
 

 

 
2013-2014 Board of Publication Meeting 

 
Topic:   Silhouette Board of Publication Meeting 13-03 
Date & Time:  Friday, January 17, 2014 
   10:30 am 
Place:   Boardroom, Room 201/E, McMaster University Student Centre 
 
 
Items: 1)  Adopt Agenda - All 
 2)  Minutes 12-04, 13-01, & 13-02 - Bauman 
 3)  Changes to Operating Policy - Wolfe 
 4)  Circulation Printing Quotes - Wolfe 
 5)  CUP Membership - Discussion - Wolfe 
 6)  Information & Question Period - All 
 7)  New Business  
 8)  Adjournment - Doucet 
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MINUTES of a meeting of The Silhouette Board of Publication, held on January 17, 2014 at the hour of 
10:33 am local time, Boardroom, Room 201/E, McMaster University Student Centre.  
  
Present:   Mr. Jeffrey Doucet (Chair) 
   Mr. Sandro Giordano (Manager, Underground Media and Design) 

Ms. Sam Godfrey (Managing Editor) 
Ms. Tiffany Leslie (Executive Board Member) 
Mr. John McGowan (General Manager) 

   Mr. Andrew Terefenko (Production Editor) 
Ms. Jemma Wolfe (Silhouette Executive Editor)    

 
Late:   Mr. Eric Gillis (SRA Member) 
 
Others Present:  Ms. Jessica Bauman (Administrative Assistant) 
 
1. AGENDA 
 

Adopted by General Consent  
 

2. APPROVAL OF MINUTES 12-04, 13-01, AND 13-02 
 

Approved by General Consent  
 
3. CHANGES TO OPERATING POLICY 1.3.1 
 
 Wolfe explained that the operating policy is outdated. Wolfe made a number of simple changes, 

such as updating the changes in staffing, and other items in the operating policy did not reflect how 
the paper runs. There were also duplicate sections, such as personnel hiring that were removed. 
Wolfe noted one change in the hiring section to remove the requirement of an outgoing senior 
editor on the hiring board. Wolfe thought it was awkward. In some years, the senior editor would be 
a valuable addition to the hiring committee. In other years, it might be someone who has never 
been a part of management discussions. Wolfe added another awkward thing about it is that there 
will be people who are outgoing Sil editors who do not know they will not be retuning. Wolfe stated 
that the committee is already quite large, and it is difficult to get everyone together for hiring. Wolfe 
understood that the second editor was added in during a time when tensions between the MSU and 
The Sil were high, but Wolfe does not think that is the case anymore. Wolfe updated some items in 
the operating policy that were incorrect, such as capital expenditures and contract photography.  

 McGowan thanked Wolfe for circulating the document in advance. McGowan advised that the hiring 
committee was changed to reflect a request from The Sil, and if The Sil team wanted to change the 
hiring committee, he supported that change.  

 Doucet added that it was uncommon to have a peer sit on a hiring committee, and it does not 
happen with any other MSU hiring board.  

 Giordano agreed the changes looked good.  
 
Moved by Doucet and seconded by Wolfe that The Silhouette Board of Publication recommend the 
changes to OPERATING POLICY 1.3.1 – THE SILHOUETTE as presented.  
 

Passes Unanimously 
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4. CIRCULATION PRINTING QUOTES 
 
 Wolfe asked the Guelph Mercury, The Sil’s current printer, to provide quotes on what the change in 

cost would be if the number of papers printed weekly was lowered. Wolfe wanted to know if there 
would be any potential cost savings. Wolfe noted that the quotes have fewer colour pages than the 
paper currently has. Wolfe asked for updated quotes to reflect the correct number of colour pages 
but she had not received those yet. Wolfe noted that the drop in price is proportional to the number 
of papers printed. The drop in papers is not gigantic, but would provide a significant cost saving.  

 Doucet advised that current printing costs for The Sil are around $120,000 per year. Reducing the 
number of pages, or removing home delivery, would have an impact over the course of the year. 
Doucet added that the budgeting process would be beginning shortly, and he and Wolfe wanted to 
know the actual costs of reducing pages.  

 
10:45 am – Gillis entered the meeting  
 
 Wolfe reported that she had just returned from NASH, the CUP conference. One of the components 

is an editor-in-chief roundtable. Wolfe asked other editors about circulation and distribution at their 
papers. Other schools are seeing a 50% pickup, which is worse than The Sil’s. Wolfe noted that The 
Fulcrum prints 10,000 papers a week, has a 50% pickup rate, but the school has 40,000 
undergraduate students. Wolfe stated that distribution and circulation conversations are happening 
across the country, and felt that The Sil was printing more papers than needed.  

 McGowan asked if there was any discussion of home delivery at NASH.  
 Wolfe noted that most schools are integrated into the city, but no other schools mentioned home 

delivery.  
 Doucet suggested picking a number of copies and size of paper that makes sense for both The Sil 

and the MSU. The savings would be put back into website development and multimedia 
development. Doucet stated that he keeps hearing from students that they would like to see The Sil 
do more video and have a more interactive website.  

 Wolfe noted that by reducing the number of pages printed each week, the staff would have more 
time to focus on web-exclusive content and video content. With fewer ads, the editors spend more 
time filling the pages, which leaves little time for web-exclusive content, updating the site daily, or 
maintaining the site, which should be the focus. Wolfe felt that eight-pages would be too few, but 
ten-pages would be a good compromise. Wolfe noted that when The Sil publishes reduced issues, 
they print ten pages and it does not seem to have a huge impact on the reader, but has a huge 
impact on how quickly the paper can be sent to print. 

 McGowan agreed that the publication should be reduced, but did not want to go too far too quickly, 
just to increase the number of pages again. McGowan suggested giving more thought to the home 
delivery. McGowan thought it was a valuable service, but also liked the idea of the savings being put 
back into multimedia development. McGowan wondered if there was support to reduce the 
circulation down to 8000 papers per week. McGowan was concerned about reducing the page count 
too low, as it might devalue the paper and have it perceived to be like the metro news. McGowan 
stated there was value to the printed copy.  

