
THE CLEVELAND JEWISH PUBLICATION COMPANY 
ETHICS POLICY FOR PROFESSIONAL STAFF 

May 3, 2007  
 
INTRODUCTION 
 
The Cleveland Jewish Publication Company expects its professional staff to adhere to the 
highest professional standards with respect to the operation of the Company and the 
publication of the Cleveland Jewish News and any other media published by the 
Company (collectively, the “CJN”).  The following guidelines are designed to help staff 
avoid embarrassment and harm to the Company’s reputation.  Not every situation can be 
addressed in this document.  Staff should always exercise sound judgment.  When in 
doubt, a staff member should consult his or her supervisor. 
 
Each employee will be expected to acknowledge annually that he/she has received, read 
and understands the Ethics Policy as then in effect. 
 
I. JOURNALISTIC INTEGRITY 
 

A. Honesty  
 

1. Self identification – Reporters and photographers will identify 
themselves as representatives of CJN, except in the rare instance in which 
a reporter or photographer has an editor’s approval to proceed without 
identification, which will be given only when identification will interfere 
with news gathering.  
 
2. Attribution, anonymity  
Information will not be printed in reliance on an anonymous source unless 
(1) the reporter has used his/her best efforts to persuade the source to 
permit full attribution; (2) the information is crucial to the story and 
cannot be obtained any other way; (3) the information is considered 
unimpeachable or has been verified to the fullest extent possible; (4) the 
editor is given the name of the source and approves using the information 
without attribution; (5) the reason for anonymity is stated and the source 
described in a manner that permits readers to gauge the source’s 
credibility.  

 
3. Attribution – “off the record”, “on the record”, “background” 
 If there are conditions on attribution, the reporter and source must 
have a common understanding.  This is especially important for a source 
that does not regularly deal with the media.  Reporters should clearly 
explain to unsophisticated sources at the outset the difference between off-
the-record, not-for-attribution, background and on-the-record remarks. 
The generally accepted definitions of the conditions of attribution are:  
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“On the record” – All statements and opinions of the source can 
be quoted and paraphrased at will, and are attributed directly to 
the source, who will be named.  This is preferred. 
 
“For background” – All statements and opinions can be quoted 
and paraphrased at will, without direct attribution to the source.  
The CJN’s policy as to unnamed sources is set forth in Section 
I.A.2. above. 
 
“Off the record” – Anything said off the record cannot be quoted 
or paraphrased at all.  The reporter should make it clear to the 
source that he or she will attempt to learn the information from 
other sources without implicating the original source.  Never 
agree to go off the record if the understanding is that you can not 
try to get the information from another source.  
 

4. Plagiarism – For a writer to present another person’s work as the 
writer’s own is plagiarism and will not be tolerated.  Material from other 
sources, including press releases and literary works, must be clearly 
attributed in the body of the story.  When wire service material is 
modified, the by-line should be changed only if significant changes have 
been made and the wire service must also be credited.   When using 
internet sources, care should be taken to properly cite the original source.  
Plagiarism will be cause for dismissal.  
 
5. Advertorial and Special Sections – Themed advertising sections 
produced by or on behalf of the CJN’s advertisers must be readily 
distinguishable from news content by clear labeling and distinctive 
typography and appearance.   

 
B. Accuracy 
 

1. Truth – Accurate and impartial reporting and editing should be the 
hallmarks of CJN.  
 
2. Corrections – Corrections will be made promptly in a manner that 
specifically identifies the issue, story and error, and will appear on the 
letters to the editor page. Readers are encouraged to send their corrections 
and/or omissions to editorial@cjn.org 

 
3. Quotations - Quotations will be altered only to correct grammar or 
excise insignificant excess words. Any other changes are not considered 
quotations and should not be represented as such. 
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4. Photographs 
 

a. No manipulation of content - The content of a documentary 
photograph may not be manipulated, changed, or altered to 
any degree or in any manner.   Traditionally accepted 
cropping, dust and scratch cleanup, color balancing, and 
contrast control is permitted so long as it does not change 
the meaning or information conveyed by the original.  

 
b. Illustrative photos - A staged or illustrative photograph 

should be labeled as such. 
 

