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MISSON STATEMENT

Community accesstelevison istelevison for thecommunity and by thecommunity. WCTV, Inc. will
provide: training and technical assdance in the uses of cable TV production and equipment; accessto
production resources, and timeon WCTV, Inc.'s Public (9), Educational (10),and Governmental (22)

access channels. Theseresources areavailable for the production and presentation of non-commercial
programming for the Wilmington community. WImington Community Televison isgoverned by the

Board of Directors.
INTRODUCTION

Resdents of Wilmington as well as organizations affiliated within the town are welcome and encouraged
to use WCTV, Inc. resources. Anyonemay request air timefor the presantation of apre-recorded non-
commercial televison program. Anyone wishing to communicate with subscribers on the electronic
community bulletin board for non-commercial,non-paliticd purposesiswelcome to submit their
message on a Community Bulletin Board Requed Form to the Executive Director. In addition, WCTV,

Inc. will cablecest public service announcements (PSA's) between programs.

Hours of Operation
Monday 10a.m.- 9 pm. Thursday 10a.m.- 9p.m.
Tueday 10a.m.- 9 pm. Friday 9a.m.- 1pm.
Wednesday 10am. - 9 p.m. Saturday 9am.- 1lp.m.

Summer Hours: WCTV, Inc. will be closed on Saturdays from the end of June through Labor day.
WCTV, Inc. mailing addressis Wilmington Community Television, Inc., PO Box 35, Wilmington, MA.,
01887. WCTV islocated & 140 Middlesx Ave,, in the rear of the Swain School.
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PART ONE: EQUIPMENT USE AND PROCEDURES

1. REQUIREMENTS

2.

To obtain the privilege of using theWCTV, Inc. reources a person mug:

A. Showproof of Wilmington resdency or have an affiliation with aWilmington based
organization which has become aWCTV, Inc. organizational member. All members mud

B. Bedirectly affiliated with the Wilmington chapterbranchin the case of regional, date, or national
organizations.

C. Signan agreement to follow the Polides and Regulaionsof WCTV, Inc. as put forth in this
document.

D. Pay the current membership fee.

TYPES OF MEMBERSHIP

There are three types of membership; Individual, Family,and Organizational. Each must be
reneved annually.

A. Individual membershipsrequireafeeof $10.00 per year.

B. Family Membership requiresafees of $20.00 per yea per immediae family andlor members of
the same household.

C. Organizational membership requires afee of $30.00 per year for the organizations fee plus
$10.00 per each member.

D. Membersunder theage of 18 mug havesgned a“ parental consentform” that will bekept on
fileat WCTV.

WCTV, INC. ACCESS COURSESAND WORK SHOPS
WCTV, Inc. AccessCoursss are of fered year round on an on-going basis and areadvertised inthe
members nendetter and on the WCTV, Inc. Community Bullgin Board. Workshopsand/or
individual ingruction are offered to familiarize memberswith new production resources. Workshops
and coursesare given under thediredion of the WCTV, Inc. gaff. A Producer's bulletin board at
WCTV, Inc. isavdlablein thefoyer for the use of members and staff. Notice of upcoming
workshops, meetings, or crew needs, éc. may be poged.
A. Traning
1. Orientation sessions are a prerequiste for all other courses and workshops.
2. WCTV, Inc. offerscourses covering basic studio production, field production, editing and
computer graphics Workshops are avalableon afirst come, first serve basis.
3. Members mug have compleaed any advanced course pre-requisite before signing up for
advanced workshops.
B. Certification for ue of WCTV, Inc. Equipment /Studio
1. To become acertified community producer a member must:
a Complete the corresponding course for each piece of equipment, or
h may becomecertified and bypassclases by d@ther demonstrating proficiency with each
piece of equipment or providing a demo reel or letter of reference.
¢ WCTV, Inc. gaff reserves the right to require that a producer take aworkshop to obtain
certification.

4 EQUIPMENT

A. Equipment /Facilities Frocedures

1. Equipment and fadlitiesmay beused for making programsFor Cablecast on the WCTV,
Inc. PEG Channelsonly. Use of equipment for commercial purposesis prohibited.

2. Anyone who produces programming using WCTV, Inc. access facilities and equipment
retains ownership of the copyrightsto that program. However, WCTV, Inc. refainsthe
master and reserves theright to replay all or part of the program over the channelsat its
disretion.
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WCTV, Inc. equipment may only be used by a member of Wilmington Community
Televison, Inc.,who has agreed to comply with WCTV, Inc. Polides and Regulations,and
hascompleted traning pursuant to the polides and regulations. Equipment must be utilized
in asafe and regponsble manner at dl times.

Users should identify themselves as public access produce's and volunteers, not as daff or
employees of WCTV, Inc.

