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Welcome to MCTV

We are glad you have joined the community of volunteers and producers who make local Public, Education and Government access television possible.  MCTV’s main goals are to cablecast community events, facilitate the development of educational television, and encourage local production of video for cablecast.  The policies and procedures discussed below are designed to encourage a friendly, respectful and professional environment so that together we can accomplish these goals.  

Who are we?

MCTV is a project of Montague Community Cable, Incorporated (MCCI), a private non-profit corporation registered with the commonwealth of Massachusetts.  Founded in 1989 to operate Montague’s local access television station, MCCI has also initiated other projects, including the Montague Reporter and the Montague Soapbox Derby.  MCCI’s bylaws are on the MCTV website or available by request.
MCTV is funded by cable television subscriber fees provided to Montague under a license agreement between the town and its cable provider (currently Comcast).  The town of Montague has selected MCCI to run the local access channels (channels 15 and 17).  MCCI has a contract with the Town of Montague that is separate and distinct from the license agreement between Montague and Comcast.  We are answerable to the town of Montague, reporting to its select board through the Cable Advisory Committee.

Members

Residents who attend MCCI Board meetings or work on productions cablecast by MCTV are eligible for MCTV membership.  Members may participate and vote at MCCI annual meetings.  People living and/or working in Montague who fill out a membership form and have read and agreed to the Policies and Procedures are considered members of MCTV. Members may vote at the MCCI Annual Meeting after having been a member of the organization for at least 30 days. Members may submit programs for cablecast on MCTV channel 17 at no charge. Members have access to workshops and use of equipment. Members are eligible to receive technical advice from the MCTV staff for program production. Members may not represent themselves as employees of MCTV or MCCI.
Producers 
Producers are members who produce their own TV shows. All those who live or work in Montague are encouraged to become members, use the facilities and become "producers." In addition, non-residents who work on local projects may also use the facilities with the approval of the MCTV staff.  All producers must have an "orientation" by a staff member and review these policies. In addition, they will be required to receive training targeted to any equipment they will be using. Exceptions may be made at the discretion of the staff for those with proven video production experience.
All producers must fill out a “production form" prior to taking out video equipment or using the MCTV facilities including the editing systems, studio, control room etc. with contact information and a summary of the program. These forms will be updated by producers and the MCTV staff.  
Conduct
MCTV's goal is to create a friendly and professional atmosphere where residents can work hard, have fun and produce good video. We encourage residents to work and learn from one another, respecting our local diversity of age, gender, sexual orientation and race. Successful local access stations are often led by committed volunteers skilled in video production working toward a common goal. But they must also be open to new ideas and new faces. Staff and producers need to respect one another and respect our "rules of the house" to make this work.

1. No one will be allowed to operate equipment or use the facility if they are under the influence of drugs or alcohol. Smoking is not permitted in the MCTV facility.

2. Abusive language or harassment of any kind is not permitted. If you are having a problem with a staff member or volunteer, you must discuss it with them in a reasonable manner. 
3. MCTV adheres to the non-discrimination and non-harassment policies of the town of Montague.  Any form of racial, ethnic or sexual abuse, harassment or discrimination by volunteers or staff is strictly prohibited. Any of these acts should be reported to the staff. A representative of the MCCI Board will attempt to resolve the situation amicably. If this does not prove satisfactory, mediation may be required or the matter may be referred to an impartial grievance committee, 

4. No food or drink is permitted near equipment.

5. Be considerate of the time constraints of staff members and other volunteers. They are usually at the station to get work done.
6. Staff should explain policies in a respectful and friendly manner. Producers and other volunteers should avoid questioning policies on the "spur of the moment" but try to raise issues at meetings organized for that purpose. We also provide a forum at the studio for "community input" that will be reviewed by the staff and MCCI Board.
7. When you are in the field, in the studio, or appear in broadcast productions,  remember that your conduct reflects on the MCTV community of staff and producers as a whole.
8. Volunteer producers should not identify themselves as MCTV staff.   

9. There should be no commercial or profit-making use of facilities without prior notification

10. There must be no falsifying forms or other fraudulent activity

11. There must be no taking or reserving equipment without staff permission

12. There must be no changing the wiring, connections or attaching accessories without staff authorization

Consequences of minor violations will result in the following series of actions within a one-year period:

· First Violation: a written warning
· Second Violation: a written warning
· Third Violation: 30-day suspension of privileges in Section One
· Fourth Violation: 90-day suspension of privileges in Section One
· Fifth Violation: 1-year suspension of privileges in Section One

Programming

MCTV’s channels are provided as a public forum for solely noncommercial speech and are therefore not subject to content regulation by MCTV, MCCI, the Town of Montague, or the cable operator. MCTV is content neutral and any content that is considered protected speech under the First Amendment of the US Constitution is permissible on MCTV channel 17. As a public forum, MCTV’s channel is available to all Montague residents for noncommercial, constitutionally protected speech on a nondiscriminatory basis. Such speech is subject only to reasonable time, place and manner requirements as defined in these programming policies. The Montague resident who provides programming for the MCTV channel takes personal responsibility for the content of that programming by signing the Cablecast Agreement.
There are two types of programming:

Studio programming is video produced primarily at the facilities of MCTV. Producers of local programming are required to sign a "production contract" at the beginning of such a project and consult with the MCTV staff. 

