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WHITEWATER COMMUNITY TELEVISION, INC. (WCTV)

PUBLIC, EDUCATION AND GOVERNMENT ACCESS
RULES AND PROCEDURES
(Revised September, 2004)
WCTV VISION
We believe that quality public access television is crucial to the free exchange of information and ideas necessary for a dynamic, growing, and learning community.  
WCTV will serve Wayne County with news, event coverage, educational and entertainment programming.  Through strong links with the community, WCTV will provide efficient, quality service to its viewers in an effort to bring the community to the community.

WCTV MISSION

WCTV is a non-profit organization that informs, educates and entertains Wayne County cable subscribers through public access and diverse programming.  The mission of Whitewater Community Television is to provide a PEG Access Television Center to the residents of Wayne County at no cost.

P - Public Access Television:  WCTV is committed to provide a vehicle for the airing of locally produced programming, created by a diverse variety of individuals, groups and organizations within our community.  This programming is non-commercial in nature, and the producer has full creative and editorial control.  In the production and airing of this programming, WCTV makes channel access, a full range of equipment, facilities and expertise available to all segments of our richly diverse community.  WCTV may not exercise editorial control except over unprotected speech or obscenity.

E - Educational Access Television:  WCTV administers a channel to allow the airing of programming produced by WCTV staff, and faculty, staff or students of community educational institutions.  Programs on this channel feature the activities of schools or colleges, fully televised courses of instruction, and other programs of educational value to the community.

G - Government Access Television: The programming for this channel primarily consists of gavel-to-gavel coverage of local government public meetings, but may include informative programs produced by or for government entities.  

WCTV LOCATION AND HOURS
WCTV is located in the lower level of Hayes Hall on the Indiana University East Campus, 2325 Chester Boulevard, Richmond, Indiana.
Business Hours:
Monday through Friday, 8:00 AM – 5:00 PM
Production Hours:
Monday through Friday, 8:30 AM – 4:30 PM




Other hours by appointment

Closed:

Saturdays and Sundays




New Years Day




Martin Luther King Day




President’s Day




Memorial Day




Independence Day




Labor Day




Thanksgiving Day




Christmas Day

When a holiday falls on a Saturday, it is usually observed on the preceding Friday; a holiday that falls on a Sunday is usually observed on the following Monday.  The facility may be closed on other dates as necessary.

THE BOARD OF DIRECTORS

WCTV has an approved set of bylaws that determine how the organization operates and governs itself.  The bylaws authorize up to 15 board members.  Board meetings are normally held on the second Tuesday of each month.  All Board meetings and all committee meetings are open to the public.  Minutes of meetings are available as public documents.

WCTV STAFF
WCTV staff will treat members in a courteous, client-oriented fashion and assist members in fulfilling their production goals.   WCTV staff will also be engaged in productions for the channels.  WCTV staff will follow the same code of Conduct that applies to community members (Section VIII).  WCTV staff consists of:

Ruth B. Mills, Executive Director

John Schuerman, Operations Director

Joyce E. Deaton, Assistant Operations Director

Carol Metz, Administrative assistant
SECTION I - GENERAL INFORMATION

Whitewater Community Television (WCTV) is a private, not-for-profit membership organization governed by a volunteer board of directors elected by the membership.  The primary goal of WCTV is to empower individuals and groups from the community to produce programs by, for and about the Wayne County area.  In order to assist area residents to become effective communicators and users of traditional and emerging communication technology, WCTV provides development in media literacy and video production training as well as the facilities needed to produce local community programming.  WCTV may produce programs for member organizations, government entitles and, when appropriate, work-for-hire productions.

1.   WCTV OPERATIONS
WCTV operations, facilities and channel space are governed by policies developed by community volunteers who serve on the Board of Directors.  Day-to-day and ongoing activities and functions of WCTV operations are carried out by a professional staff under the direction of the Executive Director.  The Executive Director is contracted by and reports to the Board.  WCTV operates according to a set of Rules and Procedures, which are developed by the WCTV staff and the Board of Directors.  The Rules and Procedures guide WCTV staff decisions to ensure equipment and resources are available for production purposes to the widest number of people on a first come, first served basis.

2.   ROLE OF STAFF
WCTV technical staff trains and assists producers in creating programs, maintains equipment, schedules programs for playback on WCTV channels and produces programming for the community and member organizations.  The Administrative staff manages the day-to-day business operations of WCTV.  

3.   MEMBERSHIP
Use of WCTV equipment and facilities for production requires a current membership.  Membership is open to all individuals and organizations.  Member benefits include voting privileges, newsletters, training, and discounts determined by the membership level.  All memberships are good for one calendar year.  

4.  EQUAL EMPLOYMENT OPPORTUNITY/AFFIRMATIVE ACTION POLICY

Whitewater Community Television is committed to equal opportunity within the organization and throughout American society as a whole.  In this regard, WCTV will recruit, hire, promote, and provide services to persons based upon their individual qualifications.  WCTV prohibits discrimination based on arbitrary consideration of such characteristics as age, color, disability, ethnicity, gender, marital status, national origin, race, religion, sexual orientation, or veteran status.

WCTV shall take affirmative action, positive and extraordinary, to overcome the discriminatory effects of traditional policies and procedures with regard to the disabled, minorities, women, and Vietnam-era veterans.

WCTV will work closely with the Affirmative Action office of Indiana University East to monitor the organization's policies and assist individuals who have questions or problems related to discrimination.

6.   SEXUAL HARASSMENT POLICY
Whitewater Community Television's policy against sexual harassment is designed to protect all members of the organization.  It applies to relationships among peers and to superior/subordinate relationships.  It also applies to all individuals, regardless of their gender or sexual orientation.

Harassment on the basis of sex is a violation of federal and state law.  WCTV does not tolerate sexual harassment of its staff, volunteers, producers and members.  Individuals who believe they are victims of sexual harassment, and those who believe they have observed sexual harassment, are strongly urged to report such incidents promptly.  WCTV will investigate every sexual harassment complaint in a timely manner and shall take corrective action following the guidelines established by Indiana University.

SECTION II - COMMUNITY PRODUCERS
1.  AVAILABILITY - WCTV production facilities are available to all member groups and individuals on a first come, first served basis for the purpose of non-commercial community access cablecasting.  Any use of the facilities that is commercial in nature and/or not intended to result in a program for cablecast on the access channels is forbidden.  Noncompliance to the above may result in being banned indefinitely from the facility.

2.   MEMBERSHIP - Proof of membership is required before any individual may receive benefits. 

3.   AGE - Although there is no minimum age restriction, residents under the age of 18 years must have on file a Parental/Guardian Consent and Financial Liability Form.  Those under the age of 16 will not be permitted to check out equipment or use production facilities unless accompanied by an adult.  The Executive Director has the latitude to deny any resident under the age of 18 access to WCTV’s facilities/equipment on said premises without the presence of a parent or legal guardian, or professional instructor.  Users of all ages must complete all appropriate certification requirements as set forth in these rules and procedures.

SECTION III - TRAINING

1.   BASIC WORKSHOPS - Television production workshops for individuals are provided by WCTV to provide a basic foundation and hands-on experience related to the production of community access programming.  Basic workshops will be offered 
monthly and require no prior television experience.  Specialized workshops are available to organized groups with a specific programming objective.