 Doucet suggested the number of pages be left up to The Sil. Doucet asked if there was a noticeable 
difference in having two fewer pages, as the paper looked the same on the stands. Doucet stated 
that home delivery costs The Sil $20,000 per year. Living in the neighbourhood and seeing the 
papers in the snow, Doucet felt that home delivery was a loss.  

 Wolfe was worried that the papers were not even making it to the homes. Wolfe has heard from 
residents in different areas that they have not received the paper in ages.  
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 Gillis asked if residents were paying for the paper to be delivered to their homes. 
 Giordano advised the cost is subsidized in the budget. The idea was by putting the paper into the 

hands of students, there would be a greater change of the paper being read. If there was a situation 
where someone did not want the paper to be delivered, they could call, and we would stop 
delivering to that house.  

 McGowan felt that the life of a paper is longer if it is in the house.  
 Giordano cautioned against making dramatic changes, from a marketing side. Giordano stated his 

goal was to increase the circulation, as it is easier to market the paper if more people are seeing it 
on stands, in homes, and in the community. Giordano is not convinced we have done the best job of 
circulating the paper. Giordano liked the idea of a larger drop off and expanding drops into the 
community, such as James Street North, where there are many students. The Sil has become more 
of a community paper. McMaster is a big part of this area. While The Sil is mainly for students, 
community members like to see what is going on. Giordano asked what has been done to get the 
paper out so that people can pick it up and read it if they want. Giordano stated there is a 
perception from an advertising standpoint. If The Sil were everywhere, clients would want to be in 
the paper. Giordano advised that the paper has taken a hit with advertising, but that it is 
rebounding. The rebound will only continue if clients think the paper is a viable way to reach out. 
Giordano stated there are opportunities for cost reduction. Giordano agreed that home delivery is 
not essential and that there were other things that could be done to cut back on the cost, such as 
the number of papers. Giordano suggested focusing on distribution. There is a balance; while there 
might be a reduction in the cost of printing fewer pages and fewer papers, clients will see the paper 
as a less viable way to advertise. Giordano suggested putting the printing contract out to tender, to 
see if there is a better option available.  

 Wolfe stated that she received multiple quotes, and the Guelph Mercury was significantly cheaper.  
 Gillis suggested fixing some of the old paper boxes, and moving towards a community box. If 

residents want to pick up the paper, there is a central location, but the overall number of papers 
could still be reduced. 

 Wolfe reported she received quotes to replace the paper boxes. Each box would cost around $230. 
There would be a one-time charge of the artwork, estimated to be $100, and it would cost $2 per 
box to have the artwork attached. Wolfe is waiting to hear back about what the box would actually 
look like.  

 McGowan asked what other people thought about the door-to-door delivery.  
 Gillis did not know the door-to-door delivery was available.  
 Godfrey reported her delivery is sporadic.  
 McGowan asked if receiving the paper was a nuisance.  
 Godfrey stated she loved receiving the paper, but felt there was more value in getting The Sil into 

the hands of community members. Students are able to pick the paper up on campus. Godfrey 
suggested The Sil would see increased visibility if there was a pick up box in Westdale near the Tim 
Horton’s.  

 Gillis asked if the price per box would go down if The Sil ordered more than 25.  
 Wolfe stated she did not ask for a quote for additional boxes.  
 Gillis stated that 25 boxes were not very many.  
 Giordano noted that not all of the drop offs would go into actual boxes, but that they could also go 

inside of the stores. Giordano stated that the quote for the boxes would be strictly outdoors.  
 Wolfe stated her goal was to order 15 new boxes for outside spaces, and find an additional 15 in-

store drops for the paper.  
 Doucet appreciated Giordano’s point that we are not doing enough, and added that everyone 

agreed that distribution needed to improve. Doucet stated there would not be a perfect plan until 
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we start physically dropping off papers and seeing if they are picked up. Doucet stated that 
continuing to print 10,000 copies when there is no distribution plan and we know that there is a lot 
of spoilage is not a good idea. Doucet noted that if there is the demand, the circulation numbers 
could be increased, as The Sil is not stuck in a contract that stipulates how many papers need to be 
printed each week.  

 Wolfe noted she has tried to get in touch with the City of Hamilton and The Hamilton Spectator to 
see what the bylaw requirements were to install boxes on the street.  

 Doucet stated that 20% of the funds allocated to printing is being spent on home delivery.  
 McGowan asked how many homes received the paper each week.  
 Doucet stated the paper is supposed to be delivered to 5000 homes in the area.  
 Wolfe was concerned that not all 5000 papers were being delivered each week.  
 Giordano explained that there are more than 5000 homes in Westdale. The areas would be rotated 

to reach the greatest number of people, so a single house might only receive the paper once every 
three weeks.  

 Wolfe suggested dropping the number of papers printed each week to 8000, while she works on 
getting drop boxes around the city. Wolfe added she would like to see the page limit decreased to 
10 pages, but would like some additional time to think about that reduction. Lastly, Wolfe would like 
to discontinue the door-to-door delivery service.  

 Gillis stated that when he picks up The Sil, he throws out the sports section right away. If the paper 
is reduced, it might have a more dramatic impact on the reader. Gillis was concerned about ad 
intensification on the pagers, as readers do not want to see advertisements. Gillis could understand 
decreasing the circulation if the papers are not being picked up, but was unsure about reducing the 
number of pages.  

 Leslie asked if the paper was delivered to Residences or apartment buildings in the area.  
 Wolfe reported The Sil is not allowed to be delivered to Res, and it is not currently being delivered 

to apartment buildings.  
 Giordano did not think we have explored getting the paper to people enough. Circulation has always 

been the last thing on the list, and not enough time or resources have been put into circulation, 
which is one of the most important parts of the paper. Giordano asked what the point was of 
spending so much time writing the paper if no one would read it. Giordano stated that until 
circulated efforts have been exhausted, he did not think The Sil should reduce the number of issues 
printed. Giordano noted that a number of the advertising contracts that had been signed were on 
the basis that we are publishing 10,000 copies. Giordano felt it was getting to the point that he 
should be responsible for circulation as well.  