Non-studio programming is content produced in Montague outside of MCTV facilities or outside of Montague. All foreign programming submitted for broadcast must be accompanied by a "statement of compliance" with MCTV policies.
Programs produced outside of Montague need to obtain a local sponsor. All programs shown on MCTV must have a local sponsor. The local sponsor must be a member of MCTV and fill out an application for cablecast form. We encourage the sharing of content between local access stations, particularly those in Franklin or Hampshire counties. However, MCTV also receives many unsolicited submissions and must set priorities for broadcast.
Programming Restrictions
Presentation of the following is prohibited:

· Any commercial advertising or programming including:
- promotion of the sale of any service or product
- price information
- commercial calls to action or inducements to buy
- within permitted programming, contact information must be limited to the name of an individual, business or organization. Addresses, phone numbers, and websites may not be included.
· Programming that does not have clearances, releases, or other assurances from copyright holders and/or those appearing in the production

· Programming that falls below minimal technical standards for cablecast.

· Programming that does not fall under constitutionally protected speech and raises serious risk of liability on the part of MCTV. This may include, but is not limited to: libel, slander, unlawful invasion of privacy, sedition (advocacy of violent overthrow of the government), or obscene material.
· Obscene material as determined by the courts is material which:
- to the average person, applying contemporary community standards, taken as a whole, appeals to the prurient interest, or
- depicts or describes sexual content in a patently offensive way.
Potentially Objectionable Material
Unlike obscene material, potentially objectionable material may be shown on MCTV’s channels, but MCTV’s staff will schedule this material between the hours of 11 PM and 5 AM. It is the responsibility of the program provider who signs the Cablecast Agreement to indicate on that Agreement whether or not a program includes potentially objectionable material.
Potentially objectionable material may include, but is not limited to:

· strong coarse language, intensely suggestive dialogue, or coarse indecent language

· intense sexual situations or explicit sexual activity

· intense or graphic physical violence or degradation

· most forms of nudity

· graphic depiction of medical procedures

Note: MCTV has the right to place a disclaimer before, during, and after any program that, as indicated by the program provider or in the best judgment of MCTV staff, may be objectionable to cable subscribers. The disclaimer will advise viewer discretion for the program and will indicate that responsibility for the content of the program lies with the program provider and not with MCTV, the Town of Montague, or the cable provider.
Political Programming
Political candidates are subject to the same operating procedures as other program providers for MCTV. Everyone in the community has equal access to the facilities and channel time. There is no equal time rule for cable television.

MCTV considers election programming to commence with certification of candidates for the ballot and to end on Election Day. MCTV has no responsibility to produce programming for candidates simply because another candidate requests resources. It is the responsibility of the candidates or those working on their behalf to submit programming, or to become members and produce programs to be shown on MCTV’s channels.
Scheduling Priorities
When scheduling first priority is given to programs produced by MCTV members. Second priority is given to programs produced by Montague residents who are not MCTV Members. Third priority is given to non-local programs. MCTV reserves the right to pre-empt all programs for live or special event coverage
Technical Standards

DVDs submitted to MCTV must meet minimum standards for cablecast. DVDs must be recorded in standard play mode. Lighting, focus and camera positions must be as consistent as possible, allowing the viewer to view the content being shown without difficulty. Similarly, sound should be clear and loud enough to be heard with the settings provided by normal home television.

Again, we do not expect standard mainstream TV productions but there is a level below which we will lose our audience. Check your videos before submitting them.  If you are having problems meeting these standards, please consult with the MCTV staff.
The MCTV staff reserves the right to reject programs that do not meet basic minimum standards. 

Labeling

All program submissions should be labeled with the title of the program, episode number (if applicable), name of producer or sponsor, running time, and date.
Program Submission

Producers will be asked to donate a copy of their program to the MCTV library. These programs then become the property of MCTV and may not be removed from the library without the permission of the staff. Programs remain the intellectual property of the producer and cannot be cablecast or reproduced without permission.
Community Bulletin Board

The "community bulletin board" cablecast on the local access channel is for community groups, the town of Montague  and non-profit organizations to announce local events as space allows.  MCTV gives priority to Montague related notices.  

