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Please note:  all access producers or tape providers must read this Manual and sign and return the enclosed Statement of Compliance before beginning to create a program or offering one for air.

This manual deals with Marlborough Access policies regarding the production and cablecasting of Access Programs.  In order to better understand the overall scope of access programming, it is important to first read our Mission and how we implement it.

Our Mission: To serve the people of Marlborough by providing and promoting access for the production of programs created and produced by residents and organizations of the city.

Implementation of Our Mission:

Access Programming: Marlborough Access will schedule training sessions and may provide designated equipment for the production of access programs, series or community events by local residents and/or non-profit organizations. Marlborough Access will also provide free airtime for the presentation of these programs. Marlborough Access reserves the right to make final determination regarding equipment and it's availability.  Aside from the training sessions, and the use of available designated equipment, the station staff will not participate in the production of access programs.  If Marlborough Access deems it appropriate the station may provide additional training and production assistance during the initial startup phase of program production.  This assistance, if provided, will end at a pre-designated point, at which time access producers will be expected to continue on their own. Marlborough Access staff will continue to be available to provide technical advice, consultation and guidance throughout the entire program production period.  (All access production and scheduling is subject to certain rules, regulations, and limitations set forth in the Marlborough Access Policy Manual.)

These policies and procedures, which apply to access productions and programming on Marlborough Access, will be subject to revision periodically with the approval of the Trustees of the Marlborough Cable Trust and are subject to current federal, state, and municipal laws governing the availability and use of access television facilities.  Any policy changes will be made available to access program producers or program providers when requested.
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I. Eligibility

A. Programming must be submitted by an individual with a Marlborough residential address or an individual representing a Marlborough non-profit organization or institution with a Marlborough street address.  This individual will be referred to hereafter as the "access producer" and/or "program provider."  The access producer or program provider must be at least 18 years old, or be represented by a parent or legal guardian if less than 18 years of age.  Completed tapes of programs produced outside Marlborough city limits will only be accepted for cablecast when submitted by a Marlborough resident who will assume the responsibility of "program provider" and agree to observe all the rules and procedures as outlined in this manual. Marlborough Access will only communicate with the designated program provider under any and all circumstances.

B. To use Marlborough Access facilities and equipment, and register for training, an access producer must have and submit a Marlborough residential mailing address, or, when representing a non-profit organization, be a staff member of that organization, or show documentation that he or she is an authorized representative of that organization.  The non-profit organization must have a Marlborough street address.  Proof of non-profit status must also be submitted.

C. Before an access producer may begin to produce a program using Marlborough Access equipment or facilities, he or she must be trained by Marlborough Access on the use of the facilities and/or equipment, or certified by Marlborough Access as being approved to use the equipment or facilities.  

Accepted tape providers will go on a waiting list until one of 12 tape provided slots opens up in the schedule.  Marlborough Access does not pratice prohibiting tape provider’s requests.  It does however, reserve the right to provide as much airtime as possible to Marlborough Access producers.
D. All access producers will assume full supervisory, legal and financial responsibility for the use and existing operating condition of any and all Marlborough Access equipment or facilities necessary for the production of their program or series.  The condition shall be determined at the time of check out and check in.  To become eligible for Marlborough Access training and/or certification the access producer must be at least 18 years of age or represented by a consenting adult who will assume full supervisory, legal and financial responsibility for the use and existing operating condition or any and all Marlborough Access equipment or facilities necessary for program production.  Marlborough Access will also make a copy of the access producer’s drivers license to keep on file.

E. Candidates for public office will have the same opportunity to make or provide tapes for airing on Marlborough Access as any other access producer or program provider.  They must also follow the same rules and procedures as any other access producer or program provider.  Scheduling of programs made or provided by candidates for public office will be made on the same basis as all other access programs(see section III.)