2.   INTERMEDIATE WORKSHOPS – Intermediate workshops will be offered quarterly in linear editing, camera operation, directing, interviewing techniques and studio production.  Successful completion of basic and intermediate workshops is required before users are permitted to register for the advanced courses.

3.   ADVANCED CERTIFICATION WORKSHOPS - Specialized workshops will be offered as requested in such areas as non-linear editing, lighting, directing, and program promotion.  Prerequisites may vary depending on the workshop.  Advanced certification requires completion of a cablecast program.

4.   REGISTRATION – Advanced registration for production workshops will begin approximately on the first day of the month prior to scheduled classes.  December 1st, for example, would be the first day users can sign up for workshops in the month of January.  Registrations will be accepted and approved on a first-come, first-paid basis.  Advanced workshops will be scheduled as needed.

5.   CERTIFICATION - Users who attend all workshop sessions and successfully demonstrate the ability to operate the video and audio equipment will be considered certified WCTV users, providing them access, without charge, to the equipment on which they have been trained.  Completion of each production workshop will be indicated on the user’s membership card and filed at WCTV for purposes of volunteer recruitment and proof of certification.  Users will be required to fill out Workshop Evaluation forms.

6.   FEES - A nominal fee may be charged to cover the cost of materials of the production workshops.  Payment in advance is required to register.  Refunds are available providing the registrant notifies WCTV of the cancellation one week in advance of the first class session.

7.   WAIVERS - Workshop waivers may be awarded to WCTV members at the discretion of the Executive Director providing the individual demonstrates proficiency in the use of requested equipment.

8.   CERTIFICATION RENEWAL – To keep certification active, you must maintain a current membership and must use the equipment; or facilities at least once a year.  After a period of one year without use of equipment or facilities, you will be asked to demonstrate proficiency on the equipment you wish to use.  If you cannot demonstrate proficiency, you may be asked to attend a refresher training workshop.

SECTION IV - EQUIPMENT AND FACILITIES USE

1.   PREREQUISITES AND RESTRICTIONS - Having successfully completed the appropriate training session, access users may schedule WCTV equipment and facilities for the production of access programming.  No person will be permitted to operate WCTV equipment without first completing the appropriate workshop.  Limits have been placed on the total number of hours each facility may be reserved per month to encourage use by as many individuals and organizations as possible.  These hourly restrictions break down as follows

PRODUCTION FACILITY

HOURS PER SESSION

HOURS PER MONTH

STUDIOS & CONTROL ROOMS

  4




16

EDITING SUITES



  4




16

PORTABLE EQUIPMENT


24




96

Production facilities may not be reserved for consecutive sessions.

2.   PRODUCTION EQUIPMENT/FACILITY USE - Upon receiving approval of the program proposal, the user may submit a WCTV Production Equipment Request form to reserve equipment or a Facility Request form to reserve facilities.  These requests must be submitted in person.  No production equipment will be reserved via telephone.  A Production Schedule Book will be accessible to all users to indicate facility availability.  Under no circumstances may users reserve time in the Equipment/Facility Book on their own.  Production Equipment/Facility Request forms will be processed by WCTV staff on a daily basis.  Users will be notified only if there is a time conflict and equipment or facility is not available.

3.   CANCELLATIONS - In the event a user fails to use the equipment and/or facility reserved without 24-hour notice of cancellation, that user may be prohibited from use of that equipment and/or facility for a period of 30 days.  Users showing up 30 minutes late for use of reserved production equipment or facility without notification, relinquish their reservation, which may then be available to other users.  Users may also be prohibited from use of that equipment or facility for a period of thirty days.  Repeated offenses may result in indefinite suspension, loss of WCTV certification, and necessary legal measures.

4.   DAMAGE OR LOSS - Users will sign the WCTV Equipment/Facility Request form agreeing to be financially responsible for damage or loss of equipment during the period it is reserved in their name.  Lost or damaged equipment must be replaced with identical equipment within thirty days.  Failure to comply within this time period will result in suspension from use of all WCTV equipment and facilities until the lost or damaged item has been replaced or repaired, or may result in legal action.  The user will not be responsible for normal wear and tear of equipment.

5.   CHECK OUT - Portable equipment will be checked out and in by WCTV staff.  Equipment will be thoroughly examined both at check out and return to determine the condition of the equipment at that time.  Users should allow time in their production planning for this procedure.

6.   PRACTICE - New workshop graduates may reserve production equipment and facilities for the purpose of practicing.  It is understood however, that access productions in progress will take precedent and the user may be required to relinquish their practice time to facilitate the production’s completion.
7.   STUDIO USE 

The television studio located in Hayes Hall on the IU East Campus was build by Indiana University East for use by Whitewater Community Television and the University.  It was built with the understanding that WCTV would oversee the facility and its use.  To this end, the following are guidelines for its use. 

 WCTV shall oversee the use of the studio and shall work with the university to determine what equipment will be used, including lighting and master control equipment.  WCTV shall also oversee the scheduling of the studio.

The following are guidelines for the WCTV/IUE studio

a.  Use of the studio:

· Studio use only – no charge or training for the public

· Studio use with equipment – requires training by WCTV staff and certification.

· The studio must be reserved no less than 4 weeks in advance to guarantee use.   Series shows produced in the studio have precedence over any other production. 

b.  Without exception, the studio CANNOT be used for any commercial production, or production for the purpose of generating funds for an individual or for-profit business.

8.   LIMITATIONS - The equipment and facilities are provided for the express purpose of producing programs for cablecast on the community access channels.  The use of equipment to produce programs for private use only or for personal or commercial gain is prohibited and may result in loss of privileges.
SECTION V - PROGRAMMING

1.   PROGRAM ORIENTATION MEETING  
All producers are required to meet with the Executive Director or Production Manager prior to the production and scheduling of any new programming.

2. PROGRAM CONTENT
Presentation of materials designed to promote the sale or exchange of a good or service is prohibited on WCTV.  In regards to all other materials, it is the policy of WCTV not to preview such material for the purpose of censorship.  WCTV shall not act as a censor to such materials prior to transmission on the access channels.  
However, presentation of the following materials on the access channels is specifically not authorized by WCTV, and may subject the producer or other responsible party (or parties) to criminal prosecution or civil liability:

a.   Any advertising material designed to promote the sale of  

      commercial products or services.

b.  Any obscene or indecent material
c.  Use of unauthorized copyrighted material.

d. Material that defames any racial, ethnic, sexual, age or religious  

      group.

e. Any use of violence or fighting words which are designed to invoke violence.

f. Noncompliance with applicable Federal, State and local laws and   

      regulations.

g. Any slanderous or libelous materials.

h. Any deliberate misinformation which may result in harm to any Individuals

I.    Any advertisement of or information concerning any lottery, gift 
      enterprise, or similar scheme offering prizes dependent in whole or in part on 

      chance.

     A disclaimer shall be contained at the beginning and/or end of each program stating:  
The views and comments expressed on this program are those of the producers and not those of WCTV, its staff or Board of Directors.

All videotapes must be submitted ready for play, including beginning and ending titles.  Titles will be added to tapes by WCTV for a fee.
     Videotaped programs must be submitted to WCTV no less than seven (7) days in advance of their scheduled cablecast.  Content outlines and/or scripts for proposed “live” programming must be provided to WCTV staff at least fourteen (14) days in advance of scheduled cablecast.