Notices sponsored by political campaigns or candidates are not permitted. All other programming restrictions apply to the Community Bulletin Board. We urge you to submit announcements to be posted on the board at least two weeks in advance of events. 

Fundraising

Non-profit organizations are permitted to produce one fundraising program per year. The format must be either a live auction, telethon or similar event. 

General Procedures

Requests for cablecast time must be made by a resident of Montague. Others need to obtain local sponsorship.

All requests for time blocks on the MCTV schedule will be processed on a fair and equitable basis. Every effort will be made to accommodate the requests and needs of producers.  However, all program scheduling is at the final discretion of the staff. MCTV staff and MCCI Board will not be responsible for any inability to meet scheduling requests.

Series Scheduling

A series is defined as a program broadcast on a regular basis that contains the same title and the same general theme. It is designated as a "series" in the production contract. A series may be weekly, biweekly or monthly. Producers are generally encouraged to begin with monthly or biweekly series before attempting to produce material on a weekly basis.

Regular series time slots will be allocated at the discretion of the director. Series programs will be allocated an initial run, after which reapplication will be required. If a series producer fails to submit new original program for two consecutive programming cycles or regularly fails to have the program ready for scheduled broadcast, the time slot may be reassigned. A series may be removed from the scheduled time slot at the discretion of the Administrative Director. Whenever possible, all series scheduling decisions will be made after consultation with the producer. 

Training and Certification

Training residents in video production is a central function of MCTV. We want to make our equipment and facilities readily available to all. But to maintain our equipment and insure that broadcasts meet minimum standards, a certain level of expertise is required. One of our goals is to create a community of skilled video producers in Montague.

MCTV offers a basic orientation for new producers and training classes on a range of topics. These include field production, studio production, a "town hall road case" workshop and editing. The basic orientation, which will take place at least monthly, is required prior to taking other training classes. Producers must take training classes to be certified to use equipment unless they can show previous training and experience. The director must approve these exceptions. Non-certified producers in training or signed-up for training may participate in production activities at the discretion of the Technical Director. 

· Training classes are made available to residents, non-profit groups, institutions and other organizations free of charge. Non-residents may attend scheduled classes on a first-come, first-serve basis. Priority will be given to residents.

· Producers must attend all training classes in a field to be certified in that field. If you miss a class, you may be required to take the series again.

· Producers who complete training classes in a particular field will be certified for that field only.

· Additional training may be required before using specific equipment. The staff may also encourage and organize targeted classes to meet certain needs. Those who have not used equipment for a year or more or who have not trained on the latest equipment may be required to take another round of classes for re-certification.

· Training programs implemented by the Gill-Montague regional school district or the Franklin County Technical School may lead to certification to use MCTV equipment. MCTV will make every effort to collaborate with these school districts in its training programs.

Equipment Use Policies

The following policies are designed to maintain our equipment in good condition. To make this happen, our staff must be consistent and stick to clear policies. 

General 

· Producers are responsible for all equipment used by them, whether at the studio or in the field. No food, drink or smoking is allowed near equipment.

· Producers may not modify or alter any equipment. They should not attempt to repair equipment. Damage caused by neglect or attempts to modify or repair equipment will be repaired at the expense of the producer. Producers who return damaged equipment may be asked to repeat training classes or even lose their privileges

· MCTV equipment is provided for the purpose of making programs cablecast on MCTV. The use of equipment for commercial or personal purposes is prohibited. The use of equipment for training and production for local organizations may be allowed with the consent of the director. 

· Producers under the age of 18 must have a parental consent form.

· Requests for resources are available by appointment on a first-come, first-serve basis. However, the staff will also attempt to insure that a few producers do not monopolize equipment.  If the producer is more than thirty minutes late the reservation may be cancelled. Chronic lateness may result in a loss of privileges. 

· Cancellation of resource reservations must be made 24 hours in advance unless there is an emergency. Please be considerate of those who may want to use this equipment. 

· Prior to resources being used, the producer must sign a production contract or a statement of compliance. In general, producers should avoid having more than one uncompleted production contract. More than this will require the approval of the Technical Director.

· Any material or media used for production (tapes, music, props) must be supplied by the user and removed from the studio once production has been completed. Please check your cameras, bags and the studio before you leave. Any media not purchased through MCTV (tapes etc) should meet certain minimum standards approved by the staff. The use of used media is not recommended and should be approved if it is deemed necessary.

Field Equipment

· All equipment must be checked out and in by an MCTV staff person or someone designated by the director and board. Staff will open all equipment cases and check the contents at both check-in and check-out times. Producers must sign an equipment requisition form for each checkout.

· Staff will maintain a log noting sign-in and out times, as well as comments on the condition of equipment, experiences of the producer etc. Staff and producers are encouraged to check the log prior to signing out equipment.