 McGowan suggested there be a reduction in the number of copies printed and for that amount to 
be reevaluated, but also felt that the distribution model needed to be enhanced. McGowan noted it 
was not one or the other but rather a need to address both concern. McGowan worried about 
devaluing the paper if it was scaled down too much and did not want to go too far too fast. 
McGowan stated he was comfortable with reducing the number of papers printed to 8000 per week. 
McGowan asked if the reduction was planned for next year or immediately.  

 Doucet stated the focus was for next year, but the goal was to transition and try some of these 
concepts out before the end of the year. Doucet noted that making some smaller changes now 
would give The Sil a better idea for next year’s budget. Doucet wanted to be able to make a 
recommendation for next year’s Executive Editor.  

 Wolfe stated that changes to the number of pages and the drop offs did not need to happen before 
April 30.  

 Giordano stated he would prefer any changes to happen after April 30.  
 Wolfe asked what she could do to exhaust changes to distribution.  
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 Giordano suggested conducting an audit. He would like to know where the hot spots are and where 
the weak spots are. Giordano stated that The Sil needed to address the stands that are running out 
of papers, and look at the stands that are not being picked up, and evaluate why they are being put 
there. Giordano would also like to see more in the hospital and around the GO station. Giordano 
added that The Sil needed to get into residence, as all of the advertisers want to get into residences.  

 Gillis asked where the 8000 number came from, and if there were numbers to support that change.  
 Wolfe reported that the distribution coordinator conducted a mini-audit in the fall and estimated 

that of the 5000 papers that are dropped off on campus, around 1000 are wasted each week. Wolfe 
stated that she was unsure if all 5000 papers being delivered off campus were being picked up.  

 Terefenko stated he did not see any distribution in the community.  
 Doucet felt that everyone was in agreement that The Sil is not getting their money’s worth regarding 

distribution and things needed to change. Doucet suggested allowing The Sil to try some things out 
and experiment with the distribution.  

 Wolfe noted that if the Board was okay with the drop boxes, she would move forward with quotes. 
 Giordano suggested changing the indoor boxes as well. Giordano felt that there needed to be more 

prominent branding, and asked if there was the possibility for extra signage for the headlines. 
Giordano stated he would like students to be able to see at a glance what is in the paper.  

 Terefenko suggested getting quotes for new indoor boxes.  
 McGowan suggested looking at getting additional branding for the boxes done internally.  
 Gillis felt that there needed to be signage above the boxes.  
 Wolfe stated that she would like the racks to be anchored in. Every morning, Wolfe moves the racks 

back into position. Wolfe was unsure if the cleaning staff or students were moving the racks.  
 Doucet stated he would send an email to MUSC about the racks moving. Doucet wanted to make 

sure the Board was in agreement that The Sil would try some new things and Wolfe would report 
back.  

 Gillis asked how The Sil would find out if it was okay to put boxes outside.  
 Wolfe stated she had emailed the City of Hamilton and The Hamilton Spectator, but had not heard 

back. Wolfe stated there were bylaws governing the placement of boxes in other cities, and she did 
not want to spend money on the boxes just to have them removed.  

 Giordano suggested dropping inside of places, like Starbucks and Snooty Fox.  
 Wolfe stated she had a list of places to call. Giordano stated he would help make some phone calls. 

Wolfe stated that one the drops had been confirmed she would move forward with the plan.  
 Terefenko asked if the distribution coordinator would be responsible for the additional off campus 

drops, or if Guelph Mercury would coordinate the drops.  
 Wolfe stated she would have to look into it.  
 Giordano stated that even the 1000 papers that were currently not being picked up on campus 

would be picked up in Westdale. Giordano felt that there would be an increase in advertising 
business when community businesses see the paper being picked up.  

 Wolfe noted her major priority was to get the outdoor boxes ready to go. 
 Gillis asked where the indoor drops were planned.  
 Wolfe noted that she was looking into the Snooty Fox, Pita Pit, the Campus Barber, and the library.  
 Gillis suggested looking at spots downtown, like the GO station and popular cafes.  
 Terefenko asked if the Board was more open to decreasing circulation or decreasing the size of the 

paper.  
 Giordano felt that there needed to be improvements to distribution before making any decisions.  
 McGowan suggested doing both.  
 Gillis did not want to see the paper reduced in size. If the goal was community outreach, the 

circulation would need to increase. Gillis did not think that 8000 was the right number.   
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 Wolfe stated that one change she wanted to make before the end of the year was removing the 
door-to-door circulation, once dropboxes were installed in the community.  

 Giordano stated that if we started with the changes to distribution, the Board would then have an 
idea as to how far to cut. Giordano suggested waiting until numbers come in before making any 
cuts.  

 Doucet stated that there are close to 1000 paper being thrown out every week. The reasons why the 
papers were not being picked had not been determined. Doucet stated it was a waste of money. The 
issue is that papers are being printed and then being thrown out. Doucet noted that the first step 
was to increase distribution so that the papers being printed are not thrown out. The second step is 
to change distribution. If papers are picked up, the numbers can be increased. Doucet stated he was 
not content with continuing to throw out papers for the next three months.  

 Wolfe did not think that 5000 newspapers would fit into business and drop boxes. Wolfe estimated 
100 would go to each business, and that was a generous estimate. Wolfe added that the boxes fit 
approximately 100 papers. Wolfe stated that it would require a large increase in the number of 
drops to make up the 5000 from door-to-door delivery.  

 Gillis stated that if home delivery was being replaced, more than 15 boxes should be ordered.  
 Wolfe stated she was not doing anything until she had confirmation from companies and the 

bylaws.  
 Terefenko agreed that it was a risk to hurt advertising, and suggested holding off on making any 

decisions until the next Board meeting.  
 McGowan stated the goal of advertisers was to reach students. A new website is being launched, 

and The Sil will have the opportunity to promote this additional space to promote to students. 
McGowan felt it was a positive message about reaching out to students.  

