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On behalf of the newspaper’s full-time staff and senior interns, I would like to welcome you to the 2006 summer
internship program at The Westfield Leader and The Scotch Plains-Fanwood Times. This is the first year we have
run such an extensive program, and I’m sure it will be a pleasure to work with you this summer. First, let me introduce
you to our programs.

There are two intern programs offered by the newspapers. The more strenuous program is called the certificate
program, which will focus on teaching the practices, policies and style of the newspapers, as well as require the
completion of several assignments. Details regarding this program are included later in this packet. Upon successful
completion of this program, interns will receive a certificate of participation.

The second program is our affiliate program. This program, while it does not require as large a time commitment,
also involves assignments. As the minimum requirement is less, the affiliate program also provides the opportunity
to explore some areas of community journalism without participating in all aspects of the certificate program.

If you wish to start in the certificate program to learn more extensively about the newspaper process and later realize
that the affiliate program fits your schedule or interest better, there is no penalty for making this switch. Whichever
program you choose for this summer, I look forward to working with you.

Sincerely,

Don Williams
Senior Intern



3

Welcome to the team of The Westfield Leader and The Scotch Plains-Fanwood Times. Here’s a
little about us and the team that has been here for more than 115 years.

The Westfield Leader has been in existence since 1890 and The Times since 1959. Our office is
in downtown Westfield, by the northside train station parking lot. At 10:45 p.m. on December 31,
1996 our website, www.goleader.com, became fully operational. The entire newspaper can be
downloaded for each week.

Each intern will get an e-mail address which will forward emails to a personal email account you
provide our office.

Here in the office, Dave Corbin is the Assistant Publisher and Sports Editor, Mike Pollack is our
Arts, Entertainment and Education Editor, Paul Peyton is the Assignment Editor and Suzette Stalker
is our Community News Editor. Victoria McCabe serves as ofice support staff. Our ad team is
headed by Fred Lecomte, and includes Michael Bartiromo and Ben Corbin. Rob Connelly is our
Systems Manager and Karen Hinds is our Office Manager. This summer, our intern team is led by
senior interns Don Williams, David Riggs and Cassie Lo. Our office staff is here to support you and
I hope that you get to know the entire Leader/Times family.

 Attached is the Stringer Manual, which is a set of guidelines and directions for you to follow
when on outside assignment. Once again, welcome to the team.

Sincerely,

Horace R. Corbin
Publisher
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What is the coverage area of The Westfield Leader and The Times?
The Westfield Leader covers the Town of Westfield, the Borough of Mountainside and

Union County.
The Times  covers the Township of Scotch Plains, the Borough of Fanwood and Union

County

What are the Basic Components of Our Newspapers?
The Front Section:
The front and back, or jump, pages generally focus on breaking news, government

meetings, and other byline stories, as well as the police blotters. Page four is the editorial
page, which focuses on the editorial and letters to the editor. The remainder of the front
section includes wedding announcements, birth announcements, obituaries, educational
news, community news, religious news and columns by area clergy members.

The Back Section: “The Week in Sports” is typically the front page of the back section,
and   “Arts & Entertainment” pages are typically last. The back section also includes
classified ads, real estate news, legal advertising and extra community news.

Paper Size: The size of the newspaper varies each week, usually between 20 and 22 pages
and is driven by news events and support from our below-the-fold advertisers.

Types of articles:
The majority of our articles pertain to meeting coverage. Covering a meeting includes full

attendance of the meeting, applicable post meeting interviews and  photography of some of
the issues relating to the meeting’s events.  (See “Photos” for more details.)

At times we do investigative journalism which may include long-term probes of issues
related to towns, their officials, etc. Conducting an interview requires thorough knowledge
of the subject matter and the individual(s) involved in the story. Be sure, whether using a pen
and paper or a tape recorder, to get all quotes accurately and to attribute them correctly to
those involved.

Sports articles require that the event be attended, stats provided, photos and applicable
interviews.

Critiquing a theatrical production or music concert also requires commitment to staying
throughout the event and interviewing those involved in order to supplement the story.

Although we occasionally accept columns, we do not pay for the submission. Suggestions
and ideas are always welcome. All assignments are made by the assignment editor.

In-house staff and stringers:
Members of the in-house staff include the publisher and assistant publisher, advertising

staff, copy editors, production, office managers, and editors. An intern program may exist
as may be determined by the publisher or assignment editor. Stringers include the pre-
approved staff of The Westfield Leader and The Times that work on a part-time professional
basis. The in-house staff is here to assist and support the stringer staff.

What is a stringer?
A stringer is a professional journalist/photographer who generally covers meetings, sports

and community events for the newspaper in our towns and county. Some of the things you
may cover include but are not limited to:
Westfield Town Council
Westfield Board of Adjustment
Westfield Board of Education

Scotch Plains Township Council
Scotch Plains Planning Board
Fanwood Borough Council
Fanwood Planning Board
Scotch Plains-Fanwood Board of Education

Mountainside Borough Council
Mountainside Board of Education
November Elections Garwood Board of Education

Garwood Borough Council
April Board of Education Elections

New York Times Style and The Newspaper:
To eliminate surface errors in your stories, it is helpful to refer to the New York Times Style

Manual, but also to look at stories already published in the newspaper. For example, after one
of your stories has been published, you may want to check and learn from the corrections and
editing that have been done. A copy of the New York Times Manual is available in the office.
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Deadlines and Submission of Stories:
All stories should be e-mailed as Microsoft Word documents, where the article is formatted by

replacing the text from the template on our website (www.goleader.com/standards/
ArticleTemplate.doc). Photos should also be sent as attachments. Articles should be e-mailed to the
appropriate category: ae@goleader.com, community@goleader.com, editor@goleader.com,
edu@goleader.com, sports@goleader.com. If you do not know which category the article should
be sent to please send it to editor@goleader.com. Your stories should be submitted as early as
possible in order to give our editors enough “lead time” to review them before publication. Check
with your editor for due dates and times.