F. Residents may utilize Marlborough Access facilities and equipment for making copies and transferring VHS format to mini-DV or dvd.  They must first be trained to use the required equipment by the Marlborough Access staff.
Note:  All access producers, or program providers, will be required to sign request forms before using Marlborough Access equipment and/or facilities
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II. Program Content

A. Marlborough Access does not discriminate against access programs produced or provided by individuals or a non-profit.  However, access producers and program providers must follow the listed rules: 

B. In accordance with Federal, State and local laws, original programs may not include any of the following material:

-Gambling: May not promote or conduct any lottery, raffle, contest or game involving prizes awarded in whole or part by chance.

-Obscenity: May not contain material which is obscene.  Federal law states that material is obscene if:



-the average person, applying contemporary community standards would          

                        find that the work, taken as a whole, appeals to prurient interest.



-the work depicts or describes, in a patently offensive way, sexual conduct  

                        specifically defined by applicable law.



-the work, taken as a whole, lacks serious literary, artistic, political or

                        scientific value.

-Libel, Slander, Defamation: May not contain any such material or any which invades privacy or publicity rights, promotes unfair competition, violates trademark or copyright.

-Overall: May not contain material, which violates any state law.

C. An access program that contains "adult" material will not be cablecast except between the hours of 11pm and 4am at the sole discretion of Marlborough Access.

D. Solicitation:  An access program may not solicit funds or other property of value from viewers or in anyway contain material intended to defraud the viewer or designed to obtain money by fraudulent pretenses, representations or promises.

E. Advertising:  An access program may not accept advertising, or promote the sale of products or services, including prices, or promote or endorse a trade or business.

F. Mature content: If a program is likely to be offensive to some audiences, or is of a mature or adult nature, then the producer must inform staff when submitting the program. Programs including mature content will be scheduled in a late-night time slot (11p.m. - 4a.m.). Mature content may not be presented for cablecast, whether live or pre-recorded, at any other time. The intent of this policy is not to discourage free expression but to achieve a balance between the First Amendment right to free speech and the desire of cable viewers to be protected, and to protect their children, from unwanted viewing of mature content through the application of reasonable time, place and manner constraints.
Defining "mature content": These guidelines are provided to help access producers and staff determines what is appropriately considered mature content. These items are not presented as absolute definitions, but rather as guidelines to assist in making the best judgment in scheduling decisions. A program which contains potentially offensive levels of any of the following will be considered unsuitable for children and scheduled in a late night time slot: profanity; nudity; "hate speech" (words or images likely to be considered abusive or discriminatory against any racial, ethnic or religious groups, or on the basis of gender, sexual orientation, or disability); sexual material; violence; any other potentially disturbing content relating to human or animal mutilation, excretory functions, medical procedures, etc.
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G. Underwriting:  Access producers may seek underwriting support for their productions, only if the underwriter (sponsor) does not have or appear to have editorial control of the program content.  Additionally, individual or for-profit sponsors must meet one of the following conditions:  

1)   There must not be or appear to be a direct connection between the interest, 

     
 product or services of the sponsor and the subject of a program or series.

2)   The program or series content is not blatantly promotional or 

    
  self-congratulatory.

Both Marlborough Access producers of shows created at Marlborough Access specifically for Marlborough Access as well as program providers of shows produced elsewhere must adhere to these rules for underwriting.

Content:  Underwriting acknowledgements exist for the sole purpose of identifying the funder, not to promote the funder or it's products or services.  In text with or without voice over, the acknowledgement must reveal the business's name, address and website, and nothing more.  The video may consist of a graphic or video background containing the front exterior of the business location or the company logo.  

Examples of acceptable text:

"This program is made possible in part by…"

"This program is underwritten in part by…"

"Funding for this program was provided by…"

"This program is brought to you in part by…"

Placement and Duration:  Underwriting credits may appear only at the end of a program, for a maximum duration of 15 seconds each, with a limit of 4 underwriters allowed.

Financial Disbursement:  Underwriting checks should be made payable to WMCT-TV.  WMCT will then disburse funds upon remittance of receipt for WMCT approved goods purchased for the production of the program.  See staff for an explanation of what kind of goods are acceptable costs for underwriting.  Only goods will be paid for out of underwriting funds.  Services will not be paid for from underwriting funds.  