 Gillis did not think that dropping the circulation to 9000 would be a big change, but a drop to 8000 
was too dramatic.  

 Doucet stated there was a lot of speculation occurring. Doucet proposed that the Board should 
leave it up to The Sil to try new things. Doucet noted the discussion had become circular without any 
real suggestions.  

 Giordano suggested cutting the number of houses receiving home delivery down to 2000 and keep 
it in the area closest to McMaster and see how that goes.  

 Terefenko asked if there was a list of people who requested The Sil stop being delivered. Terefenko 
stated that students rotate every year.  

 McGowan agreed with the sentiment of changing things, but did not want it to be dramatic.  
 Gillis stated that if the circulation was changing, the Board needed to vote on the change.  
 Doucet suggested a motion that would allow the Executive Editor to change the circulation numbers 

as she sees fit over the next three months.  
 Gillis stated he would be fine with a reduction to 9000 papers.  
 Terefenko asked if the cuts would come from the campus drops.  
 McGowan stated the specifics would be worked out between Wolfe and Giordano.  
 Gillis stated that if there was an audit that stated 1000 papers were being thrown out weekly, the 

reduction should only be 1000.  
 Wolfe stated she wanted to figure out a number of things, and was okay with being tasked to make 

small changes.  
 
Moved by Doucet and seconded by McGowan that The Silhouette Board of Publications allow the 
Executive Editor to make amendments to the distribution schedule, up to but not limited to, changing 
the circulation by up to 1000 copies.  

Passes Unanimously  
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5. CUP MEMBERSHIP 
 
 Doucet asked how the NASH Conference went.  
 Wolfe stated the conference was very inspiring. The highlights involved having one-on-one time 

with representatives from The Globe and Mail. Wolfe implemented some of the things she learned 
at the conference into the paper this week, as she found it very worthwhile. Wolfe stated that at 
CUP, there is a plenary at the end of the conference where delegates have the opportunity to 
discuss the organization as a whole. This year was unique in that there were major discussions on 
where the organization was going. There were two proposals put forward: one by CUP, and one by 
two papers that were no longer members of CUP by the time of the conference. Wolfe stated that 
The Sil delegation had to leave early, and while she had not received a summary of the minutes, she 
followed the conversation on Twitter. The delegates accepted CUP’s proposal, and it would 
dramatically change the structure of the organization and slash membership fees in half.  

 McGowan asked if there was any discussion about hosting a regional conference as opposed to a 
national conference.  

 Wolfe stated that for the past two years, no one had put in a bid to host an Ontario conference.  
 Terefenko stated that a regional conference did no have as much to offer as a national conference in 

terms of networking. West coast papers also have a lot to offer in terms of ideas.  
 Wolfe stated that there were two regional conferences, one in October and one in March. Wolfe 

would entertain the notion of going if the weekend were right. There were also discussions about 
centralizing NASH and having it in the same location for a few years in a row to bring down costs in 
negotiations with hotels and speakers. Wolfe stated she would circulate the minutes when she 
receives them.  

 
6. INFORMATION PERIOD 
 
 Wolfe stated she was looking to launch the new website on the first or second Sunday in February. 

Wolfe sent across addition changes based on suggestions she received from The Globe and Mail.  
 Giordano asked if he and Wolfe could sit down to discuss how advertising would work.  
 Gillis asked if the placement of ads would be taken into consideration.  
 Wolfe stated that the goal was to get quotes on advertising boxes she could plot out, and then talk 

about advertising.  
 
ADJOURNMENT  
 

Adjourned by General Consent  
 
Adjourned at 11:49am 
 
_______________________________________ 
Jeffrey Doucet 
Vice-President Finance 
 
 
 

_______________________________________ 
Jessica Bauman 
Administrative Assistant 
 
_______________________________________ 
Date

 



 
Dear Board of Publications,  
 
Attached you will find a copy of The Silhouette’s Operating Policy with my proposed 
revisions. 
 
Most of the revisions are simple in nature and are for clarification purposes as job titles 
and procedures have evolved since the last time this Policy was updated. Some sections 
that I removed entirely were because of redundancies throughout other sections of the 
Policy. For example, I removed hiring procedure guidelines from section 3, Personnel 
Structure, because this information is already outlined in section 4, Personnel Selection. 
 
Some updates will appear more substantial but merely serve to align the Policy with what 
have become common practices of The Silhouette. For example, the Policy used to read 
that all hiring for the forthcoming Volume should be completed two weeks prior to the 
last publication of the academic year. This hasn’t been the practice of The Sil for years, as 
substantial hiring during mid-March would be stressful. I have amended the policy for this 
to now be complete two weeks following the last issue of the year (which would fall in 
mid-April).  
 
Other updates are changes that I am suggesting based on efficiency and propriety. For 
example, it is not useful to mandate that one senior editor who is not returning to sit on 
the hiring committee of the Executive Editor. Unless that editor is Production or 
Managing, they would never have been involved in management discussions concerning 
finance, long-term planning and editorial vision and would not understand the full range 
of responsibilities of the Executive Editor. Additionally, in February when Executive 
Editor hiring takes place, students may not yet know that they are in their final term with 
The Sil. 
 
I am open to discussion regarding the changes I have suggested through my edits of the 
Policy and look forward to bringing this document up to speed with the practices and 
procedures of today’s Silhouette.  
 
Regards,  
 
Jemma Wolfe 
Executive Editor 

. 

MEMO 
From the office of the… 

Executive Editor 
 

TO: The Silhouette Board of Publications 
FROM: Jemma Wolfe, Executive Editor 
SUBJECT: The Silhouette Operating Policy 
DATE: November 20, 2014 
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OPERATING POLICY 1.3.1 – THE SILHOUETTE 
 
1. PURPOSE 
 

1.1 The Silhouette shall be a student press in the McMaster University environment dedicated to the 
delivery of information that is comprehensive, impartial, accurate, balanced, and fair; its primary 
mandate is unbiased, fearless recording of fact. 