C. Fairness 
 

1. Objectivity - Journalists are expected to approach each assignment 
with open minds, objectivity and without prejudgment. 
 
2. Completeness – No story is fair if it omits facts of major 
importance or significance that the reporter knows or should have 
investigated  
 
3. Multiple viewpoints – Reporters must make every effort to get all 
sides to a story  
 
4. Opportunity to respond – When an issue involves two or more 
sides in conflict, all significant interests should be given an opportunity to 
respond to anything published in the CJN by a letter to the editor or in any 
other manner deemed appropriate by the Editor.    

 
D. Respect 
  

1. General - All Staff must respect the dignity, privacy and rights of 
all people encountered in the course of a story.  

   
2. Naming victims of crime or juvenile suspects or defendants -  
Unless governed by law, the decision whether to report the name of a 
victim of crime (especially a victim of rape or sexual assault) or the name 
of a juvenile (under 18) suspect or defendant should be based on an 
evaluation of the news value against the possibility of re-victimizing a 
person.  

 
3. Privacy – Balance the need to expose aspects of private lives 
against public interest. 
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4. Vulgarity – Avoid using vulgarities, obscenities, insensitive or 
racially offensive remarks, but recognize there are rare cases when 
printing them is necessary or appropriate. 

 
E. Independence 

 
1. News stories should be written without injecting the writer’s 
opinion.  Editorials or other expressions of opinion should be clearly 
identified as such and distinct from reported articles and stories. 
 
2. News and editorial staff will not permit any source, subject, 
advertiser, or other person to exert undue influence upon the investigation 
of a story, the reporting of news, or the editorial position of the CJN.  
 
3. Each reporter must notify the Editor of any personal or financial 
interest or specific relationship to the subject he or she (or any member of 
his or her family, or his or her business or organization) may have prior to 
writing a story about that subject, or as soon as the reporter becomes 
aware of any such interest or relationship.  No reporter may be involved in 
reporting on any matter in which that reporter has significant bias or 
prejudice. 
 
4. Stories are never subject to pre-approval by subjects or sources 
prior to publication. If requested, a subject or source may have his or her 
direct quote read back to him/her. 
 
5. A reporter shall not make any promise to a source, subject or other 
person concerning the placement, timing, use, non-use or extent of use of 
any material.  
 
6. The Company does not pay for news or leads. 
 

   
II. NO CONFLICTS OF INTEREST 
 

A. Press credentials 
 

Staff shall not use their positions with the CJN to gain any benefit or 
advantage in commercial transactions or personal business for themselves, 
their families, friends or acquaintances.  Staff shall not use the CJN’s 
name, reputation, phone number, business cards or other identification or 
stationery to imply threat, retaliation or pressure; to curry favor; or to seek 
personal gain.   

 
 
B. Gifts, Meals, Entertainment, Travel 
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 1. Gifts – No staff member may accept a gift of more than nominal 
value ($25) from any vendor, advertiser, source, story subject, any person 
or organization that has been or is likely to be a subject of reporting or 
opinion in the CJN, or competitor. Where practical, such gifts shall be 
returned with a note of thanks and an explanation of CJN standards.  
Where impractical to return, gifts shall be given to charity. Staff must 
never accept cash.  

 
 2. Meals – Whenever possible, staff should pay for their own meals.  

Use common sense and courtesy when offered refreshments or food. A 
meal of nominal value ($25) is acceptable.  When dining with sources on 
an ongoing basis, it is acceptable to pay at alternating meetings.  On 
occasion, staff may be invited to view new or remodeled facilities of 
organizations we cover, or to be informed of newsworthy programs which 
are being offered.  In those instances where a meal of nominal value is 
provided as part of the program / presentation, staff may accept the meal. 

