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MCTV BROADCAST AND STUDIO – Policies and Procedures
,

The City of Milpitas, Milpitas, California


SECTION I — OBJECTIVES, GOALS AND PRINCIPLES

The City of Milpitas operates a Public Access channel for the use of its residents.  The Channel is provided under the franchise agreement between the City of Milpitas and Comcast of California as part of the Public, Educational and Government (PEG) programming services.  Policies for the use of the Government Channel are not included in this document. These policies may be obtained from the Milpitas Information Services Department.

The purpose of the Community Access channel (called “Milpitas Community Television”, “Milpitas Community TV, or simply “MCTV”) is to allow the public to produce and broadcast programming of interest to the citizens of Milpitas.  Programming is given wide latitude in terms of subject matter and any program having community interest that meets the criteria listed in Sec. III below may be broadcast on this Channel. 

Milpitas Community Television provides an opportunity for people living and working in Milpitas to view programming to include live broadcast events, sporting events, cultural events and special community events.

GOALS:
1. To have programming of ideas, attitudes, and personas, which reflect a diversified, cultural, perspective and the interest of our community

2. To provide an equal access to services for all members of our community, irrespective of creed, color, ethnic background, national origin, point of view, education, age, or economic means.

3. To involve the community and foster energetic volunteerism.

4. To create and promote programming for and by the community. 

PRINCIPLES

1. All segments of the population have equal opportunity to be represented in programming, policies and procedures.

2. All residents and workers in the City of Milpitas have equal access to training, production equipment, channel time and programming services.

3. Training in technical aspects and on the use of studio equipment is available. 

4. The MCTV, keeping in mind the community needs and concerns, will encourage diversity, independence, public accountability, and advocacy for public access and programming for the non-commercial content. 

SECTION II — PROGRAMMING 

Community Television should provide a variety of programming and therefore wide-latitude is given to subject matter and content.  Since this is a public forum however, decorum dictates that objectionable or offensive programming will not be allowed.  Therefore, non-objectionable and non-commercial programs such as the following broad subjects but not limited to these subjects, may be scheduled with time permitting: 

Educational programming, cultural programming, local news, local sporting events, and entertainment programming

Programming may not contain any of the following:

1. Programming that is in violation of any applicable local, state, or federal law.

2. Programming that is in violation of the franchise agreement
.

3. Material designed to directly promote or endorse a sale or a transaction of a commercial product or service. 

4. Commercial programming which in whole or in part depicts, demonstrates, or discusses products, services, or businesses with the intent or substantial effect of benefiting or enhancing a profit-making enterprise.

5. The solicitation or appeal for funds or other things of value for any and all purposes for other than a certified non-profit organization.

6. Programming or advertising which endorses or opposes candidates for public office that could be presented as a paid political advertisement on other media.  NOTE: Open debates on local issues and debates between candidates for elected offices for the purpose of informing the Community may be organized and broadcast on MCTV. 

7. Programming that constitutes or promotes any lottery or gambling enterprise.

8. Material which is obscene or sexually offensive as defined by applicable law.

9. Material which constitutes libel, slander, invasion of privacy or publicity rights, unfair competition, and violation of trademarks or copyright. 

10. Material which has a reasonable probability of creating an immediate danger of damage to property or injury to persons.

11. Programs having content that is offensive, abusive or provocative to the community.

SECTION III — STATEMENT OF POLICIES AND PROCEDURES

COPYRIGHT, ACKNOWLEDGEMENT AND DISCLAIMER POLICIES 

· A program produced on the MCTV equipment or using MCTV facilities or services should be in compliance with MCTV COPYRIGHT POLICIES

· An acknowledgement to MCTV will appear on each and every program produced on the MCTV equipment or using MCTV facilities or services

· A disclaimer and use of MCTV Studio will appear in each and every show. 