 
2. OPERATING PARAMETERS 
 

2.1 As a means of communication, The Silhouette shall serve as an agent of social awareness, and 
give priority to informing the student population on issues of importance and interest to the 
McMaster community, emphasizing direct student issues; 

 
2.2 The Silhouette shall strive to maintain the dignity and respect of all people and uphold their human 

rights; 
 

2.3 The Silhouette shall strive to be relevant, informative, enlightening, and entertaining to its readers; 
 

2.4 As the official publication of the McMaster students, The Silhouette shall be issued once a week 
during the regular academic term on a weekday chosen by The Silhouette Board of Publication 
(with the exception of Reading Week, holiday closures, and examination periods); 

 
2.5 The Silhouette shall normally be published three (3) times during the summer at the discretion of 

The Silhouette Board of Publication and with the approval of the SRA; 
 

2.6 The Silhouette editors shall actively seek, collect, write, edit, and publish news, sports, arts and 
entertainment reports, features, reviews, opinions, editorial comment, photographs, graphics, 
cartoons, and announcements of interest to McMaster students; 

 
2.7 In each issue, The Silhouette shall publish a letters columnletters to the editor to air the unedited 

(except for spelling and grammar errors) views of its readers, except those of a libelous nature, 
exceeding a specific length, or those which, in the opinion of the editorial staff, are judged to be in 
bad taste, or express views that have recently been expressed at length in the letters section; 

 
2.8 Prejudice, racism, sexism, or homophobia shall not be promoted in The Silhouette; 

 
2.9 It is recognized and affirmed that the freedom of the press is essential to maintaining the free flow 

of information, ideas, and opinions, provided this is done in accordance with the MSU Bylaws and 
section 19 of this policy – CODE OF ETHICS; in order that The Silhouette will best serve this 
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function for McMaster students, the Editors and staff of The Silhouette shall remain completely 
autonomous in terms of the editorial content and the basic format of the newspaper; 

 
2.10 The Silhouette shall be accountable to the SRA with regard to financial management and 

workplace health and safety issues; 
 

2.11 The Silhouette Board of Publication (as outlined in Operating Policy 1.3.1.1 – The Silhouette Board 
of Publication) shall advise The Silhouette Editorial Board in creating advertising, circulation, and 
distribution policy; 

 
2.12 Decisions regarding editorial content and the basic format of the newspaper shall be determined by 

the Executive Editor and The Silhouette Editorial Board; 
 

2.12.1 Consultation with the Diversity Services Director shall be taken into consideration in 
regards to any content that could be taken as offensive or explicit. 

 
2.13 The Silhouette shall normally limit parody media to a one-page weekly humour section (i.e. Tthe 

misc.Speculator page), unless otherwise approved by the Executive Editor and The Silhouette 
Board of Publication.  The content of this page shall comply with section 19 – CODE OF ETHICS 
of this policy, as well as the Canadian Charter of Rights and Freedoms.  The page shall also 
contain a disclaimer indicating clearly the satirical nature of the page’s content.  Grievances about 
the misc.The Speculator page shall be resolved according to section 18 of this policy. 

 
3. PERSONNEL STRUCTURE 
 

3.1 The Silhouette shall consist of: 
 

3.1.1 An Editorial Board consisting of: 
 

3.1.1.1 The Executive Editor who shall; 
 
3.1.1.1.1  Be responsible for the content, operation, and budget of The Silhouette   
3.1.1.1.2  Perform duties as outlined in The Silhouette Executive Editor job 

description;  
 

3.1.1.1.3  Be hired by a hiring committee struck by the Executive Board that shall 
consist of:  

3.1.1.1.4  
3.1.1.1.5 The MSU General Manager (Chair); 
3.1.1.1.6 The existing Executive Editor (or if the existing Executive Editor is 

reapplying, the most senior non-returning Editorial Board Member);  
3.1.1.1.7 The Chair of The Silhouette  Board of Publication;  
3.1.1.1.8 The Manager of the MSU Underground Media and Design; 
3.1.1.1.9 One out-going Silhouette Editorial Board Member as appointed by the 

out-going Executive Editor.  
   

3.1.1.2 The Managing Editor who shall; 
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3.1.1.2.1  Be responsible for assisting the Executive Editor in supervising The 
Silhouette Editorial Board and staff, with an emphasis on coordinating 
the separate sections of The Silhouette;  

3.1.1.2.2  Perform duties as outlined in The Silhouette Managing Editor job 
description; 

3.1.1.2.3  
3.1.1.2.4  Be Hired by a hiring committee shall consist of;  
3.1.1.2.5  
3.1.1.2.6 The Executive Editor; 
3.1.1.2.7 A minimum of two (2), maximum of three (3) members of The Silhouette 

Editorial Board;  
One (1) member of the MSU Executive Board. 

  
3.1.1.3 The Departmental Editors of the Arts & Entertainment (AndyANDY), LifeSstyle 

(InsideOut), News, Opinions, Photo, and Sports sections who shall; 
 
3.1.1.3.1  Be responsible for coordinating the separate sections of The 

Silhouette; 
3.1.1.3.2  Perform duties as outlined in The Silhouette Departmental Editor job 

description; 
3.1.1.3.2   
3.1.1.3.3  Be hired by a hiring committee that shall consist of: 
 
3.1.1.3.3.1 The outgoing Executive Editor; 
3.1.1.3.3.2 The incoming Executive Editor; 
3.1.1.3.3.3  The incoming Managing Editor. 
 

3.1.1.4 The Assistant Editors of the Arts & Entertainment (Andy), Lifestyles (InsideOut), 
News, and Sports sections who shall; 
 
3.1.1.4.1  Be responsible for assisting the Departmental Editors in coordinating 

the separate sections of The Silhouette; 
3.1.1.4.2  Perform duties as outlined in The Silhouette  Assistant Editor job 

description;  
3.1.1.4.3  Be hired by a hiring committee that shall consist of:  
3.1.1.4.4  
3.1.1.4.5  The outgoing Executive Editor; 
3.1.1.4.6 The incoming Executive Editor; 
3.1.1.4.73.1.1.4.2 The incoming Managing Editor. 