WMCT will keep 25% of funds from underwriters who contribute more than $100 for one program or series, to cover administrative costs.

In-Kind Donations:  producers may accept in-kind donations for production goods.  Producers may acknowledge in-kind donations within production credits, using the same style, font, color and background as all other production credits.  Maximum duration for in-kind donation credit is 7 seconds.

H. Rights,  etc:  It will be the responsibility of the access producer or program provider to obtain and provide, in writing, all necessary approvals, licenses, etc. for the use of any program material to be cablecast, including (but not limited to) those from copyright owners, performers, representatives, and all persons featured in the program.

I. Program safety Issues:  Prior to any access program (or series) being produced, a "Production Proposal Form" must be filled out and submitted to Marlborough Access management by the producer or program provider.  This form, as noted in the manual, requires certain general information about the program production, including disclosure of any special props, equipment or activity that may result in conditions that are unsafe or potentially harmful to persons or property.
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1) Marlborough Access does not interfere in the content and subject matter chosen by the access producer as it is the individual producer who assumes responsibility for the content and subject matter of the program.  Likewise,  the individual producer must assume responsibility for any other program-related liabilities.  However, from time to time the program (or series) description may raise issues or concern from safety or individuals participating in that program and Marlborough Access may take steps to ensure safety as reasonably needed.

2) If and when production activity results in or may result in potentially unsafe conditions, Marlborough Access management will meet with the program (or series) producer(s) and all proposed participants (or parents of the producer and the participants if any are minors) to express our concerns about the safety issues.  At that time Marlborough Access may recommend that the unsafe program (or series) or unsafe production conditions or activity be discontinued or otherwise appropriately modified.

3) If such recommendations are not accepted by the producers/participants (or guardians as applicable), and the producer, participants or guardians decide to proceed with production, each and every one of them will be required to read and sign the indemnification letter which is included with the manual.  In addition, each and every one of them will be required to sign a letter from Marlborough Access saying they  (or their child) wish to participate in the specific program or series.  In addition, Marlborough Access may require producers, participants and/or guardians to sign such other releases or user forms as Marlborough Access deems appropriate.  Alternatively, Marlborough Access reserves the right to impose reasonable safety conditions regarding use of it's studio, facilities and/or equipment.  The foregoing shall be implemented based on objective physical conditions and risks and shall be implemented in a manner that is content-neutral and designed not to result in editorial control.

4) In addition, the station will require a disclaimer or notice placed before and after each showing or the program that Marlborough Access is not responsible for the content.

5) This safety policy shall apply if an access program is produced and shown, and subsequent to cablecasting Marlborough Access management finds safety issues with respect to any future programs in the series.

-5-
III. Program Scheduling

A.  General:  Channel time for access programming will be made available on a reasonable, nondiscriminatory basis.  Marlborough Access may impose reasonable limitations to facilitate:


-accommodation for locally originated Marlborough Access produced programming


-diversity of programming


-fair and equitable access by all local residents and nonprofit organizations


or institutions


-overall composition, flow and viability of the schedule


-scheduling or live programs, special programs or events or time sensitive 


programming.

Marlborough Access will determine and have authority and responsibility for the scheduling of any and all access programming whether a single program or series.  All such scheduling decisions by Marlborough Access are final.

B. In Addition:  Access producers and program providers must complete a "Production Proposal Form," prior to their program or series being produced and/or placed on the Marlborough Access schedule.  Before a series will be accepted for air at least 2 programs will have to be completed.  

C. On-Air Programming:  As noted, Marlborough Access retains the right to make on-air scheduling of all programs.  Programs from any access producer/tape provider will be assigned airing days and times once they have met all the requirements.  Scheduling of access programs receive the following priority:

1) Programs produced by a Marlborough community member who has used the Marlborough Access equipment, or programs produced by a Marlborough community member using his or her own equipment.