3.  VIEWER COMPLAINTS
WCTV staff will notify producers of the nature of all viewer complaints.  Viewers wishing to file a formal complaint may do so in writing on the form provided by WCTV for this purpose.  “Viewer Complaint” forms and a description of the complaint process are available at WCTV upon request.  WCTV will maintain a copy of each complaint and, if satisfaction of all parties cannot be resolves, will be presented to the Board of Directors for review. Programming cannot and will not be pulled from rotation because of viewer complaint without express permission of the producer and/or Board of Directors.

4.  PROGRAM SCHEDULING 
All users must submit, sign and complete an Application for Presentation form which shall include their name, address, phone number, program description, requested day, date and time, as well as a statement of compliance with the rules and procedures set forth in this document.  These requests must be submitted in person.  Programs will not be scheduled by telephone. Requests for channel time will be 
processed on a first come, first served basis.  Users will be notified only if there is a time conflict and the channel time requested is not available.   (see SECTION V, Numbers 3 and 4)

5.  LOCALLY PRODUCED PROGRAMMING 
Programs produced through the WCTV facility by WCTV members or directly produced by individuals or organizations through other area production facilities may be scheduled for cablecast on WCTV’s channel with a maximum repeat of four times.  WCTV reserves the right to repeat the program.  A minimum of 50% program content must be locally produced.  WCTV reserves the right to waive these restrictions on a case by case basis.

6.  IMPORTED PROGRAMMING
All programming not produced locally must be sponsored by a local individual or organization.  Imported programs may be scheduled on the access channel a maximum of four times.  WCTV reserves the right to schedule imported programs in available time slots and may schedule additional times on the access channel.  All imported programs must contain opening and closing credits including the name and means of contacting the local individual or organization sponsoring the program.

7.  “LIVE”  PROGRAMMING 

WCTV reserves the right to pre-empt any program for the presentation of a “Special Live” production.  In such cases, WCTV will reschedule the pre-empted program and notify the producer or sponsor of the scheduling change.   All live programming must be simultaneously videotaped on WCTV stock and a copy left at WCTV immediately following the production.

8.  “SERIES” PROGRAMMING 
Series programming will be scheduled through a semi-annual drawing.  One series may be submitted per producer or sponsor.  WCTV operates in eight-hour time blocks, with up to five (5) hours of each block reserved for series programming.  Programs must be delivered to WCTV in a consistent and timely fashion.  Failure to provide new programming for more than two regularly scheduled time slots may result in the loss of the regularly scheduled time slot.

9. TECHNICAL REQUIREMENTS 
WCTV has the capacity to cablecast S-VHS, VHS, DVD or mini DV format.   Programs submitted for cablecast on other videotape formats must be transferred to these formats.  In the event the user cannot make the transfer, WCTV staff may transfer the program for a fee.  Additional technical requirements are as follows:

All Video tapes must

a. contain 10 seconds of black or a countdown immediately preceding the program.  

b. begin within the first 60 seconds of the tape.

c. have a minimum of 60 seconds of black following the program and not contain any extraneous video material.

d. have consistent audio levels

e. have no control track breaks

f. have only one program per videotape is allowed

g. be submitted in standard play.  Tapes submitted in any other format will not be played (EP, SP, SLP)

h. be labeled with program title, length of program, name of producer and phone number of producer.  WCTV staff will produce titles for tapes for a fee.
i. have contact information at the end of the program.
j. not contain any commercials or solicitation for products or services
k. contain opening and closing credits for all programs produced using WCTV equipment and facilities, including the following required statement:  
PRODUCED THROUGH THE FACILITIES OF WCTV, CONTENT OF THIS PROGRAM IS THE SOLE RESPONSIBILITY OF THE PRODUCER AND DOES NOT NECESSARILY REFLECT THE VIEWS OF THE WCTV STAFF AND BOARD OF DIRECTORS.

l. contain labels on the tape container.  Labels must include the program title, subtitle (when applicable) and exact length to the nearest second.  Labels for locally produced programs will be provided by WCTV. 
m. contain a disclaimer at the beginning and/or end of each program on all imported programs.  For example:  “THE CONTENT OF THIS PROGRAM IS THE SOLE RESPONSIBILITY OF THE PRODUCER AND DOES NOT NECESSARILY REFLECT THE VIEWS OF WCTV STAFF AND BOARD OF DIRECTORS.”
n. Imported programs must contain the name and contact information of the local sponsor at the beginning and/or end of each program.

10. UNDERWRITING 
Underwriting of programming produced with WCTV equipment is permitted based on the following limitations and criteria:

a.  Producers may not solicit any monetary support for the production of any access program except through a legitimate grant giving organization unless Producer has explicit permission of WCTV.

b.  Producers on their own behalf, may solicit “in kind” contributions such as food, set materials and other equipment necessary for the production of their program in return for underwriting credit.

c.  Underwriting credit shall be limited to the following:

1)  The visual and/or audio presentation of the name and logo of the underwriter during the beginning and ending credits of the program only.

2)  A maximum of 10 seconds is permitted for identification of an underwriter.

3)  A maximum of five (5) underwriters may support any given program or series of programs.

4)  Any commercial statement or mention of a product, service or any other activity by which the underwriter might generate a profit is prohibited.

5)  The specific address and phone number is permitted only for underwriters of not-for-profit status.  Identification of the city and state where the underwriter is located is permitted in all cases.

6)  Any deliberate presentation or emphasis on any visual sign, banner, logo or other item identifying the underwriter other than in the opening and closing credits of the program is prohibited.

d.  Producers violating the underwriting guidelines set forth herein will be denied access to WCTV equipment thereafter.

10. WORK FOR HIRE 

WCTV is a volunteer based community television facility.  WCTV equipment and air time are available free of charge to all citizens and organizations who desire to communicate through television via access to the cable system.  Use of this community equipment to generate a profit is inappropriate and is in direct conflict with the volunteer spirit that makes access television unique and accessible.  It is WCTV’s policy that no one may receive monetary compensation for any service rendered utilizing WCTV production equipment and facilities.  Employees of an organization, producing programming for that organization may receive their normal compensation.  Any attempt or scheme to utilize WCTV equipment to perpetuate personal income is prohibited.  Anyone determined to be in violation of this policy will be denied use of WCTV equipment and all process tapes shall be erased.

SECTION VI – CABLECASTING GUIDELINES

1.   An Application for Presentation form must be completed by the producer for each program submitted for cablecasting.  The form states, among other things, that the producer is solely responsible for the content of the program and the producer has obtained all necessary performance and copyright clearances.

2.   A Talent Release must be signed by the event organizer and a representative of each act performing at the event.  A performance is defined as an entertainment, theatrical or informational presentation.

