assistant and Sales Associatebeiprimarily responsible for advertising sales,
production of advertisements, traffic and appeaarat promotional events. The station managerassist
with sales, events and traffic. The Administrathasistant will generate invoices and billing andists
with events and traffic.

The type of advertising sales and event relatedcgs for which KWLP may charge; the policy conéegn
charges and rates, the baseline rate scheduleedaales promotional materials, and the fornsetore
advertising are compiled in the radio station’s Meit. The media kit is available under separateet at
the radio station and on the station’s website.

KWLP may provide many of these services to othgrddenent programs and other Departments or the
Tribe as a whole at no cost, as a public commusatyice; provided the events occur during staff's
regularly scheduled work hours; staffing is avdgaland performing the services does not interfate
priority tasks related to operating the radio stati Requirements for requesting, scheduling andrsey
such services are contained in the media Kkit.

KWLP also operates an online shop for the saleahptional products to generate income to offset
operation expenses. This shop is currently manhgele station’s contractor, 977 Media/Shout
Automation as part of the station’s website managegm

The KWLP Media Kit (advertsing and event salesteglalocumentation) is not attached as it does not
pertain to most volunteers or staff. It is, howeweeailable on the website and at the station.

Miscellaneous

Logs

Although detailed On-Air Logs are no longer regdite be maintained by the FCC; the station’s braatic
system maintains them automatically. The histdrg dystem keeps includes the hourly and othepstati
IDs, public service announcements, station promatiannouncements, advertisements, voice track
recording or broadcast of pre recorded materialeeh8 tests. It accurately records what actuallktplace
on the air; not what was scheduled to take plakbe.history may be printed and used for various @sgp
including training and review of programming comapice; documentation of ad and spot runs to
advertisers; and compiling related logs and repshish are required by the FCC, such as EAS logs an
quarterly public file reports. The station managed assigned staff will be responsible for printing
distributing and maintaining these records.
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Equipment Malfunction

Should equipment malfunction, the on-air staff &oblinteers are expected to maintain normal program
continuity and content as far as possible, immetiiaeek staff assistance and notify the programamger
at the earliest possible break in programming.

Program Schedule

Station management shall periodically review thegpam schedule, consider proposals for new programs
and make changes in the schedule, based on tl@nsaission statement, community survey and
advisory committee input and other programmingriires and considerations.

Public Service Announcements

As an expression of KWLP’s commitment to publicvses, the station airs numerous public service
announcements (PSAs). To be considered a PSApfitreniation event(s) must be sponsored by a non-
profit, tax-exempt organization or a Tribe Depanitn@ Program. Announcements should be submitted to
KWLP in writing with a designated run time. KWLPixalso include events in the audio community
calendar if submitted in a timely fashion (by Fgideoon the week before the event is to be placeldn
community calendar.) There are a number of natiandllocal PSAs in the automated broadcast system.
Broadcasters are expected to play PSAs at least ®é@ch hour and designated places in the show plan

Other Announcements

KWLP broadcasters may also read announcementsrobendorsements — for concerts and events that
may not be in the community calendar. Broadcastergncouraged to do so. The program manager will
provide flyers from local events in a file kept thre console for broadcasters to utilize.

KWLP Promotional Announcements

Broadcasters will also air promotional announcemsémt station activities and shows, approximatelicé
each hour. Show cross-promotion is encouragedf &td volunteers are encouraged to produce
promotional announcements for upcoming shows aadials in coordination with KWLP staff and other
volunteers.

Hualapai Word and Phrase of the Day

KWLP has produced extensive language program iileshtas Hualapai Word and Phrase of the Day
(HWPD.) Much of this programming was adapted fitvn language books published by the Hualapai
Tribe Cultural Department. A chart is kept on thedg desk of the daily designated HWPD. Staff and
volunteers should review this daily and play theigieated HWPD once each hour at approximately the
half hour, following the community calendar; ifistplayed during the given show. The present aatmm
system is unable to select the same word repedtadiyghout the day, so this must be done manbslly
staff and volunteers. ( See attachment 18)
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Special Events

Staff and volunteers are encouraged to assistkWhP special events throughout the year. Special
events can include fundraisers, promotional eveuatgicipation in local fairs, meetings, or othebpc
gatherings and events. Some of these events wilbhe by the station as a community public service;
others will be done to generate income to offssiat operating expenses.