2) Programs provided by a Marlborough community member ("program provider").  All programs on Marlborough Access are scheduled in three-month periods beginning with January, April, July and October of each year.  Once an access producer/tape provider has been assigned days and times, they will stay that way for at least three months, except for cases when there is a special need, event or emergency.  Such determination will be made by Marlborough Access management.  After each three-month period, the show may be changed to different days or different times.  Such decisions will be made by Marlborough Access.

3) pegmedia.org- for the purpose of filling long scheduling holes where there isn’t any access producer’s programs and in the interest of satisfying Marlborough Access subscriber base.

D. Scheduling Duplicated and Other Programming

Marlborough Access engages in customary station scheduling practices, subject to applicable law (and not for the purpose of exercising content-based editorial control),  to assign scheduling priority to original access programs produced "in house" or by Marlborough public access volunteers for original cablecasting on the public access channel.  Programs originally cablecast on any other channels or originally broadcast or performed in another medium, or cablecast or performed in other communities, may be assigned lower scheduling priority at the discretion of Marlborough Access management.
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E. Using own Equipment:  Access producers and program providers may submit programs completed using their own equipment, facilities and tapes and DVDs so long as they comply with all Marlborough Access rules and policies regarding production, technical standards and content.  Note:  A series has scheduling priority over a single program.
F. All programs, single or series other than tapes of events:

1) Must be proposed by the program producer or "program provider" using the Marlborough Access Program Production Proposal form.

2) Must be submitted in completed form on mini-DV or DVD at least 1 week before scheduled airing.

3) Must comply with Marlborough Access technical standards (see IV)

G. Community Events:  Unless Marlborough Access agrees to be a production partner, coverage of non-profit or community events will be treated like any other access program.  It will be the responsibility of the nonprofit or community agency to designate a program producer and to comply with all Marlborough Access rules and policies.  Marlborough Access will use its best efforts to provide non-profits or community groups with a list of Marlborough Access trained volunteers who may, at their own discretion, choose to offer production support.  

H. Live Programs:

1) Marlborough Access will allow live cablecasting of access programs  but only during normal business hours.  Those hours shall be defined by the management of Marlborough Access.

2) Producers of live access programming shall be responsible for supplying the staff and crew of their programs, both for set up, cablecasting, and for breakdown, and must have that staff and crew in place and ready to work at Marlborough Access at least 90 minutes before air time or the Access Coordinator may cancel that episode of the program.

3) At the conclusion of the program the producer of a live Marlborough Access program will be responsible for making sure that the studio and control room and any other of the station's facilities or equipment are in the same good shape  they were in before the program was cablecast.  The Access Coordinatore shall sign off on the condition of the facilities both before and after.

4) All live access programs must conform to the rules and regulations governing any other access program.  Failure to do so may result in the loss of the right to cablecast live or even the cancellation of the program entirely.

5) Live access programs which involve audience participation, including telephone call-ins, must have an access producer assigned to and responsible for pre-screening participants.

6) The Access Coordinator shall be on premises during any live access programming and in the event of a dispute over content is empowered to cut that program off the air at a moment's notice.
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IV. Program Technical and Playback Standards

Remember, all completed programs must be submitted at least one week in advance of air date:

A.  All access producers must supply their own mini-DV tapes or DVDs for cablecasting.

B.  All tapes must come in a storage case or sleeve with:



1)  Access producer's or tape provider’s name, address and phone number



2)  Series and/or program title



3)  All the above information must be printed clearly and in english

4) Total running length to the nearest second

5) pre-roll, if any and run times

C.  All tapes must have a countdown at the beginning and no more than 1 program may be placed on any mini-DV or DVD.

D.  Marlborough Access may refuse to schedule any mini-DV or DVD failing to meet these technical standards for cablecast.

E.  Any mini-DV or DVD that is not picked up by the access producer or tape provider within one month of drop off will be thrown away by the Marlborough Access staff.