 
 3. Passes, tickets – Passes and free and discounted tickets may be 

accepted only for the purpose of news coverage and trade. Reporters, 
however, may accept passes to events where there are special facilities 
such as press boxes or tables, or to events where media and community 
leaders are invited, even if they are not reviewing the show. 

 
 4. Travel – If sponsored by a non-profit organization, travel at a 

subsidized rate is permitted, as long as sponsor and travel arrangements 
are made clear in the article and do not compromise objectivity covering 
the event.  . 

 
C. Endorsements 
 

Employees may not endorse a product or service for an advertiser or 
vendor in an advertisement or testimonial. 

 
D. Review copies of print or audio publications 
 

Covering reporter may keep those items. Those items not reviewed are to 
be retained as a resource at CJN offices. 

 
E. Other Employment, Business Activities (including freelance work)  

 
1. Full-time staff may not perform work for any competitor of the 
CJN. Competitors include any newspaper, magazine or other media 
publication, regardless of form, with an editorial focus on and presence in 
the Northeast Ohio area or any aspect thereof. 
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 2. Before accepting any outside assignment with or by an 
organization not in competition with the CJN, staff should make sure that 
the tone and content of the publication or Web site are consistent with the 
standards of the CJN.  

  
3. A staff member who accepts outside employment or assignments 
with or by other organizations must assure that such employment or 
assignments do not interfere with the staff member’s responsibilities to or 
work for the CJN.  
 

 4. A staff member who accepts outside assignments should adhere to 
the same ethics guidelines as if he or she were performing work for the 
CJN.  

 
 5. Staff may not use CJN equipment, supplies or facilities when 

performing work for any other person or organization.  Staff must perform 
freelance work on their own time. 

 
 6. When in doubt about any potential conflict, a staff member should 

speak with his or her supervisor. 
 
 7.  While staff may participate in blogs, staff may not discuss CJN in  

a negative manner, or disclose proprietary information of or about or 
ridicule the CJN. 

 
F. Non-Profit Community Activities 
  
 1. Employees are encouraged to become involved in the communities 

where they live, but should be aware of potential conflicts which could 
arise. 

 
 2. Any staff person who becomes involved in volunteer activities 

should clarify to the organization that the staff person does not represent 
the CJN in volunteering or working with the organization, and that the 
organization should not expect any special consideration or treatment by 
the CJN.  

 
3. A reporter must disclose to the reporter’s supervisor or the editor 
the reporter’s connection to or personal or financial interest in the subject 
of a story.   

 
G. No Political Activities – No senior staff, (defined as CEO, Editor or 

Advertising Director), or editorial staff person may engage in any political 
activity, including: 

 
 1. Holding public office 
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 2. Circulating or signing petitions 
 
 3. Participating in demonstrations 
 
 4. Contributions to any political party, candidate, ballot issue or 

advocacy effort which the CJN might be reasonably expected to cover in 
fulfillment of its mission. 

 
 5. Displaying buttons, bumper stickers or yard signs in support of  

any political party, candidate, ballot issue or advocacy effort which the 
CJN might be reasonably expected to cover in fulfillment of its mission. 

   
Those who reside with senior staff or editorial staff are requested and 
encouraged to avoid the foregoing in public.   

 
H. Investments 
 
 The CJN recognizes that staff may hold a variety of investments.   Staff 

should disclose to the CEO any investment in a company that becomes 
subject to coverage by the CJN. 

 
I. Transactions Between Employee and Company 

 
The CJN discourages transactions between employees and the CJN.  
Business may be conducted between an employee and the CJN if full 
disclosure of the relationship is made to the CEO, the transaction is on 
terms no less favorable to the CJN than would be obtainable from other 
vendors, and the CEO believes the transaction would be in the best 
interests of the CJN.  Certain transactions may also require the prior 
approval of the President, Executive Committee or Board.   