Food and Drink

Because accidents could damage station equipfioectand open container drinks are NOT allowed in
the broadcast studio! No exceptionsThis includes staff. This includes any and atidand any and all
open beverages. Broadcasters may keep ONtgsedbeverage container on the floor of the studio. No
food or drink should be placed anywhere on anyetati#sk or console which contains any broadcast
equipment. Please encourage guests to leave begearathe green room before appearing on-air. If
equipment is damaged as a result of failure to ¢pmijth the rule the staff or volunteer may have to
replace the equipment.

Smoking
Smoking is not permitted in or around the KWLP dungs.

Alcohol and Drugs

KWLP strictly forbids the possession and/or usalobhol or any illegal substance on the premises of
KWLP or in the vicinity of the building. KWLP strily prohibits the presence of empty alcohol corees
at KWLP. KWLP strictly prohibits consumption of alwlic beverages by the on-air staff and volunteers
prior to their shift at KWLPNo one may be at the radio station while under #influence of drugs or
alcohol. Persons who violate any part of this policy w#l $ubject to discipline or dismissal for staff
according to the applicable provisions of the Hpala ribe employee policy and procedure manual and
loss of volunteer status and privileges for volente Additionally, staff and volunteers may not some or
be under the influence of alcohol or any illegddstance while at any event in which they are regriisg
the radio station, including but not limited todibroadcasts, remotes and promotional activities.

Housekeeping

Staff and volunteers must keep the station studibcdfice neat and orderly. Staff and volunteees ar
expected to clean up after themselves, includingnbt limited to: the microwave, the refrigeraémd the
bathroom areas; to place litter and recycling eghoper bins; and to return equipment and masetdal
where they belong and in good condition. Staff aoldnteers must leave the broadcast studio neat an
orderly for the next broadcaster, upon completibtiheir designated on air timAll broadcasters-staff and
volunteers- should take away or throw away notespapers used during broadcast which are not glearl
designated for use by subsequent broadcasterssfaygd schedules that are used by broadcasterks dieou
returned neatly to the designated area/folderf &taf volunteers may store personal items relatedeir
shows in the station in assigned and designatebiesiin the station hallway and drawers in the back
office only. The station and the Tribe are nopoessible for any lost or stolen personal itemsagethe
station by any broadcaster-staff or volunteer.
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Telephone Etiquette

Staff and volunteers are expected to behave castetoward everyone they encounter at the station,
including phone callers. When answering the ted@phidentify the station call letters and give ryoame.
Transfer the call if appropriate. Take a completssage if the call is for someone who is not alkala
Staff and volunteers all have boxes in which messagn be placed. Do not give out detailed infoilonat
about why a staff or volunteer may not be availagkeept to disclose they are “on the air.”

Parking

Limited parking is provided adjacent to the KWLBdibs. If all spaces adjacent to the studiosalert,
please use public spaces in front of the Tribal Audstration Building, the public parking area westhe
Health Education and Wellness building or acrossstieet at the multi-purpose building ( if no evisn
on-going). All driveways surrounding the statianl@ing and leading into the parking lot are fismés and
no parking is allowed. Please do not park in trecep designated for clients, staff or governmehicles
located at the Healthy Heart or the Health, Edocagind Wellness buildings.

Building and Studio Access

Generally, KWLP volunteers and visitors are onlpwakd in the KWLP office and studios when an KWLP
employee is present, unless otherwise authorizébdeogrogram manager or Department Assistant @irect
or Director in writing.

KWLP volunteers are only allowed to operate stabiovadcast equipment under the direct supervision o
KWLP staff, unless otherwise authorized by the prpogmanager or Department Assistant Director or
Director in writing.

If the front door to the radio station is lockedifano station staff is present contact the HeBltlucation

and Wellness front office. They will contact th@gram manager if appropriate. If it is an emergency
please contact Tribe emergency staff at (928) 1681

Security and Emergencies

KWLP staff and volunteers are responsible for tgkisasonable steps to ensure the safety and seairit
the station facilities and equipment. Staff anduntders have the right and responsibility to qoestiny
stranger on the premises. Staff and volunteers theevaght to ask anyone to leave immediately éytare
obviously under the influence of drugs or alcollidruptive, threatening, or behaving suspiciouilgny
situation threatens the building, staff or volunsear interferes with station control of the broast signal,
staff and volunteers should immediately requessasxe from the Hualapai Tribal Police at 769-1024

Staff and volunteers are not allowed to bring visitinto the KWLP office and studios without chexki
first with the program manager. All volunteers amgitors should sign in and out on the designatgd in
sheet at the administrative assistant’s stationfanthe studio as discussed above.

The interior and exterior of the station are mamitbby security cameras.
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Action to be Taken in Emergency

KWLP expects all staff and volunteers to be satetyscious. If an accident or injury occurs, staff a
volunteers must respond immediately by notifying supervising KWLP employee, the Hualapai Tribe
Fire Department or the Hualapai Tribe Police, aied

Fire - In case of fire, the following procedure mustfokowed:
» Use extinguisher, which is located by the frontrddgossible
» Call Hualapai Fire Department at (928) 769-2205
» Close interior doors to prevent the fire from spling
« Evacuate in a calm and orderly manner accordinigg@vacuation plan posted by the front
door
* Contact the program manager
» Contact the Health Department Assistant Directddicector
* Do not return to the building until authorized t sb by the Hualapai Tribe Fire Department

Bomb Threat - All bomb threats should be taken seriously actddupon. If the station receives a bomb
threat, the following procedure must be followed:

» Call the Hualapai Tribe Fire Department (928) 7@@2and the Hualapai Tribe Police at (928)

769-1024

« Evacuate the building and clear the area

» Contact the program manager

» Contact the Health Department Assistant DirectdDiogctor

* Do not re-enter the building until the police aefdepartment have declared it safe to do so.

CONCLUSION

This Staff and volunteer Handbook provides vitébimation that forms the legal and operational
framework for KWLP staff and volunteers. Adherete@&CC regulations and station policies and
procedures is essential to the station’s contirapetation.

Failure to abide by any of the provisions contaimethe handbook may result in discipline of staffl loss
of on-air privileges to volunteers. It may alsoules fines or suspension or loss of the statidigsnse.
Following the rules and guidelines set out in taadbook, will allow KWLP to comply with FCC
regulations, while serving the community with redat; quality programming consistent with its missio
statement.

As staff and volunteers, you are an essentialgddihte unique voice and mission of KWLP. Welcome t
this exciting adventure, and thanks for giving ybore to KWLP Radio!
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Contact Information

KWLP Address: P.O. Box 397
480B Hualapai Way
Peach Springs, AZ 86409

KWLP Studio Line (928) 769-1090
KWLP Office (928) 769-1110
KWLP Fax (928) 769-2884
On the web: www.kwlpradio.com

www.epchradio.com

KWLP is located in the small trailer house attached to the old IHS clinic, southwest of the Health,
Education and Wellness building, and just east of, and across the parking lot from, the Healthy
Heart building.

Staff email and telephone:

Station Manager: terri.kwlp@gmail.com
(928) 525-4157

Radio Station technical Assistant/Sales Associate dan.kwlp@gmail.com
(928) 769-6280

Administrative Assistant: jackson.kwlp@gmail.com

Field Operator: dcflux@gmail.com
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Staff and Volunteer
Information and Indemnity Form

Staff / Volunteer Name:

Home Phone Work Phone Cell Phone

Mailing Address

Email Address

In case of emergency contact Phone

I acknowledge and agree that | have read and uiadersll the provisions of this handbook.

I understand new staff and volunteers must submdaitreave approved, a Program Proposal before a
program time slot will be issued and must subnmitl have approved, a Show Plan before air time will
be allowed.

| understand that | must complete all designat@iditrig, demonstrate full understanding of this ook
in order to be allowed on-air time.

| understand that failure to comply with any of irevisions of this handbook may result in diseiplto
me if | am a staff member and loss of on-air peyes if | am a volunteer.

| understand that if my employment or volunteetustands for any reason any shows | was involved in
may continue and any content | contributed mayinaetto be broadcast.

In consideration of being allowed to act as a becaater for KWLP, | hereby expressly agree and cawen
to hold harmless and indemnify KWLP and the Hpaidribe from and against any and all claimsaleg
actions ,orders, warrants, judgments, demandslities losses, depositions, summonses, lawstiists,
fines, liens, levies, penalties, damages, interestsl expenses, whatsoever, both absolute and
contingent, that arise from or that may arise from failure to comply with the KWLP Staff
and Volunteer Handbook

Signature: Date
Program Proposal Received on: (date)
Program manager Approval: Date
Added to “KWLP Staff and staff and volunteers and Staff” email distribution list: __ (date)
Notified via email from program manager (approval ordenial): __ (date)
Added program to schedule and website: (date)
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