3.   WCTV’s reserves the right to change the program schedule without notice.

4.   WCTV reserves the right to schedule adult programming between the hours of 10:00 p.m. and 5:00 a.m.  A producer may appeal this decision by a written request to the Board of Directors for review at their regular meeting.
5.   Producers may have no more than two (2) tapes cablecast at any given time as follows:

a. One (1) series and one (1) individual program

b. One sponsored out of county program and one (1) series or individual program. (note:  If the producer has a series program, the producer may submit one individual program at a time; or if the producer sponsors an out of county program, the producer may submit one individual program in addition, or one series if the out of county program is not a.)
SECTION VII - VIDEOTAPE

1.   AVAILABILITY 

A maximum of 3 videotapes per program will be available to users for production of access programs.  All videotape provided by WCTV must be stored at WCTV.  Users may check out their videotapes for use during scheduled production times only.  Users are permitted to use their own videotapes for the production of access programs.

2.   RECYCLING 

Tapes on which a project has begun, but has not been completed, will be held for a period of two months.  If no work is done on the production within that time period, the tape will be recycled.  All videotapes will be recycled after scheduled showings are completed unless arrangements are made to replace the tape, have a copy made or the users and WCTV staff agree to hold the tape for future use.

3.   OWNERSHIP 

The access user retains all copyrights to the program content regardless of whether the user or WCTV provides the tape stock.  However, when the user is using WCTV tape stock, the videotape itself is the property of WCTV.  In the event a user desires to keep the program, arrangements must be made to replace the tape with new identical tape stock or have a copy made.

4.   DUBBING 

Users may not use WCTV equipment to make free copies of their programs.  Individuals who would like copies of their programs may produce the program on their own tape initially, record the program off the cable system when it airs or request a dub from WCTV for this service.  Dubs may be requested for completed programs only, and only after they have been scheduled for airing on the access channel.  Copies of raw footage are not permitted.  WCTV reserves the right to provide copies to the general public, upon request, of all programming produced through WCTV production facilities unless permission to do so is specifically denied in writing by the producer.

5. DAMAGE OR LOSS 

The user shall be financially responsible for loss or damage to videotapes while in their possession.  Users are not responsible for normal wear and tear or damage due to malfunctioning WCTV equipment.

SECTION VIII- PERSONAL CONDUCT

1.   SMOKING 

Smoking is prohibited in all areas of the WCTV facility.  

2.   FOOD AND DRINK 

Consumption of food and beverages is restricted to the general office and green room.  Users are responsible for cleaning up after themselves and those associated with their production.  Water only is allowed in the studio and master control room.
3.   LOITERING 

Loitering is not permitted.  Any individual present on WCTV’s premises that has not reserved a production facility, is not directly involved in a production or is not conducting official WCTV business, is considered to be loitering.  Users may arrive a maximum of 30 minutes before the time a specific production facility has been reserved for their program.

4. SPIRIT OF COOPERATION 

WCTV users are expected to exhibit a spirit of cooperation at all times.  The facility belongs to everyone.  Courtesy, understanding and flexibility will result in a more productive facility for everyone.

SECTION VIX – PROGRAM AND TAPE RIGHTS

1.   AUTHORSHIP 

Although all non-commercial copyrights and content responsibilities belong to the producer, the actual tape stock belongs to WCTV.  WCTV does have the right to show WCTV programs or any portion of them, for purposes of promotion, etc.
2.   RECOVERING COST OF PROGRAMS 

Copyright ownership of programs produced through WCTV facilities does not extend to sale of the program or commercial distribution of such.  (If the program is sold or leased or put into commercial distribution, WCTV must be reimbursed for all production costs.)

A producer may recover the cost of a production for the following (see Section V, Number 10a):

· Copying or distributing a program produced with WCTV equipment or facilities

· Work time invested in the production of a program as staff of a nonprofit organizational WCTV member as a part of their paid work assignment, or as an independent producer receiving compensation through a 3-way Production Agreement

3.   PRIOR PERMISSION FOR DUBS OF OTHERS 

Subject to Section VII, #4, WCTV will not make copies of programs for anyone without the producer’s permission.  Crew and talent may be given prior permission for dubs by including them in the “Crew and Talent” section of the Playback Request Form.

4.   WCTV MASTER TAPES 

Once a program has cablecast, the producer can purchase the master.  If it is not purchased, WCTV will keep it on file for one year and then recycle it.  WCTV reserves the right to playback any program at any time, to “bicycle” the program to other cable systems for non-commercial use, and to use excerpts of programs in promotional events.

5.   PROCEDURE FOR REQUESTING DUBS 
a.  You can request dubs of your tape only after it has been through its cablecast cycle.

b.  You cannot dub your tapes using WCTV equipment.

c.  You can check out your tape for 48 hours and have it dubbed out-of-house.   

      D)  WCTV will make dubs for a fee.

SECTION IX - GETTING PAID FOR PRODUCING PROGRAMS

1.  SOURCES FOR FINANCIAL AID 
A producer may recover costs through grants from foundations, organizations or individuals.

2.  3-WAY PRODUCTION AGREEMENT 

If an independent producer is creating programs for an organization or individual, and receives compensation for production time, the producer must file a 3-way Production Agreement signed by the organization providing the compensation, by the producer and by WCTV.  This does not apply to producers working for organizational/individual members of WCTV, but strictly to those who receive compensation from organizations/individuals, which are not WCTV members.

3.  ORGANIZATIONAL UNDERWRITING 
WCTV’s underwriting policy will allow individuals and businesses to be solicited to underwrite the general operational costs of WCTV.  For an annual fee, underwriters will be identified with an on-screen acknowledgement that will be a part of the 24-hour program guide/community bulletin board that appears on channels 11, 20 and 21 while programs are not running.  Underwriting will be for a 12-month (365-day) period.  The on-screen acknowledgement will include:  the underwriter’s name, address, phone number, and one-line message or product/service description.

4. PROGRAM OR SERIES UNDERWRITING 
All monetary underwriting (contributions & grants) sought by individual program or series producers must go through WCTV in a formal, contractual way. Producers seeking underwriting are to state their intentions prior to production approval and to clear all requests and materials through WCTV’s Executive Director.  Soliciting present or previous WCTV underwriters is prohibited.  Individual program underwriting is designated a lower organizational priority than WCTV organizational underwriting.
SECTION X - VIEWING PARTIES AND MEETINGS
1.   VIEWING PARTIES 
As possible, WCTV will provide space for individuals or organizations to host “Viewing Parties” to view programs for select audiences.  Viewing parties are subject to the limitations of space, equipment and staff resources.  The program must be scheduled for cablecasting before the producer can make reservations for a viewing party.  The producer can supply food and drink at their party, but no alcoholic beverages.  The producer is responsible for the conduct of guests and clean up after the party.

2. MEETINGS 

As possible, WCTV will provide meeting space for any series production planning.  Space is scheduled on a first-come, first-served basis, based upon availability.  Meeting room space can only be reserved by individuals or organizations with programming in progress.  Set-up and cleanup are the responsibility of the person scheduling the meeting space.

SECTION XI - VARIANCES

A variance is an authorized exception to a rule.  A separate variance is required for each additional exception.  For example:  there is a rule which states equipment may only be checked out for 24 hours at a time, (excluding weekends).  If a producer wants to check out the portable equipment Monday through Wednesday, then the producer needs one approved variance.  If a producer wants to check out the portable equipment Monday through Thursday, then the producer needs two approved variances.  Variances are not automatically guaranteed, but may be approved if the producer can offer a compelling reason for allowing the exception.  Variances are to be used for unforeseen emergencies, not poor planning.  Each producer is allowed six variances within a calendar year.  No additional variances will be approved.  There will be no variances approved to raise allocation amounts.