Users under 18 years of age mug havea parent or guardian fill out and sign the “ Parental
congent portion of the compliance form,” which must be on file & WCTV, Inc.

Producers are expected to keep any equipmentfacility fedit suites/studio reservations and
arrive on time for such reservaiions. Membe's must givea 24 hour notice when cancding
any reserved useof WCTV, Inc. facilities, sudio, or classes. If amember is morethan 30
minutes late without notification and approval, any reservation may be canceled.

Do not attempt to repair equipment yourself. Only WCTV, Inc. staff can authorize repair of
any kind to the equipment. Any problems with the equipment must be brought to the
attention of the staff immediately. The user is reponsible for any damage done to
equipment by misuse.

Members are expected to clean up afte themselves when usng WCTV, Inc. facilities.

Eating or drinking is alowed in desgnated areas only.

No animalsare allowed in the building without theapproval of the Executive Director.

Any ateraions or additionsto WCTV, Inc. equipment at any timeis off limits unless each
occurrenceis authorized by the WCTV, Inc. staff..

. Equipment Sgn-Out

2.

Remoate Equipment Check-out/Return Procedures

a All remoteequipment mug be checked out/in by WCTV, Inc. staff .

h Equipment must bereturned at the time indicated on the equipment check out form.
¢ Inorder to Sign out equipment,usersmust 9gn al required forms.
d

It is suggested that producersset up and test the equipment before leaving. All firg time
users Are Required to st-up the equipment beforethey are alowed to check it out.

Members arereminded tha equipment must not be left unattended or left overnight in a

car

f. WCTV daff reserves theright to limit the anount of equipment which any one
individual or group may reserve

0 Resavations aremade based on availability.

h. Usersare respongble for notifying gaff that equipment has been returned. If there are
any problems with equipment, the user should fill out equipment failurereport.

i. Usersmay not borrow additional equipment until all itemshave been returned in good

working order.

D

. Editing /Fecility Usage

N o

A producer must be propely traned in order to schedule and usethe editing suitesor
facilities.

Requests and cancellations for use of WCTV, Inc. editing suitesor facilitiesshall be made
with the saff.

Users under the age of 18 who wish to schedule the editing suites or fecilities must have
written permission from their parent or guardian, on file

Producers are encouraged to limit use of the studio or editing facilitiesto a 4 hour block of
time

A time may be reassigned if the producer ismore than a half hour late, without notification.
After HoursEditing

a. Membersareresponsiblefor and must obtain keys, scurity operaions, and
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forms, through the Executive Director only.

b. If darm sounds,the phone should ring soon. Answe phone asitwill be thealarm
company requesting identification.

¢ Lock al mgor entry doorswhile editing.

d. Membersusing after hours editing time are only allowed on premises during the time
which was £heduled and reserved, and only for editing.

e. Only thosepersonslisted on the after hoursediting form shall be permitted to enter
WCTV, Inc.’s premises during &ter hours editing.

f. Do not attempt to repair editing equipment. If a problem arises your edit ime has
ended.

g Keysmust be returned within three working days after editing time.

D. Use of the Studio/Control aeas

1. A producer must be trained for studio produdion prior to scheduling use of the studio and
control room.

2. Resarvationsfor the studio and control room should be made with the staff prior to use.

3. Scheduled gudio time should includetime nesded to set up, bresk down and clean upin
gdudio. Itisgenerally good prectice to allow at least one (1) hour before and after the time
needed to tape the actud production for set up and clean up of the studio.

4. Usersunder 18 who wish to schedule the studio or participate in a sudio production must
havewritten permission from aparent or guardian, on file.

5. Theproducer isresponsble for assembling their own crews for the production. WCTV, Inc.
saff should not be expected tofill in as arew for productions.

6. Crewposdtion assgnments are the reponsbility of the community producer. All sudio
crewmust be trained or approved by the WCTV, Inc. gaff.

7. Producerswho cancel studio time must do so at leag 24 hoursin advance of the production.

E: Videotge and MediaStorage

1. WCTV will provideone video tape for raw focotage purposesand one videctape for a
program mader pe project. Additional tapes may be purchased from WCTV by the
member at asignificant discount fromretail cost. WCTV gaff reservesthe right to limit the
number of tapes provided to any one member,and a9 resarvesthe right to request the
return of dl rawfootage tapesafter progran completion. Members then havethe option to
purchase their raw footage tapes, if they choose, & a discount from retail.

2. WCTV' sproduction equipment ishighly senstive to junk videotape. Theefore itisa
violation of WCTV policy for membersto usevideotgpe purchased outsdeof WCTV in
WCTV equipment. WCTV saff reservesthe right to confiscate any junk tapes being used in
WCTV equipment.