Unforeseen Circumstances:
If your meeting has been canceled at the last minute, your computer broke down or you are

having trouble meeting your deadline, please call the office IMMEDIATELY at (908) 232-
4407 and speak with the publisher or assignment editor.

Professional Policy:
A stringer shall not work for or submit stories and photographs to another newspaper, or

publications which are in direct competition with The Westfield Leader and The Times.
Violation of this provision will result in dismissal of services.

All articles, submittals and photos are the property of The Westfield Leader and The Times.

Photographs:
Photographs are a key component to layout of any newspaper or publication. BUT, they

should be quality photographs. Memory cards should be brought to the office or the files shall
be e-mailed to the appropriate category with minimum 200 dpi resolution in a JPEG format.
All photography should be COLOR. All photographs should be accompanied by captions.
Please do not crop or alter the photography, as this will be the responsibility of the in-house
production team. If you are attending a concert, board meeting or election night activity,
always have a camera handy to capture a photograph to accompany your story. Remember,
you are also the eyes, not just the ears, to the story!

How do I Get PHow do I Get PHow do I Get PHow do I Get PHow do I Get Paid?aid?aid?aid?aid?
An invoice sheet must be submitted by you by the end of each month in order to be paid

for that month. Your invoice must include your Social Security Number, name, address,
phone number, name of the article, date it was published, page it was on, and total of each
article. The sum of your invoice should appear on the bottom of the invoice. Invoices
should be e-mailed to: rconnelly@goleader.com.

Our Editorial Policy:
In-house copy editors and senior editors review the stories e-mailed to us from stringers

based on reliability of the facts, proper grammar and language usage according to the New
York Times Style Handbook, and to ensure that each story has a correct lead paragraph. If
questions arise during the editing process, you may be contacted for further information in
order to clear up any questions or discrepancies. Please be sure that you have supplied the
in-house staff with a number and/or alternate telephone numbers where you may be reached.
Our in-house staff generally edits all stories for style, conformance and space considerations.
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2006 Westfield Leader/
Scotch Plains-Fanwood Times

Intern Certificate Program Outline
The certificate program is intended to provide an introduction to the policies, practices and operations of The

Westfield Leader and The Scotch Plains-Fanwood Times by introducing interns to the various stages of production
of the newspaper, with hands-on experience and field reporting as integral components. This program requires a
minimum of 21 hours of in-office participation, as well as commitment to assignments to be completed outside the
office. An outline of the program follows:

• Attend Orientation Session
• Operations

o Work six hours in the office, in two shifts
o Publishing workshops with Paul Peyton, Rob Connelly, Michael Pollack

& Horace Corbin
o At the end of the summer, interns will be quizzed on their retention of the

newspaper’s operations.
• Writing

o Shadow reporters to two meetings and write mock articles
o Cover one meeting
o Cover a second meeting or research and write a news feature
o Submit articles by email to dwilliams@goleader.com

• Photography
o Attend photography training session
o Complete two photo assignments (independent from photos that accom-

pany stories)
• Editing

o Session on organization with Paul Peyton
o Network and copy-editing Orientation
o Work two of the following: Tuesday afternoon, Wednesday morning

(four-hour shifts)
o Edit two other interns’ stories

• Research
o Three small assignments to familiarize interns with archives

• Layout & Design
o Session with senior interns
o Complete layout of a page

• Communication
o Perform Interview (separate from required news feature)

• Internet
o Introduction to goleader.com techniques, tools, communication and

development with Victoria McCabe
• Project

o Completion of out-of-office, group investigative project (to be assigned
in July)
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2006 Westfield Leader/
Scotch Plains-Fanwood Times

Affiliate Intern Program Outline
The affiliate program provides a structured experience for summer interns at The Westfield Leader and Scotch

Plains-Fanwood Times who wish not to follow the requirements of the certificate program. This program focuses
on community reporting and allows for individual motivation to more deeply explore an area of the newspapers’
operation. The affiliate program minimum requirements are listed below. Continued participation above these
minimums in areas that interns find intriguing is encouraged.

• Attend Orientation Session
• Writing

o Shadow reporters to two meetings and write mock articles
o Write three news stories
o Submit articles by email to dwilliams@goleader.com

• Photography
o Attend photography training session
o Complete two photo assignments (independent from photos that accom-

pany stories)
• Editing

o Network and copy-editing Orientation
o Work three shifts
o Edit two other interns’ stories
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Acknowledgment of Receipt:
I have received, read and acknowledge the 2006 Summer Intern Manual.

Name:  _________________________

Address: _________________________

_________________________

_________________________

Phone number:_________________________

Cell  number:_________________________

E-mail: _________________________

SS #: _________________________

Date: ________________________

Signature: _________________________


