COVERAGE AND REPORTING

ASSIGNMENT PLANNING

The assignment function is critical to the working of any news organization. News doesn’t walk in the door. Requests for coverage do come in via fax and post and phone. The assignment desk must determine what to cove with our resources. The assignment desk must read the newspapers, check the internet and generally keep its finger on the pulse of the nation. The desk seeks to be fair in its coverage -  as many angles and sides to a story as possible.

Pre-assign stories whenever possible so that reporters can prepare, so that they can dress appropriately for some assignments.

Match the interests and expertise of reporters with the menu of stories. Provide a list of coverage to the producers of the programs and other relevant parties. In some newsrooms this is called the dairy, in others the assignment plan.

Essentials regarding stories in progress—regardless of when they are scheduled to run—should be included in the diary. The diary should also indicate the status of the staff, including those without assignments.

A “story” entry consists of the following information:

	Story Name:

	Date and time:

	Contacts & Phone Numbers Estimated Length:

	Reporter: Name and Mobile Phone Number

	Location (s):

	Description of story (as long as required)

	Anticipated time Back in Office.

	Suggested Editing Time:

	Elements in Story:

	Archive Requirements:

	Special Notes:

	Post Program Notes:

	Actual length:

	Number of time used:

	Name of phones of people in story


The assignment Diary should include all members of the staff, including those without assignment who are working, as well as the “holiday” or “off” or “sick” status of others in the news departments. This is vital so that we understand where all of resources are.

The Diary should also include a list of important regional or global stories that are of interest to the news producers. The top three or four global stories can be listed as well as any expected video available by satellite feed.

FUTURE FILE

A “Future File” of anticipated future stories must be created. This is vital to make maximum use of limited resources. The future file is kept exactly like the daily assignment plan. Both can be kept in the newsroom system. The information in the future file migrates to the daily file each day.

ASSIGNMENT HANDOVER

In a 24:7 news channel there are several types of handover meetings. At the start of the day shift and the night shift it is important for the assignment desk to brief the producers on the status of coverage. A list of what is in progress should be handed out, as well as being in the newsroom system. The handover meetings acquaint the production people working on the program with what is available, what stories are in progress, what problems exist, and to suggest relative value or worth of the stories.

Then throughout the course of the working shift, the assignment desk keeps the program producers updated as situations change. The program producers will also ask the assignment desk to get certain stories or facts. The handover in a 24:7 news organization is where the various desks and the program producers work out how the editing workflow will be coordinated. The handover is where the needs for graphics, file footage and research, should be discussed so that the appropriate internal manpower can be assigned.