SECTION XII – OUT-OF-HOUSE/OUT-OF-COUNTY PROGRAMS

1. OUT-OF-HOUSE TAPES 
Out-of-house tapes are tapes produced without the use of WCTV equipment or facilities.  WCTV will accept local out-of-house, single-program tapes for cablecasting on channel 21
2.   OUT-OF-COUNTY TAPES  
Out-of-county tapes are tapes produced by an individual or organization outside of Wayne County.  Out-of-county programs will be accepted if sponsored by a Wayne County resident.  The person providing the tape will be asked to verify their address (A PO Box is not acceptable).  If the provider supplies any false or misleading information, the tape will not be cablecast.  Providing false or misleading information could result in forfeiture of the right to submit future programs, to participate in training or to use WCTV facilities.
3.   TECHNICAL STANDARDS  
Out-of-House/Out-of-County tapes must meet WCTV’s technical standards and must have the name of the local sponsor shown at the beginning and end of the program.  WCTV’s minimum technical standards are listed in SECTION V, Number 9 and are available from staff.  
4.   SUBMISSION PROCEDURE  

a.    The local sponsor must complete a Playback Request Form, Residency Verification form and Statement of Compliance and give them, with the tape, to the Operations Director.  Local programs have priority, so only limited times will be available for out-of-county programs.  Generally, the program will be scheduled to play three (3) times.

b.   If the audio or video does not meet WCTV’s technical standards, the Operations Director will call the provider.  It is the provider’s responsibility to correct any problems.  The provider cannot use WCTV equipment to correct any problems unless he or she is certified by WCTV to use the equipment needed.

c.   It is the provider’s responsibility to pick up the tape after it has run its playback cycle.  All tapes not picked up within two weeks become the property of WCTV.

SECTION XIII – LEASING EQUIPMENT 
WCTV equipment is not available for lease for the production of video programs for commercial or private use.  

SECTION XIV– SERIES RULES

A series is a group of programs with a single title and  a similar theme or idea. 

To be eligible to produce a twice-a-month series, you must have produced at least six programs and scheduled them for cablecasting.  To produce a weekly series you must have completed at least one twice-a-month series contract.  (There may be exceptions made at the discretion of the Operations Director.)   These programs must have been produced in the same format in which you plan to produce the series.

All series producers sign a contract with WCTV agreeing to produce a specific number of programs for cablecasting on specific dates.  If a producer fails to produce and provide for cablecast, four programs for a weekly series,  or two programs for a twice-a-month series, the series contract will be canceled.  If programs outside of those agreed to in the contract are produced without a variance, it will be considered a violation of the contract and may be grounds for canceling a series.  If a series is canceled for any reason, another series contract will not be granted without the permission of the Executive Director.

All Series Contracts will be for six (6) months beginning on the first Monday in March and September. All series will be scheduled through a drawing or lottery system.  One series per producer will be permitted and this series may be a twice-a-month series with 12 programs, or a weekly series with 26 programs.  .
SECTION XV – YOUTH PRODUCER GUIDELINES

1.   REQUIREMENTS
a.   Youth producers under 18 years of age must have an adult accept all financial  liability.
b.   Youth producers under 18 years of age must have an adult accept legal responsible for content.
c.   The equipment checkout form must be signed by an adult who accepts all responsibility for the youth producer.
4. TRAINING
a.   All youth producers who wish to be the lead producer must go under WCTV as an umbrella producer.
b.   Youth sponsor or parent must sign Statement of Compliance/Financial  

      Responsibility and all production project forms that pertain to content or 

      equipment liability.

c.   Youth sponsor or parent must attend Orientation and Producer Workshop, but does not have to be present during production development (except to sign paperwork)

d.   Youth sponsor or parent is encouraged to attend all training to best understand the liabilities inherent in video production.

SECTION XVII –POTENTIALLY OFFENSIVE PROGRAMMING

1. GUIDELINES  
The following guidelines are provided to assist WCTV producers and staff in determining what may be ADULT and POTENTIALLY OFFENSIVE  program content or subject matter.  They are subject to reevaluation and change in light of ongoing experience and the dynamic nature of community standards.

These guidelines are not intended to limit or discourage free expression.  They are, in fact, intended to create a balance between the PRODUCER’S right to free speech and the VIEWER’S right to make informed decisions about appropriate cable television programming within their own home or business.  WCTV’s program schedule is determined by two primary guiding principles:

a.  First come, first served
b.   Reasonable and appropriate time, place and manner

2. NOTIFICATION  
The PRODUCER is required to notify WCTV when requesting live cablecasting or playback, that a program contains material that may be considered inappropriate for children and young audiences due to potentially offensive, adult, violent or indecent content or subject matter.

3. VIEWER WARNING 

The PRODUCER must include the following text on the screen for a minimum of 15 seconds at the beginning of the program (if the program is longer than 30 minutes the same Viewer Warning must be shown for a minimum of 15 seconds within the 30th minute of program content):

THE FOLLOWING PROGRAM CONTAINS MATERIAL WHICH MAY BE OFFENSIVE TO SOME VIEWERS OR INAPPROPRIATE FOR VIEWING BY CHILDREN AND YOUNG PEOPLE.  VIEWER DISCRETION IS ADVISED.  THE CONTENT OF THIS PROGRAM IS SOLELY THE RESPONSIBILITY OF (INSERT PRODUCER NAME) AND NOT WCTV STAFF, BOARD, MEMBERSHIP OR ASSOCIATES.

4. “SAFE HARBOR” CABLECAST  
In keeping with standards and appropriate time, place and manner, all Adult and Offensive programming premiers and playbacks will be scheduled to be cablecast during “Safe Harbor”  slots on a first come, first served basis.  “Safe Harbor” is defined as:  after 10:00 p.m. in the evening and before 5:00 a.m. in the morning.

SECTION XVIII – GOVERNMENT ACCESS POLICIES
1.   MEETING COVERAGE

a. WCTV provides television coverage of the regular meetings of City and County government, including, but not limited to:  Richmond Power & Light Board, Richmond Common Council, Wayne County Council, Richmond School Board, Richmond Advisory Plan Commission, Richmond Board of Sanitary Commissioners, Richmond Parks and Recreation Board, Richmond Board of Public Works and Safety, Richmond Human Rights Commission, and Richmond Board of Zoning Appeals.  Additional meeting coverage shall be based upon staff and facility capabilities and availability.

b. Coverage of regularly scheduled meetings shall be the number one programming priority for WCTV Channel 11.  

c. To cancel regular meeting coverage, official notice must be presented to WCTV as early as possible before the scheduled meeting.

d. To schedule special meeting coverage, the Board in question must present a written request to WCTV at least two weeks in advance of the meeting.  Special efforts will be made to provide “skeleton crew” coverage of meetings that are scheduled with less than two weeks notice.

e. When a Board or Council goes into “executive session” during a live cablecast of a meeting, WCTV is authorized to display a message describing the current status of the meeting, or to play a taped program during the break.  When a Board or Council goes into “recess” during the live cablecast of a meeting, 
f. WCTV is authorized to follow either of the previously listed procedures, or to continue live coverage of the meeting room during the break.

g. Videotapes of meetings shall not be considered the official record of the meetings and shall not be treated as such.  These tapes will be retained for a time period of one month from the date of the meeting.  

h. WCTV may provide copies of meeting coverage, for a fee, to the public upon request.

i. Videotapes of live coverage of meetings are not to be edited for replay as a whole.  This excludes editing for the purpose of correcting technical problems within a program.