3. WCTV members arerequired to purchaseall digital video tape from WCTV. Thistape is
offered at a disoount from retal. No digital tapewill be given out without payment for that
tape

4. WCTV requires tha membe's purchase formatted computer disks from the WCTV staff.
Thes diksare for usewith WCTV multimediaequipment only and not for homeuse. Itis
aviolation of WCTV policy for membersto bring in disksfrom home for use in WCTV
computers.

5. To avoid computer viruses, members are not to ingdl or download any programs, software,
or fileson WCTV computes. Such action will result in immediate suspension of privileges.

5. COPIES
Any produce who wishesto havea copy of the master tape of ther program may make one copy
with WCTV, Inc. equipment at any timethat does not interfere with production. WCTV, Inc. will
provide one VHS tape to the producer for this purpose. Community members may purchase
program copiesfor a $15.00 donationto WCTV, Inc.
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6. INSURANCE AND RESPONSIBILITY
WCTYV, Inc. hasan insurance policy for equipment while itis being used by members. Premiums
arepaid by WCTV, Inc. and thepolicy isin WCTV, Inc.'sname. |n theeventthat equipmentis
stolen or damaged due to negligence and theinsurance company honors the claim, themember is
responsiblefor the $250 deductible payment. In the event the insurance company doesnot honor a
clam or aclaimislessthan the $250 dedudible payment, it isthe responsbility of the member to
reimburse WCTV, Inc..

Members may ask the board for adetermination of negligence. Negligence will be determined by a
voteof theBoard of Directors Thevote by the Board of Directorswill be the final dedsion.
Members arereminded tha equipment must not be left unattended or left overnight inacar or ina
manner which might damage the equipment. Equipment may not be used in hazardous situations
without prior approval of the WCTV, Inc. gdf. If equipment isstolen, a palice report must befiled
immediately. Dueto insurancecoverage, aWCTV, Inc. s f member should beinformed when
equipment isto be taken outside thecommunity.

Members covering public meetings which arethe reponshility of WCTV, Inc. are not responsible
for accidental damage of equipment. However, normd careand precautions should betaken during
theset up,taping, and dismantling of the equipment. The equipment should be retumed to the
gudio after theshoot or locked in apre-approved designated area at the sSite of the shoot

7 VIOLATIONS
Members are encouraged to resolve difficulties on an individual level. If aresolution isnot
forthcoming, the Executive Director or hisher designee is authaorized to issue verbd warnings and
suspensionsfor violations. If requested inwriting by the Executive Director, the Ad-Hoc Committee
of the Board of Directors may assistin theclarification or interpretaion of the WCTV, Inc. Policies
and Regulations. However, it istherespongbility of the Executive Director to isaue warnings and/or
uspeENSons

Anyone may submitan appeal or acomplaint to a desgnated Ad-Hoc Committee of the Board of
Directors. They will receive, review, and follow up within 10 working days on all requestssubmitted
in witing. The Ad-Hoc Committee may submit the issue to the Board of Diredors at the next
Board meeting. Also, amember may appeal the decison of the Ad-Hoc Commiittee in writing to the
Board of Directors. The decison of the Board of Directorsisfinal.

MAJOR VIOLATIONSwill result in an immediate suspension of membership. These may
include, but arenot limited to:

1. Verbal or physicd abuseof staf or other members

2. Posesson or useof illegal substances(including dcohol) and or weapons on the preamises of
WCTV, Inc,,

3. Intentional degtruction of equipment
4. Ingallation or down loading of any ©ftwareof file on aWCTV computer.

MINOR VIOLATIONS may resultin averbal warning, or asuspension of privileges. These may
include, but arenot limited to:

1. migepresentation to others of member's status or &filigion with WCTV, Inc.

2. ;ail_llj_r(_a to thoroughly clean up and nesatly put away all equipment after usng WCTV, Inc.
acilities

having food or drink in non-eating areas

handling off limit equipment, i.e., playback equipment

useof equipment without staff permission

latepick up or return of equipment without notification and approval

useof WCTV, Inc. facilities and/or equipment for the sole purpase of profit making. Profit

No ok w
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making doesnot include payment for services

8. smoking inWCTV, Inc. facilities

9. attempted repair of equipment

10. any violation of after hours edit policy

11. Useof any non-authorized videotape dock in WCTV equipment.

8 INTERNS
WCTV, Inc. will accept internsat the discretion of the Board of Directors and the Executive Director.
Students receiving college or high shool creditsare encouraged to intern.



Current 12/22/98

PART TWO - PROGRAMMING
1. CHANNEL TIME

Because WCTV, Inc. acknomedgesthe fort and time of volunteer producers, WCTV, Inc. will
makeevery effort to cablecadst their programs multiple times. Those wishing to have progranming
placed on WCTV, Inc. areto submit aCablecast Request Form two weeksin advance. Consderation
will be given to special requedsfor time dots. Requedsfor atimedot (Sngleprogram) and for
congstent time dots (program serieg will be honored within the consraintsof scheduling. However,
firg run programswill have priority over re-runsin scheduling. WCTV, Inc. reserves the right to
assign timedotsfor al programs and make changesto the schedule asneeded.