 
3.1.1.5 The Production/Copy Editor who shall; 

3.1.1.5.1 Be responsible for quality in page design, and for copy-editing and 
correcting all on-page layout errors after pages have been approved by 
section editors;  

3.1.1.5.2  Perform duties as outlined in The Silhouette Production Editor job 
description;  

3.1.1.5.3  Be hired by a hiring committee that shall consist of: 
3.1.1.5.4  
3.1.1.5.5 The outgoing Executive Editor; 
3.1.1.5.6 The incoming Executive Editor; 
3.1.1.5.2 The incoming Managing Editor. 
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3.1.1.6 The Photo Editor who shall; 

 
3.1.1.6.1  Be responsible to liaise with the other Editors  to ensure their 

photographic needs are met; coordinate and organize photo 
assignments for the Assistant Photo Editor, Silhouette staff 
photographers, and volunteer contributors;  

3.1.1.6.2  Perform duties as outlined in The Silhouette Photo Editor job 
description;  

3.1.1.6.3  Be hired by a hiring committee that shall consist of: 
3.1.1.6.4  
3.1.1.6.5 The outgoing Executive Editor; 
3.1.1.6.6 The incoming Executive Editor; 
3.1.1.6.73.1.1.6.2 The incoming Managing Editor. 

 
3.1.1.7 The Assistant Photo Editors who shall; 

 
3.1.1.7.1  Be responsible for assisting the Photo Editor; for completing duties 

related to the Photo Departments; 
3.1.1.7.2  Perform duties as outlined in The Silhouette Assistant Photo Editor job 

description;  
3.1.1.7.3  Be hired by a hiring committee that shall consist of: 
3.1.1.7.4  
3.1.1.7.5 The outgoing Executive Editor; 
3.1.1.7.6 The incoming Executive Editor; 
3.1.1.7.73.1.1.7.2 The incoming Managing Editor. 

 
3.1.1.8 The  MultimediaMedia Content Editors who shall;  

 
3.1.1.8.1  Be responsible for assisting the Photo Editor with completing duties 

related to the Photo Departmentfollowing the direction of the Online 
Editor; 

3.1.1.8.2  Perform duties as outlined in The Silhouette Multimedia, Video and 
Graphics Editor job descriptions;   

3.1.1.8.3  Be hired by a hiring committee that shall consist of: 
3.1.1.8.4  
3.1.1.8.5 The outgoing Executive Editor; 
3.1.1.8.6 The incoming Executive Editor; 
3.1.1.8.73.1.1.8.2 The incoming Managing Editor. 

 
3.1.1.9 The Web Online Editor who shall; 

 
3.1.1.9.1  Be responsible for maintaining and updating The Silhouette website; 

manage social media accounts; and liaise with the other Editors of The 
Silhouette to ensure their website needs are metto plan video and 
multimedia content;  

3.1.1.9.2  Perform duties as outlined in The Silhouette Web Online Editor job 
description;  

3.1.1.9.3  Be hired by a hiring committee that shall consist of: 
3.1.1.9.4  
3.1.1.9.5 The outgoing Executive Editor; 
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3.1.1.9.6 The incoming Executive Editor; 
3.1.1.9.73.1.1.9.2 The incoming Managing Editor. 

 
3.1.1.10 The Video Editor, who shall 

3.1.1.10.1 Be responsible for completing duties related to the Video 
Department; 

3.1.1.10.2  Perform duties as outlined in The Silhouette Video Editor job 
description;   

3.1.1.10.3  Be hired by a hiring committee that shall consist of: 
 
3.1.1.10.3.1 The outgoing Executive Editor; 
3.1.1.10.3.2 The incoming Executive Editor; 

The incoming Managing Editor. 
 

3.1.2 The Executive Editor may, with approval of the Executive Board, alter the number and 
responsibilities of Silhouette editors and assistant editors.  

  
3.1.3 A Silhouette Volunteer Staff consisting of: 
 

3.1.3.1 Casual volunteer Writers, Reporters, Photographers, Researchers, Artists, 
Graphic Artists, Cartoonists; 

3.1.3.13.1.3.2 Formal volunteer Staff Reporters who shall;  
 
3.1.3.1.13.1.3.2.1  Be responsible for performing duties depending on specified 

section as laid out by the specific editor on a weekly rotational basis;  
3.1.3.1.23.1.3.2.2  Perform duties as outlined in The Silhouette Staff Reporter job 

descriptions;  
3.1.3.1.33.1.3.2.3  Be hired by: 

 
3.1.3.1.3.13.1.3.2.3.1 The Departmental EditorsExecutive Editor.  

 
3.1.4 A Circulation Staff consisting of:  
 

3.1.4.1 Distribution Coordinator who shall; 
 
3.1.4.1.1  Be responsible for coordinating and implementing The Silhouette 

Distribution Staff;distribution strategies; 
3.1.4.1.2  Perform duties as outlined in The Silhouette Distribution Coordinator 

job description; 
3.1.4.1.3  Be hired by a hiring committee that shall consist of: 

 
3.1.4.1.3.1 The outgoing Executive Editor; 
3.1.4.1.3.2 The incoming Executive Editor; 

The incoming Managing Editor. 
 