2.  ELECTION COVERAGE

a. WCTV shall present television programming pertaining to all elections held in Wayne County.  The scope and format of such coverage shall be determined by WCTV.  The minimum acceptable coverage shall be graphic material summarizing election results, initially presented some time on election night, and carried on WCTV at least until the normal program schedule begins the next day.  The WCTV Manager shall work with the County Clerk and Election Commission to provide graphic material and/or other material announcing pre-election administration information.

b. WCTV shall ensure that all programming featuring registered candidates be fairly balanced with programming featuring their opponents.  In cases where balance is not possible due to the lack of participation of one or more candidates, the participating candidates will receive balanced coverage in comparison to the entire field of participating candidates.

c. From thirty (30) days prior to election until the day after election, announced candidates shall not be permitted to make statements on WCTV, except as part of formal public meetings or as part of a scheduled series of statements from all candidates with equal time allowed to all.  

d. Candidate/Ballot Issue Production Guidelines:   WCTV encourages any Richmond/Wayne County non-profit organization to produce their own  candidate/ballot issue forum for cablecast on public access Channel 21.  However, as a service to the community, WCTV will provide video production service in support of local candidate/ballot issue forums.  This service is consistent with the mission of WCTV, and will be provided in addition to other city/county production activity.  Due to a diverse mission and limited resources, WCTV will provide this service under the following guidelines:

1) The request for production must be from a Richmond/Wayne County non-partisan, non-profit organization.  A primary contact person must be clearly identified with the request.
2) Production of candidate/ballot issue forums is limited to local, general and primary elections.

3) The requesting organization may not endorse any candidate and/or ballot issue in the election

4) An organization requesting video production of a candidate/ballot issue forum must make the request in writing to WCTV within the following time window:  no more than one hundred twenty (120) days prior to the election date and no later than sixty (60) days prior to the election date.

5) WCTV will commit to a limited number of candidate forum productions for any general election.

6) Any partisan candidate/ballot issue program produced for cablecast will be shown on Public Access Channel 21

3.  OTHER PROGRAMMING

a. Requests or suggestions for program development may be made by officials and employees of Richmond and Wayne County Government and from the general public.  Requests must be made in writing.  The WCTV Manager will respond to all requests within a reasonable time, based on staff and facility limitations.

b. WCTV staff shall use any of the following criteria to make judgments regarding the initiation of new programming:

a. The programming is about Richmond/Wayne County, its residents, its employees, its elected officials, and/or its appointed officials.

b. The programming is a public service to Richmond/Wayne County residents.

c. The programming serves to promote Richmond/Wayne County as a community.

d. The programming serves as communication from Richmond/Wayne County employees to Richmond/Wayne County residents.

c. WCTV staff shall use any of the following criteria to make judgments regarding the denial of new programming:

1) The programming shall include no nudity, profanity, or obscene material.

2) The programming shall include no religious material.

3) The programming shall include no paid advertising.

4) The programming shall include no direct appeals to purchase commercial goods or services.

5) The programming shall be of sufficient technical quality to match the current minimum quality level of programming on the channel.

6) The programming represents the personal opinion or viewpoint of an individual or group as an exercise of their 1st Amendment guaranteed free speech.  Programming of this nature will be referred to the Public Access Channel.

7) The programming does not meet one or more of the criteria set forth in paragraph B of this Section.

d. WCTV staff shall use any of the following criteria to make judgments regarding the termination of existing programming:

1) The programming has served its original purpose.

2) The producer decides to cease production of the programming.

3) Staff or facility limitations cause the need to reduce programming levels in general.

4) The criteria used for denying new programs can also be used to terminate existing programs.  (See paragraph C above)

SECTION XIX - BULLETIN BOARD GUIDELINES

The Bulletin Board is a service provided to the community by WCTV.  This service is open to any area non-profit organization to promote a non-commercial activity, event or service.  All announcements are subject to the following guidelines. 

1. Announcements must by received at least four (4) days prior to the beginning date for the message to run.  It must be accompanied by a contact name and phone number.  Announcements may be submitted by completing the announcement request form available from WCTV, or by submission of a power point slide following WCTV power point guidelines.  

2. Messages must be non-commercial in nature.

3. Each message may run for 10 days.
4. Organizations are limited to four (4) messages per month, with no more than two messages running at the same time.

5. Messages must consist of not more than eight (8) lines of 32 characters in order to be clear and readable.  Characters are considered as being any letter, number, punctuation or space. 

6. Messages must abide by the regulations set forth by the FCC in the governing of community access channels.

a. Community access channels are not to be used to advertise or promote the sale of commercial products or services.  Access channels are not to be used to advertise for or endorse candidates for public office.  Description or praise of a product, or service which encourages purchase is not permitted.

b. Advertisement of games of chance for money or prizes, lottery information, and the advertisement of lotteries or raffles is prohibited.

c. Messages containing material considered to be obscene or profane will not be permitted to run.

d. Messages may not be used to slander or libel any individual group.

7. Messages that discriminate against any individual or group, or promote a service or event not open to the general public will not be run.

8. WCTV reserves the right to refuse or edit any message to fit the guidelines, striving not to change the overall content off the message.
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Name: _______________________________________________________________

Address: ______________________________________________________________

City: ________________________ State: _____ Zip: ____________

Phone:  (H) _____________ (W) ________________ 

Cell Phone: _____________ Fax: ________________  

Pager: _________________ e-mail: ______________________

______ I am interested in and available to assist with productions by other volunteer producers.

______ I am available to volunteer for WCTV productions (please indicate times):

ٱ  Monday   _____________________________________________________________

           ٱ   Tuesday   ____________________________________________________________

ٱ  Wednesday   __________________________________________________________

ٱ  Thursday   ___________________________________________________________

ٱ  Friday   ______________________________________________________________

ٱ  Saturday   ____________________________________________________________

ٱ   Sunday   _____________________________________________________________

TALENT RELEASE FORM
I authorize the undersigned Producer to make use of my appearance on:


PROGRAM TITLE: _______________________________________


PRODUCER’S NAME: ____________________________________


PRODUCER’S PHONE NUMBER: __________________________


DATE OF TAPING: ______________________________________

to be telecast on WHITEWATER COMMUNITY TELEVISION, INC., the Public, Educational and Governmental Access Channels on Insight Communications Cable System, a not-for-profit public access channel serving Eastern Wayne County, Centerville, Richmond and Spring Grove, all Indiana.

I understand that I am to receive no compensation for this appearance on the cablecast.  The Producer shall have complete ownership of the program.  I give the Producer the right to use my name, likeness and biographical material to publicize the program and the services of the Producer.

I further understand the master tape remains the property of the Producer and that it may be distributed to other public access channels.  There will be no restrictions on the number of times that the program may be telecast.  

