
Haliburton County  
Community Radio Association 

100.9 CANOE FM

On-Air 
Volunteer Handbook

Be a part of Haliburton Highlands’  
vibrant community radio station!



WElCOME   

So, you want to be a radio star!  Many volunteers 
have found their niche at CANOE FM behind the 
microphone; either as a daytime host or programmer.  

Hosts are on-air between 7am and 6pm Monday to 
Friday.  CANOE FM essentially programs these spots, 
and the host, well ... hosts!  Hosts largely provide our 
listeners with current information and news, and of 
course, great music.  

Programmers are on-air outside the 7am to 6pm 
Monday to Friday timeframe.   They program their show 
according to a theme and also host it.  Programmers have 
different requirements regarding timing and frequency of 
information they deliver than hosts.  If you are interested 
in becoming a Programmer, there is a proposal form that 
can be obtained at the station. 

Although the requirements vary between the two host 
categories, all on-air hosts should be prepared to carry out 
the duties outlined below. 

ON-AiR VOluNtEER    

Duties

• Prepare and deliver weathercasts, newscasts, sports 
reports, traffic reports, commercials and public service 
announcements

• Perform a live on-air shift following station format 
guidelines and requirements; including operating all 
audio consoles, broadcast automation equipment, CD 
player and computers as necessary

• Follow all CRTC rules and CANOE FM policies

• Follow and maintain CANOE FM’s commercial and 
public service announcement  requirements

• Represent the station at events in the community

• Periodically conduct ‘live remotes’ using remote 
broadcasting equipment

• Coordinate and conduct live interviews

• Work effectively in a team environment to develop 
and maintain positive rapport with staff and other 
volunteers

• Notify the station manager if you are unable to come 
in for a scheduled shift and give your best effort to find 
a replacement to cover your shift

• Other reasonable duties as assigned 
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Requirements 

• Appropriate on-air presence and voice quality 

• Clear enunciation and fluent reading abilities 

• Proficiency in Microsoft Office programs 

• Time management and organizational skills

• Excellent interpersonal skills

• Ability to work effectively in a team environment

Reporting

• Hosts and Programmers report to the Station Manager 
and work closely with the Production Technician

Time Commitment

• Typically, one three hour shift per week or every 
second week is required-plus preparation time

SuCCESSFul ON-AiR VOluNtEERS ARRiVE 
PREPAREd

CANOE FM 
listeners expect 
quality and 
delivering it is 
our mandate. 
It can take 
between thirty 
minutes to 
two hours—
depending on 
the show—to 
prepare for each 
on-air shift.  

Hosts: Preparation can include visiting various news 
websites and condensing information into a five minute 
newscast, making arrangements for interviews with guests, 
researching interview topics, and becoming familiar with 
current local news and events.  

Programmers: Preparation can include choosing a theme 
for their show, selecting music and researching relevant 
information that will be interesting to listeners.  It is 
especially important for programmers to establish their 
format and stay true to it.  Listeners tune in to hear a 
consistent brand.  A good example of a branded show 
is ’It’s only Rock n’ Roll’ that airs Friday nights between 
6pm and 9pm.  Dedicated listeners (fans!) expect to hear 
rock n’ roll music –not big band or folk– during the show.  
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They also look forward to hearing established features 
like ‘back to back tracks’ and to hearing interesting tidbits 
about the artists and 60s era.  Maintaining the integrity 
and feel of each established program is very important to 
our listeners, and therefore to CANOE FM.

As one of our veteran daytime hosts puts it: “You know 
you are doing the job well when you present an on-air 
persona that is friendly, personal and appropriate to the 
program.  You do it with confidence because you are 
comfortable with the technology and prepare carefully 
before each shift.”

HAVE AN idEA FOR A RAdiO SHOW?

If so, that’s great!  Program Proposal forms are available at 
the station and are to be given to the Station Manager upon 
completion.  From there, the proposal is reviewed by the 
Programming Committee, who will look at the station’s 
needs and determine whether the proposed show is a good 
fit with CANOE FM’s current program schedule.

CRtC

The Canadian Radio-television and Telecommunications 
Commission (CRTC) is an independent public 
organization that regulates and supervises the Canadian 
broadcasting and telecommunications systems.

A radio station needs a broadcasting license issued by 
CRTC to operate legally.

There are certain requirements that all community radio 
stations must fulfill:

•  The majority of programming must be locally-
produced and responsive to the local community’s 
needs.  

•  Fifteen percent of the regulatory broadcast week (6am 
to midnight, 7 days a week) must be devoted to locally 
produced, spoken word programming.  

•  Music programming must provide an alternative to 
programming from other types of radio stations.

•  Canadian content requirements in music must be fully met.

dEFiNiNg A CANAdiAN SONg 

What makes a song Canadian?  The CRTC defines a 
Canadian musical selection in its Radio Regulations. 
Within these regulations, four elements are used to qualify 
songs as being Canadian: Music, Artist, Performance and 
Lyrics (MAPL).
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The MAPL system is designed primarily to increase 
exposure of Canadian musical performers, lyricists and 
composers to Canadian audiences. It also strives to 
strengthen the Canadian music industry, including the 
creative and production components.

While it stimulates all components of the Canadian music 
industry, the MAPL system is also very simple for the 
industry to implement and regulate.

HOW dOES tHE MAPl SyStEM WORk? 