·  Equipment should be reserved at least 48 hours in advance. Exceptions may be made but are not advised. To insure equipment availability, producers are encouraged to sign out equipment a week in advance.

· Any problems with or damage to equipment should be reported immediately to staff, Producers are responsible for damage or loss of equipment due to negligence or abuse. Any fees required to replace or fix damaged equipment must be paid before further equipment use is allowed.

· Failure to return equipment on time may result in a loss of privileges.

Studio Use and Equipment

· No studio production will take place without immediate staff supervision. At least one member of the volunteer production crew must be certified for studio production. A studio "walk though" with an MCTV staff member is mandatory prior to any studio production. 

· Studio time will be allocated on a first-come, first serve basis at the discretion of the MCTV staff. Producers should consult with staff about the nature of the production, equipment needs, number of volunteers etc. when reserving the studio. If the production is part of a series, the procedures for series scheduling must be followed.

· General equipment rules apply to studio productions. No food, drink or smoking is allowed. Damaged or lost equipment should be reported immediately. 

· The staff will maintain a chronological log of all studio productions. Producers and staff should consult the log before a production.

· The studio may be reserved for non-profit organizations or public events at the discretion of the Technical Director. 

Editing Suites

· Producers may reserve up to eight (8) hours of editing time in blocks of no more than four at one time.  Exceptions may be made for near-deadline projects that require more editing time at the discretion of the director.

· Unreserved editing time will be allocated on a first-come, first-serve basis.

· Use of headphones is suggested as a courtesy.

· No food or drink will be allowed at editing stations.

Suspensions, Terminations, and Grievances

The policies and procedures in this manual are designed to make MCTV work for you. They will only work if staff and producers "buy into" them. However it is necessary to establish procedures for dealing with infractions and grievances that are fair to all and applied equally. 

· All observed infractions of the policies and procedures, including those dealing with behavior and equipment use, will be noted by staff in a written incident report and placed in an incident log book. The person "written up" will be notified. She or he may request a copy of the incident report and file their own version of the incident in the logbook if desired. The logbook will be kept in a safe, non-public location.

· Guidelines for suspension are as follows:
- First offense: warning with the possibility of a short suspension
- Second offense: one week suspension from use of MCTV equipment or facilities.
- Third offense: termination of privileges indefinitely at the discretion of the staff
The staff with the approval of the MCCI Board will implement these guidelines. 

· Violence, extreme abusive behavior or theft may result in immediate suspension.

· Appeals of all disciplinary actions should be taken up first with the staff.  After this, they may also be appealed to the President of the MCCI Board. The president may call for mediation or refer the matter to an appeals committee composed of directors and community members.

· Complaints of violations of by volunteers and staff directed at other staff members should also first be taken up first with the staff who will consult the board. The board  may call for mediation or refer the matter to an appeals committee. 

· Persistent complaints or appeals deemed frivolous and harassing by the MCCI Board could result in termination of employment or loss of production privileges. On the other hand, no volunteer or staff member shall be terminated simply for contacting the President of the MCCI Board or a member of the board with a complaint.  

Underwriting and Grants

Community producers are encouraged to apply for underwriting or grants that aid in the production or improvement of your programs. Both cash and "in-kind" donations are accepted. Please note the guidelines for crediting underwriters or grant-giving agencies in the credits. Please feel free to contact the staff, particularly the administrative director, for assistance in grant applications and appeals to underwriters. 

Use of MCCI’s 501c3
No grant should be written in the name of MCTV without the full knowledge and support of the staff and the approval of the director and board. This applies to any independent grant that reimburses MCTV staff or stipulates "in kind" assistance from MCTV.

Role of Our Staff

Local access stations rely on the work and support of volunteers. Such stations are designed to provide equipment and training to encourage local production. Training, outreach, programming and maintaining the facility generally take up most of staff time. Local access stations are also committed by contract to cablecast specific local government programs and events, such as Selectmen’s meetings and town meetings in Montague.

These constraints mean that local access stations are generally not able to provide staff for broader video projects or taping services. If you would like to initiate a project or broadcast an event, MCTV staff will make every effort to help you assemble a production crew. MCTV may also initiate volunteer projects. Our staff, with the approval of the director, may temporarily assist such local productions. But time and financial constraints will severely limit direct involvement in projects. The goal of our staff is to make local projects self-sufficient.

Non-Discrimination Statement

As stated previously, MCTV adheres to the non-discrimination and non-harassment policies of the town of Montague, Any form of racial, ethnic or sexual abuse, harassment or discrimination by volunteers or staff is strictly prohibited. Any of these acts should be reported to the Administrative Director and a member of the MCCI Board immediately.

Happy Ending

These policies have been adopted to make the station work for you. We welcome input on them. Have fun making video!