ELIGIBILITY — USER QUALIFICATIONS 

1.  Residency
• All persons who live in the City of Milpitas, and/or those producing programs for organizations or individuals within the City, are eligible to use the Studio facilities. The sponsoring organization must provide a letter stating that the organization is within the City of Milpitas or that the individual lives in the City of Milpitas and that it has entered into an agreement with the producer.

2.  Age
• All persons 18 years or older satisfy the age requirement. A younger person may gain access if an adult parent, legal guardian, or an organization assumes legal responsibility and supervises the minor when the Studio equipment is used. A younger person may also gain access through a specially sponsored program.

3. Training
• All users must complete appropriate training before using any production equipment or facilities.
  The training will be provided by MCTV

• To be eligible to use editing facilities, an editing training must be completed. An experienced
editor must have a staff person go over the editing system and, before editing, learn or review
the operation of the equipment at the MCTV Studio. 

SCHEDULING AND ACCESSING THE STUDIO
Anyone wishing to use the studio or its equipment may do so by following these policies and instructions in the Studio Guide. However, abuse of these policies and policies and procedures listed in the Studio Guide may lead to permanent loss of access privileges. Further, access to the Studio may be denied if the user, volunteer, or guest is physically threatening anyone or using undesired language on the Studio premises, or who is reckless or abusive with the Studio equipment. 

ORIENTATION AND TRAINING
Orientation or Training is available to all eligible persons as a pre-requisite to gaining access to the Studio equipment or facilities. The purpose of requiring orientation or training is to enable potential users to operate the equipment and facilities correctly to produce, or crew, programs (of at least minimal standards of technical and conceptual quality). There may be certain fees for the training/classes offered, in order to cover the expenses. 

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

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

THE MCTV Studio 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 will be the financial responsibility of the user.

SECTION IV — APPROVALS AND APPEALS
APPROVAL PROCESS

The request for programming on Milpitas Community Television must follow the guidelines described in these policies. The form requesting the programming on the MCTV channel should be submitted to the Programming Coordinator. The Programming Coordinator has the authority, and will accept or reject the program within five (5) business days. In case of rejection, the following sequence will be followed.

1. Upon rejection of the program by the Programming Coordinator, the program will be returned back to the requester along with the rejection letter (Form 2).
 

2. If the modification or correction is not intended, the requester may either withdraw his original request or may appeal the decision of the Programming Coordinator to the Community Television Subcommittee, using Form 3 for reconsideration, within thirty (30) days of the rejection. 

3. However, if the objectionable material has been corrected or removed, the requester may resubmit the program, within thirty (30) days of its rejection, to the Programming Coordinator along with the details of the changes made. The Programming Coordinator will accept or reject the program within five (5) business days.

4. Upon rejection of the program by the Programming Coordinator, the program will be returned back to the requester along with the rejection letter (Form 2)

5. Upon rejection of the program second time, the requester has the option of withdrawing his original request or appealing the decision of the Programming Coordinator to the Community Television Subcommittee, using Form 3 for reconsideration, within thirty (30) days of the rejection. 

6. The appeal will be submitted through Programming Coordinator. 

APPEAL PROCESS
1. The Community Television Subcommittee shall review the appeal request within 10 days. Upon
approval or disapproval, the requester shall be informed of the decision through Programming Coordinator.

2. Upon review of the Appeal, the Subcommittee and the Telecommunication Commission, shall forward its recommendations to the City Council or the City Attorney.

FORMS USED FOR THE REQUEST AND APPEAL PROCESS

The forms attached to these policies shall be used for the purposes of request, rejection, and the appeal to the submitted request.

Form 1
Milpitas Community Television Programming Request Form

Form 2
Milpitas Community Television Programming Rejection Form


Form 3
Milpitas Community Television Programming Request Appeal Form

Form 1

Milpitas Community Television Programming Request Form
Organization (if any) ______________________________ Org. Tel: ________________

Name of Producer/Sponsor __________________________ Tel: ___________________

Email___________________________________________________________________

Address_________________________________________________________________

City_______________________________State______________Zip________________

Video __ Text __ (If Text, Graphics: Yes __ No __). Note: Graphics is accepted subject to operational limitations.