F.  Access series must provide new episodes on a weekly or monthly basis.  This includes running a repeat episode.  If an access series is not provided to Marlborough Access for a period of 2 months or longer, Marlborough Access reserves the right to cancel the access program, which would require the access producer to fill out all the paperwork again.
V. Training and Certification:

Access producers are responsible for obtaining full crews for their productions.  A full studio crew should consist, minimally, of one certified camera operator and a director and on-air talent.  Training for studio use will be provided by Marlborough Access on an "as needed" basis.

Certification by Marlborough Access means:  An access producer (or program technical participant) is eligible to use designated Marlborough Access production equipment and/or facilities in the production of access programming.

Access productions are the sole responsibility of those who agree to participate and other than Marlborough Access certified users no other person shall be allowed to use Marlborough Access production equipment (including editing equipment) and/or facilities in the production of access programming without the prior written consent of Marlborough Access.

Certification is attained by successfully completing Marlborough Access training courses which shall be offered on a regular basis.  The exact time for such training courses will be posted at the Marlborough Access offices and promoted on air on the Marlborough Access bulletin board.

Certification shall be granted at the sole discretion of Marlborough Access.

No one will be permitted to use Marlborough Access production equipment and/or facilities unless he or she has completed the Marlborough Access training course, or obtains written approval in advance from Marlborough Access.
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Anyone using Marlborough Access production equipment and/or facilities must agree to accept full responsibility and liability for maintaining the continued existing condition of the equipment or facilities.  Which shall be determined at checkout or check in.

Note:  Marlborough Access equipment is for the production of access programming only and not for any personal use.

Re-certification may be required of anyone who has not operated or used the Marlborough Access production equipment and/or facilities for an extended period of time (one year).

Equipment and Facilities Designated for Access Producers:  Will be determined by Marlborough Access and must be requested in advance, using the Equipment Request Form.



1)   no person or organization has an absolute right to use any of

                        the Marlborough Access equipment or facilities.  Management has the exclusive

                        right to limit the use of said resources in all respects.

2) requests for any designated Marlborough Access equipment or facilities shall be granted at the sole discretion of the Marlborough Access management depending on, but not limited to, availability, and projected demand.  Such requests, when granted, will be on a first come first serve basis, and can be made no earlier than 14 days in advance and equipment may be signed out no longer than 5 days at a time.

3) Access Producers may use the access edit suites for no more than 3 hours per session.


           4)  Access Producers may use the studio and control room:




- one hour per session for a 30 minute show




- two hours per session for a 60 minute show 
All such requests are also subject to prior commitments, or the occurrence of unexpected or emergency programming needs by Marlborough Access.
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VI. Use of Marlborough Access Equipment

A. Equipment- An access producer, when initially trained on Marlborough Access equipment, may use that equipment for an additional four hours of further practice.  After that, Marlborough Access equipment may only be used for actual production purposes.

B. Editing Time- An access producer will have a maximum of four weeks to complete editing on each program unless additional time is granted, in writing, by the Marlborough Access coordinator.  If the project is not edited within four weeks, the producer must reapply for editing time that will only be granted at the discretion of the access coordinator.

VII. Project/Raw Footage Storage on Computers and External Drives

A. On each computer there is a designated amount of memory for storage of any access-produced project.  These external drives are to be used in the same manner as the computer drives: produce the project, save the project to the external drive, master the project to your tape, then trash the project from the drive.

B.  Access producers must provide their own own SD cards when using SD cameras.  Any footage recorded on the SD camera’s internal drive will not be kept.  It will be cleared each time the SD cameras are returned.  The Marlborough Cable Trust will not be responsible for an access producer’s SD cards.
VIII. Use of Marlborough Access Provided Music

A.  An access producer may use the designated music library that has been provided by Marlborough Access.  The CDs in this music library are located in the access editing room.  These designated CDs have been cleared for the use and do not require acquisition of further permission or rights.  It will be up to the producers to communicate and coordinate said use to avoid unnecessary duplication.  Marlborough Access will not replace any lost or stolen CDs except at its own discretion.
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IX. Studio Sets for Access

A.   Beyond the equipment needed, Marlborough Access will provide set pieces for use during 

       taping in the studio.  These set pieces are listed in the Control Room area and

      decided on by the Executive Director.