To qualify as Canadian content, a musical selection must 
generally fulfil at least two of the following conditions: 

M (music): the music is composed entirely by a Canadian 

A (artist): the music is, or the lyrics are, performed 
principally by a Canadian 

P (performance): the musical selection consists of a 
live performance that is recorded wholly in Canada, or 
performed wholly in Canada and broadcast live in Canada 

L (lyrics): the lyrics are written entirely by a Canadian 
United States

MAPL symbols usually appear on CD covers.  For 
daytime hosts, most music is pre-programmed to 
fit CRTC regulations, and CDs are seldom used.  
Programmers use CDs often and should pay close 
attention to Canadian content.

AdVERtiSiNg

Every paid advertisement, in every hour of our 
programming day, is important to the sustainability of 
CANOE FM.  

We count on our hosts and programmers to ensure that 
we meet our commitments to our clients. 

ON-AiR BROAdCAStiNg tiPS 

Talk to the Listener, One on One: You want the listener 
to feel that your message directly pertains to his life and 
personal needs. 

Breathe: Deep breaths will help you relax and speak 
clearly and calmly.

Smile! Listeners are tuning in for companionship.  They 
cannot see your face, but can certainly hear who you are 
when you smile.

Prepare: This cannot be stressed enough! Although full 
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scripting can be too restrictive, a list of items to cover, and 
practicing your segment ahead of time is vital.

Enjoy: Relish your hours behind the microphone!  Have 
fun!

Stay Ahead of the Game:  Always think at least one 
element-one song, one commercial, one mike break-
ahead, so you always know where you are headed before 
you get there. 

Keep your chat ‘normal’ and ‘straightforward’:  If 
listeners don’t follow what you are saying because you are 
using words or phrases that are meaningless to them, you 
are at risk of losing them in a real hurry.

Always think ‘little me, big station’: Try to put yourself 
in the listener’s shoes: Would the listener like to hear this 
song or interview on the radio?  Would I, as a listener, 
understand what the show host is doing or saying, or is it 
too obscure?

StudiO HOuSEkEEPiNg

• Keep mess to a minimum and please pick up after 
yourself.  

• Food or drink is not permitted in the studios.

• Respect the host who is on after you.  Leave the studio 
the way you would want to find it, and leave five to ten 
minutes early to allow the next host/programmer time 
to get settled.

• If you change any settings on any equipment, change 
them back before you leave.  It should not be necessary 
to change the settings, however, as most of the levels 
have been pre-set by the production technician for a 
reason.

• Visiting and chatting with hosts who are on the air is 
not permitted.

• All guests to the studio must be approved ahead of 
time by the Station Manager. 

BECOMiNg AN ON-AiR HOSt At CANOE FM 

1. Attend Training Session #1: Volunteer Orientation

Volunteer Orientation is held at the station on the first 
Monday of each month, starting at 4:30 and ending at 5:30.

You will receive an introduction to the station, have 
your questions answered, and receive a Welcome Kit that 
contains our Orientation Manual, an application 
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form, and reference forms.  At this time, you will record 
a Voice Test.

2. Complete forms and bring them into the station.

After your application and references have been processed, 
you will be contacted to set up a time to attend the 
Policies and Procedures Orientation.  

3. Attend Training Session #2: CANOE FM’s Policies 
and Procedures Orientation.

While at this session, you will sign that you acknowledge 
and understand CANOE FM’s Policies and Procedures. 
You will also be scheduled for training – this is where the 
real fun begins!

4. Complete required hours of training. 

On-Air Volunteers require a minimum of eight hours of 
training before hosting independently.  

‘My volunteer experience has been extremely positive. I can’t 
believe how much fun it is!  I have met such wonderful people 
and have become really good friends with them.’   
– Lorraine McNeil, On-Air Host 

WHAt tO ExPECt FROM yOuR ON-AiR 
tRAiNiNg ExPERiENCE

You will accompany on-air volunteers in the studio, 
and witness them in action and learn by observing 
and participating as you feel comfortable.  All on-air 
hosts must abide by the CRTC guidelines, and will be 
trained in on-air conduct, music requirements and the 
broader objectives of the station.  At least eight hours 
of in-studio training is required of all new volunteers 
before broadcasting live independently.  Training on the 
computer system, control room functions, emergency 
protocol, as well as presenting effectively on air will be 
provided. Special training to enhance on-air skills will be 
offered periodically.  A mentor is assigned to each new 
volunteer; this person will support you, answer questions, 
and coach you along on your new journey as an on-air 
radio host.



CONtACt uS

The CANOE FM studios are located at 739 Mountain 
Street in Haliburton, Ontario.  

Telephone  
705-457-1009 

Fax  
705-457-9522

Mailing Address 
PO Box 1125  
Haliburton, ON  K0M 1S0

Email  
canoefm@bellnet.ca

Website 
www.canoefm.com
 

We look forward to hearing from you and welcoming 
you as an On-Air Volunteer at 100.9 CANOE FM, 

‘The Voice of Haliburton Highlands’!

Canoe FM, as a not for profit,  
volunteer based community radio station,  
is the Voice of the Haliburton Highlands.  

Our mission is to provide balanced  
programming, including entertainment  

and vital information. We strive to  
showcase local talent and meet community needs.  

Canoe FM will remain a strong partner in the 
development of our community.