_________________________________________

Date: ______________________

Talent Signature (Parent or Guardian if under 18 years of age)

_________________________________________

Date: ______________________

Producer

WHITEWATER COMMUNITY TELEVISION
EQUIPMENT REQUEST & CHECK-OUT

                                    Date of Request: ___________  Date Needed:                             Time Needed:___________                      




  Return Date:


Return Time:                     .

Producer’s Name:_______________________________________________________                                                                                                   Address:______________________________________________________________ 
Home Phone                                             _Work  Phone: ________________________                               
Equipment will be used for:

Program Title: ____                   ________                                                                     _
Description of Program: __________________________________________________ 
Location of taping: ______________________________________________________ 
Location Phone: ________________________________________________________
Write a description of equipment, quantity, and put check in the in/out box.

	Qty
	Equipment
	in
	out
	Qty
	Equipment
	In
	out

	
	CAMERA:
	
	
	
	EQUIPMENT BAG
	
	

	
	TRIPOD
	
	
	
	 EXTENSION CABLE
	
	

	
	MICROPHONE
	
	
	
	POWER STRIP
	
	

	
	MICROPHONE
	
	
	
	AUDIO XLR CABLE
	
	

	
	MICROPHONE
	
	
	
	AUDIO XLR CABLE
	
	

	
	MIC STAND
	
	
	
	6” XLR to 1/8” phone plug
	
	

	
	BATTERIES
	
	
	
	PHANTOM POWER
	
	

	
	HEADSET
	
	
	
	AUDIO MIXER
	
	

	
	OTHER
	
	
	
	OTHER:
	
	


I have read (equipment agreement on back side) and will abide by WCTV Equipment rules.   
Signature: ________________________________ Date:_______________                         .

	EQUIPMENT OUT  DATE/Time:
	EQUIPMENT IN  Date/Time:

	DATE/TIME:   ________________________                                                         
PRODUCER:_________________________          
Checked Out By:______________________      
Equipment Condition:__________________  
                                                                                   
	DATE/TIME:_________________________                                                            
PRODUCER:                                                _           
Checked IN By:_______________________         
Equipment Condition:__________________   
 


WCTV EQUIPMENT AGREEMENT

In consideration for the use of television production equipment provided by WCTV for access programming, I hereby agree to the following:

1.  I hereby acknowledge I have received, read, and understand WCTV Rules and Procedures.

2.  I agree to exercise reasonable care in use of the equipment and at all times keep the equipment in a safe place.  I agree to pay the costs of any repair or replacement of equipment or materials that are damaged or lost as a result of, but not limited to, mistreatment, accident, neglect, misuse, loss, theft or vandalism while the equipment is in my possession or control.  I agree to return the equipment at the time stated.  I agree to pay reasonable attorney’s fees and collection costs incurred by WCTV in collecting or attempting to collect any sums due under this agreement.

I agree that the intended use of the equipment is to produce programming for the Whitewater Community Television access channels, and that the equipment will not be used in any way for personal profit or remuneration.  I further agree that the equipment will not be used in violation of any City, State and Federal Laws.

False or misleading statements in this application are grounds for forfeiture of the right to use WCTV’s equipment and facilities.




NOTE:  This document is a legally binding contract.  Complete both sides and sign
Submission Date __________________________
Submission Time ___________________

Name _________________________________  (h) ________________ (w) _____________


(Type or Print, No Pencil)




(Phone)

Address ___________________________________________________________________



Street (No P.O. Box Numbers)

City


Zip

Organization ____________________________________________________ Phone ________________
(If you are signing this document as a representative of a Wayne County non-profit)

Address ___________________________________________________________________



Street (No P. O. Box Numbers)
City


Zip

PROGRAM TITLE ___________________________________________________________________

Date Produced ______________________  Location Produced ______________________________


Was any WCTV Equipment Used?

(  No


(  Yes

Tape Format?


( Mini DV
(  VHS (SP only)
( S-VHS (SP only)
( DVD
WCTV often receives requests for copies of a program airing on the channels.  Do you give permission for this program to be duplicated?    
(  Yes

(  No


This program must contain 10 seconds of black or a countdown immediately preceding the program.  The program must begin within the first 60 seconds of the tape, be followed by a minimum of 60 seconds of black and may not contain any extraneous video material.
Please Note:

A) ALL VIDEO TAPES MUST CONTAIN VIDEO OR BLACK FROM BEGINNING OF TAPE TO THE REQUIRED 10 SECONDS OF BLACK OR COUNTDOWN.

B) If WCTV equipment was utilized to produce this program, WCTV may duplicate the program for its archives at staff discretion.

C) All tapes submitted for telecast must be picked up from WCTV within 30 DAYS of last indicated play date.  WCTV reserves the right to recycle any tape left beyond that date.

D) WCTV is not responsible for loss of or damage to submitted videotapes.

E) Only one program per videotape allowed.
Tapes not in compliance with the above guidelines will not air.
General Program Description:

Public access cable television was implemented in the Richmond-Wayne County area in 1988 as a means for citizens to utilize a dominant communications medium (cable television) for community-based programming.  Since that time, WCTV has evolved into an institution serving individual citizens, non-profit organizations, community service groups, and community institutions.  WCTV’’s mission, broadly defined, is to “bring the community to the community”.
WCTV encourages you to STOP A MOMENT AND THINK:  your program will be telecast to more than 17,000 households throughout the Richmond, Centerville and the Wayne County area.  There are children in many of these households, and their television viewing habits may or may not be closely supervised.  In this section, you have the opportunity to make a responsible decision to limit the time of day your program will be scheduled by voluntarily answering the following questions.  
This program contains:
Yes
No

(
(
Adult, Profane or Objectionable Language

(
(
Extreme Violence
(
(
Nudity

(
(
Sexual Content

(
(
THIS PROGRAM SHOULD BE SCHEDULED BETWEEN 10:00 P.M. AND 5:00 A.M.
Programming Liability and Indemnification Agreement:

a. The program presenter and those involved in the production of a program are responsible for the content of its programming.  WCTV is not responsible for reviewing any program, and the telecasting of a program in no way insulates those involved in the production of the program from criminal or civil liability for the content of the program.

b. WCTV production equipment, facilities, and channels may not be used for the presentation or production of advertising material designed to promote the sale of products or services.  WCTV production equipment, facilities and channels may not be used for the dissemination of any information, directly or indirectly, involving lotteries as defined in Section 76.213 of the Rules of the Federal Communications Commission.

c. Federal law provides that any person who transmits obscene programming or programming otherwise unprotected by the Constitution over cable systems may be fined or imprisoned.  Moreover, program presenters may be subject to significant civil and/or criminal liability under federal, state, and local laws regarding libel, slander, obscenity, incitement, invasion of privacy, copyright violation or violations of other similar laws.  WCTV channels may not be used to present material which violates federal, state, or local law.

d. Program material that directly solicits for funds is prohibited.

Program presenters assume complete liability for the content of the programming they present, and to the maximum extent permitted by law, defend, indemnify and hold harmless Whitewater Community Television or any of its employees, officers, or agents from any and all claims for negligence which may arise from the telecast of a program.