 
J. Contest Entries 
 

1. With the exception of contests specifically designed for CJN staff 
(sales, circulation, etc.), CJN employees and immediate family members 
are not eligible to participate in CJN-sponsored contests or prizes. 

 
2. CJN staff may not enter contests sponsored by people or 
organizations covered or likely to be covered by the CJN.  A Staff member 
may enter contests sponsored by journalism-related organizations such as 
the Society of Professional Journalists and the American Jewish Press 
Association, with prior approval of his or her supervisor. 
 

K. Prizes and Awards 
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Awards from partisan groups or causes or from organizations the CJN 
covers may create the appearance of conflict of interest or raise doubt 
about the CJN’s ability to report fairly on that organization. Staff should 
not accept any prize or award without the approval of his or her 
supervisor. 

 
L. Honoraria 

 
Except as otherwise prohibited by this Policy,1 a staff member may, at the 
request of an organization other than the CJN, speak publicly or 
participate in a panel discussion, but a staff member should not request or 
seek payment other than for actual and reasonable out-of-pocket personal 
expenses (such as travel or out-of-town lodging) for such speech or 
participation.    The CJN discourages its employees from accepting 
honoraria from local groups or organizations. If a staff member is offered 
an honorarium for such speech or participation, (a) the staff member may 
accept an honorarium up to $75 from an organization within the 
geographic or subject matter scope of CJN’s coverage  and may return the 
honorarium to the organization as a donation; (b) the staff member may 
accept an honorarium from any other organization; (c) a staff member who 
accepts an honorarium must notify his or her supervisor of the nature and 
source of the honorarium.  
 

 
III. NO MISUSE OF COMPANY ASSETS, NAME OR POSITION 
 

A. Cannot Use for Personal Gain – Company assets (computers, software, 
letterhead, supplies, etc.) may not be used for personal gain or benefit or 
for any purpose other than the business of the Company. 

 
B. Any and all information gained by working for the CJN or obtained in the 

course of employment with the CJN is owned by the CJN and proprietary 
to the CJN and may not be disclosed to anyone unless published by the 
CJN or specifically authorized by the Editor or CEO and consistent with 
applicable laws. 

 
C. Work Product Belongs to the Company – Any material produced by a CJN 

employee that is within the scope of his / her employment is considered 
“work for hire”, whether or not published in the CJN or any of its 
publications, and all rights belong to the CJN. Such material may not be 
sold, licensed, or otherwise authorized for publication except by 
permission of the CJN and under such terms as the CJN may specify  

 

                                                             
1 This exception serves to prohibit, among other things, public speaking for a competitor, which would 
violate E.1. or for a political candidate, which would violate G.1. 
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D. No Usurpation of Company Opportunity – No employee of the CJN may 
divert an opportunity for the CJN for his/her own benefit or for the benefit 
of members of his/her immediate family.  An “opportunity” is a business 
opportunity in the CJN’s line of business which the CJN is financially able 
to undertake and which has not been rejected by the CJN. 

 
 

IV. DEFINITIONS 
 

For purposes of this Policy, the following terms are defined and used as set forth 
below: 

 
1. An “employee’s business or organization” means any business or 

organization of which the employee serves as an officer, director, partner, 
trustee, member, or with respect to which he or she owns 10% or more of 
the stock or other equity interest, legally or beneficially, directly or 
indirectly. 
 
 

V. EMPLOYMENT POLICIES 
 

Employees of the CJN are expected to comply with all employment policies 
contained in the CJN’s Personnel Policy Manual. 

 
 
VI. GUIDELINES 
 

Guidelines can’t cover everything. Use common sense and good judgment in 
applying these guidelines.  In case of any question, consult your supervisor. 

 
 
 
 
 
 
 
 
 
 
 
 
 
Ethics, May 3, 2007 