Type of Media (NTSC format only): __SVHS __VHS __DVD __VCD __other: (specify) ________

Note: The type of media format is accepted subject to operational limitations. 

About Program

Exact length of Program ___ :___:___( hour: min: sec)


Program Title: ______________________________________________________________________________________
Brief Description of Program

______________________________________________________________________________________

______________________________________________________________________________________

______________________________________________________________________________________

Is there dated material that would make the program inappropriate to show at a future date? __yes __no

If yes, program should be removed from future playback after this date: _______ /_______ /_________

Requested Time Slot: 

(Check with Programming Coordinator for available schedule)

1. Date_____________________ Time ______________ to _______________

2. Date_____________________ Time ______________ to _______________

For Series, Program Re-Play Frequency: __daily __weekly __biweekly __monthly __other_____________

Note: The requested times cannot be guaranteed. For exact playback times, contact Programming Coordinator (Tel: 408-xxx-xxxx). If you have a series that has various episode titles, a list of your episodes may be turned-in ahead of time with your form. If you do not have your titles pre-selected, you should provide the show titles 2 weeks prior to air. If you do not provide a specific title for the episode, only your series title shall be used in listings. A new form must be turned-in every 3 months to renew or receive a new series slot for the next 3-month term.

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 providing inaccurate information on this document may result in the immediate suspension of my privileges for the broadcast on the Community Television Channel 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 _____________________________________________  

Page 2/2 of Request Form

Form 2

Milpitas Community Television Channel Programming Rejection Form
Date _______________ 
 Reference No. _______________

To: Name ______________________________________________________________

Address ________________________________________________________________

_______________________________________________________________________

You are hereby informed that your request dated ____________________ for the Milpitas Community Television Channel program has been rejected.

( First Rejection  ( Second Rejection.

Reason for Rejection ______________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

You have the option of correcting or removing the objectionable material in the program and resubmit the program1, or you may appeal1 this decision according to regulations described in the enclosed policies. If the program is rejected second time, you may not modify the program; however, you may appeal1 the decision. 

_____________________________________

Signature

Name of the official ______________________________________________________

Address: City of Milpitas, __________________________________________________ 

_______________________________________________________________________

1 Within thirty (30) days of the date of this rejection letter.

Page 1/1 of Reject Form

Form 3

Milpitas Community Television Channel Programming Request Appeal Form

Reference No. ___________________________    Originally Submitted on _______________


From Rejection Letter/Form
Date
Reason for Appeal (Explain Fully) ___________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Changes Made to Originally-Submitted Media __________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

Signature _______________________________________________________________

Name __________________________________________________________________

Name of Producer/Sponsor __________________________ Tel: ___________________

Organization (if any) ______________________________ Org. Tel: ________________

Email __________________________________________________________________

Address ________________________________________________________________

City ______________________________ State ______________ Zip _______________

Note: Please attach the copies of original request (and modification, if any) and rejection letter/form.

Page 1/2 of Appeal 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 providing inaccurate information on this document may result in the immediate suspension of my privileges for the broadcast on the Milpitas Community Television Channel 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 _____________________________________________  

Page 2/2 of Request Form

� These policies and procedures were written by the Telecommunications Commission in _________ 2006�   and adopted by the City Council in _________ 2006.


� A copy of these polices may be obtained from www.milpitastv.org


� A copy of the agreement may be obtained from www.milpitastv.org


� The Studio Guide (policies for day-to-day operation of the studio may be obtained from www.milpitastv.org


� MCTV Copyright policies document may be obtained from www.milpitastv.org





� The details of all the rejected programs shall be provided to Telecommunications Commission at the next scheduled meeting. 
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