4. PERSONNEL SELECTION 
 

4.1 The selection of Silhouette Editorial staff shall be done in the following manner: 
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4.1.1 The Executive Editor shall be selected by a hiring committee according to the following 
guidelines: 

 
4.1.1.1 The position shall be advertised by the existing Executive Editor in The 

Silhouette no later than the fourth week of January; 
4.1.1.2 Applications for the position will be accepted in The Silhouette office until 5:00pm 

on the Friday of the first week in February.  A minimum of five (5) business days 
must elapse between the advertising of the position and the application deadline; 

4.1.1.3 The hiring committee shall comprise the MSU General Manager (Chair), the 
existing Executive Editor (or, if the Executive Editor is reapplying, the most senior 
Editorial Board member not applying for the position), one (1) outgoing Silhouette 
Editorial Board member not applying for the position appointed by the Executive 
Editor, the Chair of The Silhouette Board of Publication, and the Manager of the 
MSU Underground Media and Design 

4.1.1.3  
4.1.1.4 The First Position filled will be Managing Editor; 
4.1.1.5 The hiring committee for Managing Editor shall include the Executive 
Editor or designate, a minimum of two (2) and a maximum of three (3) Silhouette 
Editorial Board members, and one (1) MSU Executive Board 
 

4.1.2 The remaining members of the Editorial Board will be selected by a hiring committee 
according to the following guidelines: 

 
4.1.2.1 The first position filled will be Managing Editor; 
4.1.2.2 The hiring committee for Managing Editor shall include the Executive Editor or 

designate, a minimum of two (2) and a maximum of three (3) Operating 
Silhouette Editorial Board members,the Chair of the Board of Publications, and 
one (1) MSU Executive Board member; the committee shall be chaired by the 
Executive Editor or designate; 

4.1.2.3 The hiring committee for all remaining Editorial Board positions shall include the 
outgoing Executive Editor or designate, a minimum of two (2) and a maximum of 
three (3) Silhouette Editorial Board membersthe incoming Executive Editor or 
designate, and the Managing Editor or designate; the committee shall invite the 
MSU Executive Board to send a member to participate as a non-voting 
representative on the hiring committee; 

4.1.2.2.1.14.1.2.3.1.1 In the event that hiring takes place mid-year, 
a revised hiring committee would be comprised of the 
existing Executive Editor, the Managing Editor, and the 
Chair of the Board of Publications. 

4.1.2.34.1.2.4 All positions for the upcoming volume of The Silhouette shall be filled by 
two (2) weeks prior tofollowing the final issue of current volume of The 
Silhouette. 

 
5. THE EDITORIAL BOARD 
 

5.1 The Editorial Board shall consist of all paid staff members with an “Editor” title and be chaired by 
the Executive Editor. 
 

5.15.2 The Editorial Board shall advise the Executive Editor and, in conjunction with him/her, shall 
formulate The Silhouette Editorial Policy as per The Silhouette purpose and operating parameters; 
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5.25.3 Members of the Editorial Board shall vote on any issue or policy submitted for its consideration; 

decisions shall be considered binding if passed by a majority of participating Editorial Board 
members; 

 
5.35.4 There shall be at least one (1) Editorial Board meeting each week, called by the Executive Editor in 

consultation with Editorial Board members; meetings shall be chaired by the Executive Editor; 
 

5.45.5 Quorum for such meetings shall be 50% of the Editorial Board; 
 

5.55.6 A special meeting shall be held within the first month of regular publication to formulate or amend 
the publication policy of The Silhouette; 

 
5.65.7 The Executive Editor may, in conjunction with the support of the majority of the Editorial Board, 

enact, repeal, or amend portions of the Publication Policy; 
 

5.75.8 Unless the Executive Editor deems a portion of an Editorial Board meeting to be in closed session, 
any Silhouette staff memberStaff Reporter, or any volunteer who has made at least three (3) 
contributions in a period of seven (7) consecutive weeks, may attend and participate, but not vote, 
in all Editorial Board meetings. 

 
6. DISMISSAL 
 

6.1 Any paid staff member may be dismissed from employment with The Silhouette by a three-quarters 
majority vote of The Silhouette Board of Publication.  This decision shall be subject to ratification by 
the MSU Executive Board; 

 
6.2 A member may be dismissed for any of the following reasons: 

 
6.2.1 Acting in contempt or contrary to this policy or any policy of The Silhouette; 
6.2.2 Acting in contempt or contrary to any known decision of the staff or the Editorial Board 

taken with quorum present; 
6.2.3 Abuse of rights, privileges, or duties as a Silhouette Editor. 
 

6.3 The member being dismissed shall be informed of all complaints against him/her that are 
connected to the motion, and shall be allowed to respond to them at the meeting where the motion 
is brought forward; 

 
6.4 A volunteer staff member of or contributor may be removed banned from working for the paper by 

his/her section head after consultation with the Executive and Managing Editors.  Records of this 
will be kept in a file in The Silhouette office for seven years; 

 
6.5 Decisions on dismissal of volunteer staff members or contributors may be appealed to The 

Silhouette Board of Publication. 
 
7. VACANCIES 
 

7.1 In the cases of resignation or dismissal, vacancies on the Editorial Board shall be filled accordingly 
to the following guidelines: 
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7.1.1 If the position of Executive Editor is vacated it will be filled according to this schedule: 
 

7.1.1.1.1 Prior to November 15, aA replacement will be hired according to the 
procedures outlined regarding the hiring of the Executive Editor with the 
appropriate changes to dates and deadlines.  In the interim, the 
Managing Editor shall act as Executive Editor;  

7.1.1.27.1.1.1 After November 15if willing, the position shall be permanently filled by 
the Managing Editor.  If the Managing Editor is unwilling to take this position, the 
position will be filled according to the procedures previously outlined; 

 
7.1.2 Vacancies in the remaining positions on the Editorial Board will be filled according to the 

procedures originally used to fill that position, unless otherwise noted. 
 
8. FINANCES  
 

8.1 The Silhouette staff shall be a funded service of the McMaster Students Union.  As such, the MSU 
shall maintain a regular flow of financing throughout the publication year so as to maintain the 
normal operation of The Silhouette as defined by this policy; 

 
8.2 The Executive Editor, in consultation with the Chair of The Silhouette Board of Publication, shall 

draft an annual budget for recommendations to the SRA. It shall include all anticipated operational 
and capital revenues and expenditures for the various editorial and production departments.  
Operational and capital funding shall be based on a SRA approved budget, as defined in MSU 
Bylaw 5 – Financial Affairs; 

 
8.3 The following revenues and expenses will be determined by the MSU Underground Media & 

Design Manager; Print Advertising Sales, Internal Advertising Sales, Printing Expense, Ad 
Commissions, Ad Sales Expense, Bad Debts Expense, and Underground Media & Design Layout 
Charge; 

 
8.4 Any funds allocated to capital expenditures that are not used in the designated fiscal year shall be 

carried over to the following fiscal year; 
 

8.58.4 All business transactions and accounting shall be handled through the MSU Accounting 
Department; 

 
8.6 Contract photography prices must be approved by the MSU Executive Board; 

 
8.78.5 Individuals ordering bound volumes of The Silhouette shall pay for them in full upon ordering. 

 
9. PUBLICATION SCHEDULE  
 

9.1 The annual publication schedule shall be approved by The Silhouette Board of Publication prior to 
the end of May, in consultation with the Executive Editor and the Advertising DirectorManager of 
the MSU Underground Media and Design. 

