MCTV STUDIO PROCEDURES
The City of Milpitas, Milpitas, California


ROLE OF MCTV STAFF

Milpitas Community Television (MCTV) is overseen by members of the Milpitas Telecommunications Commission and local community volunteers (MCTV staff). The primary role of MCTV staff is to train community producers, maintain equipment and facilities, schedule programming and equipment, and bring community members together in an environment that will foster the best use of Milpitas public access television.

EQUIPMENT AND FACILITIES
Studio facilities and equipment are entrusted to Milpitas Community Television (MCTV) in order that people in this community may gain access to and be trained for production of their own television programs. This creates a condition of mutual responsibility between the MCTV and its users.

Studio facilities, pre-production, production and post-production equipment are provided on a first come, first served basis, and solely for the purpose of the production of programming that may be cablecast by MCTV.

MCTV provides equipment in sound operating condition for Public Access use. It is the responsibility of the users to return the equipment in the condition in which it was loaned and to leave the studio and other production facilities undamaged and not adversely affected by their use.

Repairs occasioned by user abuse or negligence to equipment and facilities will be the financial responsibility of the user.

Equipment Use

A. Access by users under the age of 18 must have a signed consent form from a parent or guardian. Minors must also have adult supervision by a trained community producer and approval of the MCTV staff to use the equipment on their own.


B. Care of equipment and facilities:

1. Individuals using MCTV equipment and facilities will not tamper or change any wiring or components. No attempt should be made to repair or work on equipment.


2. Cost to repair damaged equipment caused by unauthorized tampering will be charged to the user. These costs may include any attorney fees, replacement fees or court costs related to the damage done by the user. Loss of equipment and facilities privileges may result from such abuse.


3. All equipment defects, damages and problems must be reported to MCTV staff as soon as possible after discovering the defect. 


4. No food, drink, or smoking is allowed near equipment, on the MCTV premises, at any time.


5. Facilities must be left in a clean and neat condition:

· Any props, tapes, scripts, etc. should be removed at the end of the session.
· Cables and portable equipment must be stored appropriately.
· Power should be turned off.

6. Producers must schedule adequate pre-production and post-production time to complete their project in the assigned slot time.

STUDIO USE

A.   To use the studio and control room, the community producer must be trained for studio production.


B.   A minimum of two weeks notification for scheduling of the studio is required for live programs. 


C.   Live studio production will require supervision of an MCTV staff member.


D.   Studio productions scheduled for outside regular MCTV hours must be arranged with MCTV staff.


E.   Community producers are responsible for the behavior and actions of their guests, talent and others in attendance.

Rules of Conduct

· Time spent at MCTV is to be used for producing programming for the station, for training or for specific community activities.


· Proper respect and care for the equipment must be maintained at all times.


· No smoking on the premises.


· No eating or drinking on MCTV premise or studio is permitted.


· Being under the influence of alcohol or drugs is prohibited.


· No harassment or intimidation is allowed.


· Any action or behavior that adversely affects the safety of others or security of MCTV is prohibited. 


· Possession or use of any illegal substance or weapon in MCTV studio is strictly forbidden.


· Rearranging or reconfiguring of MCTV equipment requires staff approval.


· The community producer and crew must cooperate with the MCTV studio staff. The term "cooperate" includes, but is not limited to, obeying instructions of the studio staff, complying with MCTV's Policies and Procedures, and treating the MCTV studio staff in a respectful manner.

Cancellation

Available MCTV studio time is limited and canceling scheduled studio time causes an inconvenience to others that want to use the facilities. Cancellations should be kept to a minimum.

A.   Producers that repeatedly cancel their scheduled time may lose future studio privileges.

B.  Cancellation of equipment and facility reservations should be made at least 7 days in advance, except in cases of emergency.
No-Shows on Scheduled Equipment Time

If a producer does not show up within 1/2 hour of the time of a reservation for equipment or facilities, any waiting, trained individual may use the equipment and/or facilities.


Access to Facilities and Equipment

A.  MCTV equipment and facilities are available for use by anyone who is a resident of the City of Milpitas, California, and who is trained by MCTV staff. Scheduling is at the discretion of the MCTV Staff.


B.  Production equipment and facilities are available at no charge to trained community producers, provided that: 

( MCTV production equipment and facilities are not used as an income-
   generating source, but rather as a forum for community communication.

( Programs are being prepared for broadcast on MCTV public access channel.

( All persons operating the equipment are trained to use the equipment.

( The community producer has filled out a MCTV production contract and it has
   been approved by a MCTV staff member.
C.  Individuals who do not live in the City of Milpitas can gain access to MCTV facilities by being sponsored by a person or group, which is directly related to the City of Milpitas (i.e. Big Brothers Big-sisters, etc.) to produce a program for cablecast on MCTV.
 