B. Access Producers will be responsible for any additional props or set materials.  At the 

     conclusion of each program the access producer is responsible for cleaning and clearing up

     the set area and for removal of any props or set material which are not the property of

     Marlborough Access.  

     Marlborough Access will not store any property not belonging to the station.


X. Cleaning Access Production and/or Editing Areas

A.  Leave the studio or work station/area clean and neat.

B.  Do not leave any personal or production items behind.

C. Do not leave any paper or tape labels behind.

D. Vacuum the studio when you are done.

E. Clean the studio.

Anything left behind, including tapes and DVDs, will be thrown away.

XI. Volunteers

A.  Volunteers for Marlborough Access programs are eagerly sought, and gratefully accepted.  Volunteers will be trained and certified by Marlborough Access to operate equipment designated for programs or events on which they may work.

B. After training, all volunteers will be supervised by access producers if they are working on a program developed by said access producer.
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XII. Overall Operations

A.  Access producers are responsible for maintaining an orderly work environment and must conduct themselves in a responsible and lawful manner at all times or will be asked to leave the premises.

B.  In Addition:

1) The Marlborough Access studio and offices are a smoke-free environment.

2) No alcoholic beverages are allowed on premises.

3) No food or drink will be allowed.

4) No firearms, live ammunition, incendiary displays or other weapons are allowed on premises.

5) No illegal substances are allowed on premises.

6) Access producers and guests will have use of Marlborough Access facilities and office only with the approval of Marlborough Access.

7) Marlborough Access is not responsible for personal property left on the premises.

8) There shall be no use of Marlborough Access phones or other office equipment unless permission is granted by Marlborough Access.

XIII. Community Bulletin Board Announcements

A. A text information service is available, free of charge, to nonprofit organizations or institutions providing public service announcements and/or event information specifically for Marlborough.  To have such a community bulletin board message created:

1) All information must be in writing or printed from a computer.

2) The information must be dropped off, mailed, faxed, or e-mailed to the station at least one week prior to the desired starting date.

Address:  91 Main St., the Old Fire Station, Suite 201, Marlborough, MA 01752.

E-mail:  bulletinboard@wmct-tv.com

Fax:  (508) 624-6397

3) General messages which are not timely will be shown for as long as possible depending on available space.

4) All other rules regarding limitation on content for programming apply to community bulletin board announcements.
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IT IS THE SOLE RESPONSIBILITY OF THE ACCESS PRODUCER OR PROGRAM PROVIDER TO COMPLY WITH ANY AND ALL RULES GOVERNING ACCESS PROGRAMMING ON MARLBOROUGH ACCESS.  FAILURE BY AN ACCESS PRODUCER OR PROGRAM PROVIDER TO COMPLY WITH ANY OF THESE POLICIES AND RULES MAY RESULT IN CANCELLATION OF PRODUCTION AND PROGRAMMING PRIVILEGES.

ONCE AN ACCESS PRODUCER OR TAPE PROVIDER HAS HAD THEIR PRIVILEGES TAKEN AWAY, THEY MAY NOT PARTICIPATE IN ANY MARLBOROUGH ACCESS PROGRAM OR TAPE PROVIDED SHOW.  THIS INCLUDES ALL ASPECTS OF PRODUCTIONS AS WELL AS APPEARING ON THE PROGRAM IN ANY WAY.
APPEALS ABOUT ANY MARLBOROUGH ACCESS DECISIONS REGARDING VIOLATION OF POLICIES OR RULES SHOULD FIRST BE DISCUSSED AT THE STAFF LEVEL, THEN MAY BE MADE TO THE EXECUTIVE DIRECTOR AND THEN, IF NECESSARY, MAY BE BROUGHT BEFORE THE MARLBOROUGH CABLE TRUST.  ALL APPEALS WILL BE DECIDED WITHIN 45 DAYS OF RECEIPT.