 
10. AMENDMENTS 
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10.1 Editorial Board members of The Silhouette may propose amendments to this policy.  Proposed 
amendments shall be made by a two-thirds majority vote at a quorate Editorial BoardBoard of 
Publications meeting.  The editors shall have one week’s notice on proposed amendments prior to 
a vote.  Proposed amendments to this policy must be referred to the SRA for  approval.ratification 
through the Bylaws & Procedures committee. 

 
11. EXTERNAL AFFILIATIONS 
 

11.1 Any agreement of affiliation with an external or non-MSU organization shall require the following 
guidelines: 

 
11.1.1 A majority vote of the Editorial Board, and; 
11.1.2 Approval of The Silhouette Board of Publication, which shall advise the Editorial Board 

while negotiating any such agreement. 
 
12. GRIEVANCE PROCEDURES 
 

12.1 Complaints about the content of The Silhouette, including any possible violation of the laws of libel, 
shall be resolved according to the following guidelines: 

 
12.1.1 The complainant shall meet with the Executive Editor and discuss the matter in an attempt 

to find a mutually satisfactory solution; 
12.1.2 Should no mutually satisfactory solution be reached, The Silhouette Board of Publication 

will review the matter, making certain that the Executive Editor and complainant are given 
the opportunity to discuss, explain, or give evidence on the matter; 

12.1.3 Before a final decision is rendered, The Silhouette Board of Publication shall, at the 
request of the Executive Editor, and after consultation with the MSU Board of Directors, 
seek out the opinion of the MSU lawyers; 

12.1.4 After this procedure has been following, The Silhouette Board of Publication may require 
The Silhouette to print an apology, correction, or retraction.  The decision will be binding 
on The Silhouette. 

 
13. CODE OF ETHICS 
 

13.1 The Editorial Board, employees, staff members, and contributors of The Silhouette shall fully 
realize their personal responsibility for everything submitted for publication within The Silhouette.  
They shall not falsify information or documents, nor distort or misrepresent the facts; 

 
13.2 The Editorial Board, and specifically the Editor of each section, shall recognize their personal 

responsibility for everything published within The Silhouette; 
 

13.3 The Editorial Board, each staff member and contributor, shall strive to be fair and accurate in all 
reporting by seeking out, to the best of their abilities, all points of view they deem relevant to the 
issue being examined, reviewed, and investigated.  While pure objectivity is impossible, at all times 
the reporter shall strive for objectivity, making certain, to the best of their abilities, that all facts, 
statements, and information is truthful, accurate, and above all, fair; 

 
13.4 This practice of fairness, accuracy, and truthfulness precludes: 

 



Operating Policy 1.3.1 – The Silhouette – Page 10 

13.4.1 Reporting unsubstantiated opinion as fact; 
13.4.2 Condemning persons or groups by innuendo or hearsay; 
13.4.3 Distortion of meaning by over-or under-emphasis; 
13.4.4 Placing facts or quotations out of context; 
13.4.5 Using headlines not warranted by the text; 
 

13.5 The Editorial Board, employees, staff members, and contributors of The Silhouette shall respect all 
confidences regarding sources of information and private documents, unless this intervenes with 
the freedom of the press or the need to inform the public on vital matters; 

 
13.6 The Editorial Board, employees, staff members, and contributors of The Silhouette shall be familiar 

with and observe the laws of libel and contempt of court that exist in Canada, and shall observe all 
international copyright agreements, unless this interferes with the freedom of the press or the need 
to inform the public on vital matters or principles of fundamental justice; 

 
13.7 The Editor of the appropriate section shall rectify in print, at the first available opportunity, any and 

all culpable mistakes, misprints, or omissions; 
 

13.8 The Editorial Board, employees, staff members, and contributors of The Silhouette shall not accept 
gifts in exchange for special considerations.  They shall only accept gratuities on the firm 
understanding that they thereby incur no obligations to grant special considerations; 

 
13.913.8 The Editorial Board, employees, staff members, and contributors of The Silhouette shall adhere to 

the Canadian Charter of Rights and Freedoms, and as such, shall not allow bias or prejudice – 
especially that based on race, sex, sexual orientation, or religion – to have any place in the editorial 
policy of The Silhouette; 

 
13.1013.9 The Editorial Board, employees, staff members, and contributors of The Silhouette shall 

normally identify themselves and their affiliation with The Silhouette prior to conducting any formal 
interviews.  They shall conceal their identity and affiliation only when confronted with a barrier to an 
overriding obligation to inform the public on vital matters or redress a breach of fundamental 
justice; 

 
13.1113.10 The Editorial Board, employees, staff members, and contributors and staff members of 

The Silhouette shall refrain from reporting on matters in which they deem themselves to be in direct 
conflict of interest.  Reporters shall not be directly involved in the planning or execution of any 
event of incident on which they are reporting, nor shall they benefit directly from the results of any 
action, production, event, or incident on which they are reporting.  They should strive to disclose all 
such conflicts of interest to other editors and members of the staff, and specifically to the Executive 
Editor and the Editor of the appropriate section; 

 
13.1213.11 Any conflicts arising between privacy and the McMaster community’s right to know about 

the conduct of vital matters shall be judged, in the first instance by the Executive Editor, and, if 
deemed necessary or prudent, by the Editorial Board as a whole. 
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