D.  Every effort will be made to schedule use of the studio facilities on a first-come, first serve, non-discriminatory basis. However, MCTV staff shall determine the final scheduled.


E.  MCTV telephones are strictly for MCTV business only.


F.  Personal property will not be the responsibility of MCTV.

Editing and Post-Production

A.  In order to schedule edit time, a community producer must be trained by a MCTV staff member.


B.  Cancellations of edit time should be made 24 hours in advance of scheduled time.


C.  Editing times are scheduled for regular station business hours. Other times may be allowed at the discretion of the MCTV staff.


D.  If a community producer will require staff assistance during the edit session, this should also be scheduled when time is booked.


E.  If any piece of equipment needs to be reconfigured, a staff member must be notified.


No-Shows on Scheduled Equipment Time

A.  Cancellation of equipment and facility reservations should be made 24 hours in advance, except in cases of emergency.


B.  No-Show Policy: if a producer does not show up within 1/2 hour of the time of a reservation for equipment or facilities, any waiting, trained individual may use the reserved equipment or facilities. 


FORMS
A. Milpitas Community Television Studio Request Form

B. Problem Report Form
Re-Configuration Form 

C. Form A: Milpitas Community Television Studio Request Form
Organization (if any) _____________________________________ Org. Tel: 


Name of Producer/Sponsor __________________________________ Tel: 


Email 


Address 


City _____________________________________________________ State______ Zip 


About Program

Estimated Program Length ___ :___:___( hour: min: sec)


Program Title: 

Brief Description of Program
Requested Studio Time: 

(Please list at lest one alternate time and check with Programming Coordinator for final schedule)

1. Date_____________________ Time: from ______________ to _______________

2. Date_____________________ Time: from ______________ to _______________

Note: The requested times cannot be guaranteed. For exact scheduled time, contact Programming Coordinator (Tel: 408-xxx-xxxx). 

Page 1/2 of Request Form
Milpitas Community Television Programming: Statement of Compliance Agreement

Terms and Conditions

I____________________________________________ , agree to indemnify and hold Milpitas Community Television, the City of Milpitas, and any regulating body of persons harmless from any and all liability or any other injury (including reasonable costs of defending claims or litigation) arising from or in connection with claims for failure to comply with any applicable laws, rules, regulations, or other requirements of local, state, or federal authorities; for claims of libel slander, invasion of privacy, or the infringement of common law or statutory copyright; for unauthorized use of any trademark, trade name or service mark; for breach of contractual or other obligations owing to third parties by the City of MILPITAS; and for any other injury or damage or equity which is claimed to result form my use of the facility of the City of MILPITAS.

I have read and I am thoroughly familiar with and agree to follow the Programming policies of procedures and the amendments thereof of the City of MILPITAS. 

I understand that not providing accurate information in this document may result in the suspension of my studio privileges for Milpitas Community Television facilities of the City of MILPITAS.
Signature______________________________________________________ Date 


Print Name


Organization (if applicable) 


Parent or guardian name (if under 18 years of age) 


User/Guardian Signature____________________________________________ Date


Address 


Tel ________________________________ Email 


Cancellation

Available MCTV studio time is limited and canceling scheduled studio time may cause inconvenience to others that want to use the facility. Cancellations should be kept to a minimum.  A: Producers that repeatedly cancel their scheduled time may lose future studio privileges.  B: Cancellation of equipment and facility reservations should be made at least 7 days in advance, except in cases of emergency.

No-Shows on Scheduled Equipment Time

If a producer does not show up within ½ hour of the time of a reservation for equipment or facilities, any waiting, trained individual may use the equipment/or facilities.

Page 2/2 of Request Form

Form B: Problem Report Form
Date: __________________  Time: ________________

Name of Producer: _________________________________ Tel: _________________

Email__________________________________________________________________

Problem is with Facilities ___   or Equipment ___

Specific Equipment with Problem  (Example: Camera 1, Recorder 1, Ceiling Lights, etc.)
Description of Problem: 

Were you able to complete your scheduled activity: _______

For MCTV Staff Only

Problem reported to City staff on: Date _______________   By: Name_____________________________

Problem Corrected on: Date ___________________

Form C: Re-Configuration Form
Scheduled Date: __________________  Time: ________________

Name of Producer: _________________________________ Tel: _________________

Email__________________________________________________________________

I request the reconfiguration of the following equipment:

Specific Instructions:

For MCTV Staff Only

Re-Configuration completed on: Date _______________   By: Name_____________________________

Equipment restored to original configuration: By: ____________________  Date ___________________

� Information about the MCTV studio facilities is available at www.MiliptasTV.org.





Working Document (Draft 1.4)
Page 9
7/06/2006

Drafted by MCTV Working Group, Adopted by Telecommunications Commission, City of Milpitas, CA on ________________