Producers may regquest atime dot, but find scheduling is at the disretion of WCTV, Inc. and may
change without notice. WCTV, Inc.’ sprogramming <hedule endeavorsto reflect senstivity to age
appropriatetimedots.

2. CABLECASTING PROCEDURES

Before cablecagting, all videotapes must beclearly labeled on the box and cassette with the:

1. Producer'sname

2. Title of program

3. Dateto begin airing

4. Datewhen program becomes obsolete (if applicable)

5. Totd run time
Thebeginning of all cablecast programs must contain the slandard forma on the leader tape

1. Colorbars

2. Countdown
Theend of all cablecast programs mug have 30 seconds of black. WCTV, Inc.'s saff reserves the
right to withhold cablecasting of programswhich do not meet adequate technical sandards:

1. All programming must be submitted on 1/2" high quality VHS or SYHS format videotape.

2. All tapes must berecorded on Sandard Play (SP).

3. Audio quality of all videotapesmust be condant and of sufficient levd to permit adequate

reproduction by transmission equipmen.
4. Producers mug fill outand sgn a Ceblecast Requed Formwith every program submitted for
cablecad, unlessthe program is part of an ongoing series.

SERIESPROGRAM: A seriesprogram isone thatis produced on aregular basis. Failure to
maintain production of aserieswill resultin lossof time dot Series program producersmust fill out
a Cablecast Request Form upon submitting thefirst program for cablecast. Every sx months the
seriesisin production, the producer must resubmit another Cablecast Reques Form. A Cablecast
Request Form mud be sgned and submitted with the tape.

3. PROHIBITIONS and CLEARANCES
Users of WCTV, Inc. and program producers are fully responsiblefor the content of dl program
mateia. The folowing material isprohibited by law:

Any obsceng libdous, or danderousmaterid
Any lottery information
Any materids desgned to promote thesale of commercial products and srvices
Any invasion of privacy
Any violation of trademarks, copyright, or publicity rightswhich might violate any local,
date, or federal laws
6. Any illegal activity
Users must obtain in writing, i.e., Talent Release Form and Minors Permisson Form and produce
upon requed al necessay approvals, clearances, licensss, etc. for the use of any program material

which the user cablecasts, including but not limited to, broadcast sations, networks, music licensng
organizations, performer's representaives, and any and dl other persons asmay benecessay for
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authorization to cablecast program maerial. A reponshble adult shall execute the necessary
assurancesthat authorization has been obtained concerning useof any equipment by a minor
andbr appearance of any minor on a cablecas program. Such adults shdl beresponsble for
liability resulting from the use of equipment or any appearance by a minor.

D

. POLITICAL CAMPAIGNING AND COVERAGE
Political candidates are subject to the same policies and regulaions as othe usersof the public acces
channel. The nature of public accessis tha everyone in the community has equal access to the
facilitiesand channel ime. Advocacy, debae, and election coverage will cease at 10 p.m. the night
prior to an election. Pdlitical or election programming will not resume until the polls areoffidally
closed.

5. COMMUNITY BULLETIN BOARD
TheWCTV Community Bullgin Board isto be used by non-profit and community groupsto
publicize ectivities and events Messages from Wilmington based organizations will receive priority
to those from non-Wilmington organizaions. Space permitting, messageswill run for up to 6 weeks
prior to an event.

6. SPONSORSHIP CREDITS
Commercial advertising is prohibited from the channels. Acknowledgment of underwriting
by .businesses, organizations or grantors providing monetary or other assistance to the making of the
program may be included in the program credits. Some language restrictions goply. Sponsorship
credits may not include qualitaive or comparative language, price information or other indications
of value or savings, a call to action, an endorsement or inducement to buy, €ll, rent or lease a
sponsor’ s product or service. WCTV saff mug be consulted as to the proper languagefor crediting
program sponsors.

\‘

. PUBLICITY
WCTYV, Inc. gaff can publicizeprogransin two ways Two weeksnoticeis needed to belisted in
locd newspapersand on the electronic bulletin board. In addition, producers are encouraged to
work with the g&ff in the preparation of promosfor upcoming programs.

8. GRANTS
Any individual or group submitting aproposd for grant funding for a project which involves use of
theWCTV, Inc. fecility must obtain prior written gpprovd from the WCTV, Inc. Executive Director.
Moneys from grants may be used to pay for equipment, crew, producer, rentals, etc. a the discretion
of the person who received thegrant. All programsusing WCTV, Inc. fecilities must credit
Wilmington Community Televison, Inc..

wctv sharedWCTV Policies and Regs.dac
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