I have read the requirements and regulations; I understand them and agree to be bound contractually by them.
Presenter’s Signature _____________________________________________ Date _________________________



NOTE:  This document is a legally binding contract.  Complete both sides and sign
Submission Date __________________________
Submission Time ___________________

Name __________________________________  (h) _______________ (w) _____________
(Type or Print, No Pencil)




(Phone)

Address ___________________________________________________________________



Street (No P.O. Box Numbers)

City


Zip

Organization ____________________________________________ Phone _____________

(If you are signing this document as a representative of a Wayne County non-profit)

Address ___________________________________________________________________



Street (No P. O. Box Numbers)
City


Zip

PROGRAM TITLE ___________________________________________________________

Date Produced _________________  Location Produced _____________________________


Was any WCTV Equipment Used?

(  No


(  Yes

Tape Format?


( Mini DV
(  VHS (SP only)
( S-VHS (SP only)
( DVD
WCTV often receives requests for copies of a program airing on the channels.  Do you give permission for this program to be duplicated?    
(  Yes

(  No


This program must contain 10 seconds of black or a countdown immediately preceding the program.  The program must begin within the first 60 seconds of the tape, be followed by a minimum of 60 seconds of black and may not contain any extraneous video material.
Please Note:

F) ALL VIDEO TAPES MUST CONTAIN VIDEO OR BLACK FROM BEGINNING OF TAPE TO THE REQUIRED 10 SECONDS OF BLACK OR COUNTDOWN.

G) If WCTV equipment was utilized to produce this program, WCTV may duplicate the program for its archives at staff discretion.

H) All tapes submitted for telecast must be picked up from WCTV within 30 DAYS of last indicated play date.  WCTV reserves the right to recycle any tape left beyond that date.

I) WCTV is not responsible for loss of or damage to submitted videotapes.

J) Only one program per videotape allowed.
Tapes not in compliance with the above guidelines will not air.


General Program Description:

Public access cable television was implemented in the Richmond-Wayne County area in 1988 as a means for citizens to utilize a dominant communications medium (cable television) for community-based programming.  Since that time, WCTV has evolved into an institution serving individual citizens, non-profit organizations, community service groups, and community institutions.  WCTV’’s mission, broadly defined, is to “bring the community to the community”.
WCTV encourages you to STOP A MOMENT AND THINK:  your program will be telecast to more than 17,000 households throughout the Richmond, Centerville and the Wayne County area.  There are children in many of these households, and their television viewing habits may or may not be closely supervised.  In this section, you have the opportunity to make a responsible decision to limit the time of day your program will be scheduled by voluntarily answering the following questions.  
This program contains:

Yes
No

(
(
Adult, Profane or Objectionable Language

(
(
Extreme Violence
(
(
Nudity

(
(
Sexual Content

(
(
THIS PROGRAM SHOULD BE SCHEDULED BETWEEN 10:00 P.M. AND 5:00 A.M.
Programming Liability and Indemnification Agreement:

a. The program presenter and those involved in the production of a program are responsible for the content of its programming.  WCTV is not responsible for reviewing any program, and the telecasting of a program in no way insulates those involved in the production of the program from criminal or civil liability for the content of the program.

b. WCTV production equipment, facilities, and channels may not be used for the presentation or production of advertising material designed to promote the sale of products or services.  WCTV production equipment, facilities and channels may not be used for the dissemination of any information, directly or indirectly, involving lotteries as defined in Section 76.213 of the Rules of the Federal Communications Commission.

c. Federal law provides that any person who transmits obscene programming or programming otherwise unprotected by the Constitution over cable systems may be fined or imprisoned.  Moreover, program presenters may be subject to significant civil and/or criminal liability under federal, state, and local laws regarding libel, slander, obscenity, incitement, invasion of privacy, copyright violation or violations of other similar laws.  WCTV channels may not be used to present material which violates federal, state, or local law.

d. Program material that directly solicits for funds is prohibited.

Program presenters assume complete liability for the content of the programming they present, and to the maximum extent permitted by law, defend, indemnify and hold harmless Whitewater Community Television or any of its employees, officers, or agents from any and all claims for negligence which may arise from the telecast of a program.

I have read the requirements and regulations; I understand them and agree to be bound contractually by them.

Presenter’s Signature _____________________________________________ Date _________________________
[image: image1.jpg](WCTV




c/o Indiana University East – 2325 Chester Boulevard – Richmond, IN  47374

Phone (765) 973-8488 – Fax (765) 973-8489 – http://www.wctv.info

MESSAGE MAY RUN NO MORE THAN 10 DAYS – and must be received at least four (4) days prior to the start date.  Please write your message in the grid provided.  The message must not exceed eight (8) lines of thirty-two (32) characters (letters, numbers, spaces, and punctuation each count as one character).  Place only one (1) character in each square.

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


SEE BACK FOR BULLETIN BOARD GUIDELINES

WHITEWATER COMMUNITY TELEVISION

COMMUNITY BULLETIN BOARD GUIDELINES

Revised February 2003

The Whitewater Community Bulletin Board is a service provided to the community by WCTV.  This service is open to any area non-profit organization to promote a non-commercial activity, event or service.  All announcements are subject to the following guidelines. 

1. Announcements must by received at least four (4) days prior to the beginning date for the message to run.  It must be accompanied by a contact name and phone number.  Announcements may be submitted by completing the announcement request form available from WCTV, or by submission of a power point slide following WCTV power point guidelines.  

2. Messages must be non-commercial in nature.

3. Messages may not run longer than 10 days.

4. Organizations are limited to four (4) messages per month, with no more than two messages running at the same time.

5. Messages should consist of not more than eight (8) lines of 32 characters in order to be clear and readable.  Characters are considered as being any letter, number, punctuation or space. 

6. Messages must abide by the regulations set forth by the FCC in the governing of community access channels.

a. Community access channels are not to be used to advertise or promote the sale of commercial products or services.  Access channels are not to be used to advertise for or endorse candidates for public office.  Description or praise of a product, or service which encourages purchase is not permitted.

b. Advertisement of games of chance for money or prizes, lottery information, and the advertisement of lotteries or raffles is prohibited.

c. Messages containing material considered to be obscene or profane will not be permitted to run.

d. Messages may not be used to slander or libel any individual group.

7. Messages that discriminate against any individual or group, or promote a service or event not open to the general public will not be run.

8. WCTV reserves the right to refuse or edit any message to fit the guidelines, striving not to change the overall content off the message. 
Whitewater  Community Television


Cable Channels 11, 20, & 21





VOLUNTEER INFORMATION





OFFICE USE ONLY





Certification ID _______





Volunteer ID _________





Certified:


______  Basic 


______  Intermediate


______  Advanced





Volunteer Certified for:


______  Studio Camera


______  Audio 


______  Other:


____________________





Comments: ____________________


____________________











INDIVIDUAL PROGRAM 


APPLICATION FOR PRESENTATION


WCTV CHANNEL 21








EXACT Running Length _________________





For Staff Use Only:  Received by ________ Date ______





Comments: _________________________________________________________________





INDIVIDUAL PROGRAM 


APPLICATION FOR PRESENTATION


WCTV CHANNEL 21








EXACT Running Length _________________





For Staff Use Only:  Received by ________ Date ______





Comments: ________________________________________________________________





Whitewater Community Television


Public Education Government Access TV


Cable Channels 11, 20 & 21





Name of Organization/Individual:





Contact Person:





Address:





Phone Number:





Start date for message:				End date for message:








