LONDON LINK RADIO

Guidelines for researchers/reporters

Choosing your topic and avoiding duplication

Before contacting an organisation or individual (eg. an artist), please can you make sure that:

 a) you've checked messages from the email group and that no-one else is reporting on this organisation and 

 b) you've sent a message to the group saying that you are reporting on it/them.  

Introduction, background and description 

Use the following information when making contact with potential interviewees:

· you are reporting for London Link Radio, an online community radio project 
it's a pilot project which is being run by Women's Radio Group, an arts radio training charity, in partnership with:
- FlexiSchool Acton (an educational charity), 
- Children and Radio (a not-for-profit organisation promoting radio by and for young people)
- Aitchison Media & Development

· London Link Radio will broadcast live across the Web during July and August - the audio will be streamed via the London Link Radio website  (http://www.londonlinkradio.net), with links from the partners' websites.
· for more background, people can visit the London Link Radio website (above) or:  
http://www.womeninradio.org.uk (Women's Radio Group) or
http://www.twiza.demon.co.uk/amd (Aitchison Media & Development)
Collecting material

· Please make sure your audio material will sound relevant in July and August, especially when reporting on events which are happening before the broadcast (eg. in June).  Avoid avoid time sensitive comments (eg. 'next month', 'last week' etc), or descriptions in the future tense ('we'll be doing this and that').
· Make sure that you get comments which can draw listeners in:  eg. if you're reporting on a tour, get details of where it will be touring in July/August/September; if it's a festival or event, get suggestions as to how people can find out more, do something similar themselves, take part next year etc.
· Please make sure you get people to introduce themselves so that the introduction could stand alone if necessary:  eg. "I'm Joe Bloggs and I run a recycling company based in Deptford" etc.  
· Please collect some background atmosphere of the surroundings where you do the interview - 1 or 2 minutes of 'silence' (ie. no talking).
Accuracy, permission

· Check all names for accuracy and spelling; check job titles; check place names
· Make sure you let your interviewees know that the report is for broadcasting online, via the Web, and that information to introduce the report and/or short clips of audio may be included on the London Link Radio website.
Editing and finishing your material

· Please deliver your completed interview or package in MP3, WAV or RM format on a CD OR as the first track(s) on a mini disk.

· Please include the following on paper with your audio:  Title, Cue/Signoff, Track No., In, Out, Duration and Your name. Make sure your CD or Mini Disk is labelled clearly with the name of the item, track no., length and your name. 
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