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I.
Background

When a community negotiates a regulated and non-competitive franchise agreement with their local cable provider, under FCC rules the community can require channel space reserved for local public, educational and government television as well as franchise fees and equipment to operate them. This is considered to be a payment for the public right-of-way that the cable company uses when it installs the cable lines throughout the community. The number of channels and the franchise fees vary amongst communities and are based on local preferences. 

These community access channels shall continue to be owned by the cable television provider but managed and operated by the City of Plainfield, the franchising authority, in accordance with applicable state and federal law. 

Franchise fees are negotiated and range from zero to 5% (the maximum allowed by the FCC). Equipment grants can also be negotiated and vary greatly from community to community.

PCTV (Comcast Channel 96 and Verizon 34) are a result of such a franchise agreement between Comcast Cable and Verizon and the City of Plainfield.  The City of Plainfield maintains an Advisory Board to monitor and make recommendations regarding its operation. Currently PCTV is utilizing its Comcast Cable (96) and Verizon Channel (34) as assigned by these franchises, for the purpose of Public Access programs, which, is defined as follows:

Public Access Channel

A specific channel on the cable system made available by the Franchisee (Comcast/Verizon) for the use of residents and/or organizations in the City of Plainfield wishing to present non-commercial programming and/or information to the public. Public access is defined as the segment of community access television whereby citizens have access to cable television channel(s) for individual expression of ideas as protected by the First Amendment of the United States.

II.
Plainfield Cable Television Advisory Board

The Plainfield Cable Television Advisory Board (PCTVAB) reports to the Mayor and the City Council. PCTVAB is legislatively established under Plainfield Ordinances 3:26-1 to 3:26-7. PCTVAB will oversee all Public, Educational and Government (PEG) Access Channel facilities, operations, programming and funding. 

III.
PCTVAB Powers and Duties

1. To establish, amend and supplement its own bylaws to govern its structure, operations and activities to the extent not consistent with this Section or any other Federal, State, or local regulation or law;

2. To make recommendations to the Mayor and the Council with respect to any matters relating to cable television or telecommunications and video facilities within the City of Plainfield or County of Union;

3. To prepare an annual report of its activities with recommendations to the Mayor and Council and, at such times as the Mayor or Council shall request or the Board shall deem advisable;

4. To act as liaison between the Mayor, Council and all other entities involved in cable or telecommunications activities and/or programming in the community;

5. To review the cable television system franchise in the City of Plainfield and see to the compliance thereof by the franchise holder;

6. To encourage and promote the full utilization of the cable television system resources by its residents, schools, public bodies, citizen organizations and the general public;

7. To encourage and coordinate the use of all available technical equipment and expertise needed by the public and private organizations and private individuals to produce cable television programs; 

8. To examine all possible means of attracting public and private funding which would enhance the public’s opportunity to fully benefit from the use of the cable television system including, but not limited to, the Plainfield Cable Television Municipal Access Channel(s);

9. To apply for or work with other entities to apply for and receive public and private funds for the purpose of performing responsibilities under this Section. The Board may disburse, with the advise and consent of the Council, such stipulated funds as may be donated to the City of Plainfield for the advancement of specific projects or the general purpose of the Board;

10. To propose appropriate procedures to the cable television franchise holder regarding the scheduling and programming of public access, municipal government and educational channels. Any procedures should be so designated as to facilitate the free and open use of these channels, and they shall not be in conflict with any existing or future Federal, State or local laws or regulations regarding the public use of the CATV System;

11. To serve as an advisory body to the Mayor and Council and the cable television system franchise holder in resolving disputes and citizen complaints relating to the service and the use of public access, municipal or educational channels of the cable television system;

12. To prepare an annual operating report to the Mayor and Council in cooperation with the franchise holder as to the status and progress of the cable television system for the previous twelve (12) months;

13. To recommend any changes and improvements in the Municipal Consent Ordinance, provided that such changes are acceptable to the Council as well as the franchise holder;

14. To report regularly to the Mayor and the Council regarding the Board’s performance of its responsibilities; and

15. To perform such other duties as are assigned to it by, ordinance or resolution of the City Council for the aid and assistance of the Mayor, City Council or other agencies.

16. To work with, interact with, oversee (if applicable) and coordinate with any entity that operates, oversees, and/or administers the operation of the Plainfield Cable Television Access Channel(s) as may be authorized by the Governing Body.

IV.
Mission

Our mission is to enhance and strengthen the diverse community of the City of Plainfield through the distribution of quality programming.  Such programming will not only meet the needs of residents but is a reflection of the entire capacity of what Plainfield and its residents can offer to surrounding communities. 

V.
Goals

· To encourage community participation by providing a public forum for dialogue.

· To provide training and internship programs in an effort to engage our residents.

· To provide quality programming and services to our residents and neighbors.


VI.
Participation

The ability to produce and distribute content through PCTV is a privilege and should be considered so at all times. Producers shall submit content meeting all PCTV requirements as outlined in this Polices & Procedures document.

PCTV accepts content from Civic, Government, Social, Educational, and Religious organizations. 

VII.
Programming Content Terms & Conditions

Programming submitted for distribution on PCTV shall not violate applicable federal, state, or local laws.  This includes, but is not limited to, material that is obscene, libelous, or slanderous, that contains matter whose use is subject to copyright (unless the producer has complied with applicable copyright laws), or that contains “any” commercial matter or promotion.

A.)
Obscene Programming

Under federal law, there is a difference between indecency and obscenity. PCTV does not allow obscene programming for distribution. Obscene programming is defined by any content which:

1. Has a dominant theme, taken as a whole, that appeals to the prurient interest of the average person applying contemporary community standards.

2. Depicts sexual or excretory conduct in a patently offensive manner.

3. Lacks serious literary, artistic, political or scientific value

B.)
Commercial Content

1. Producers shall not create content for distribution that contains commercial content. Commercial content is any display, announcement, and/or references designed to promote the sale of any products, services, enterprises, or events. Commercial promotion is any direct or indirect call to action (e.g. language that invites the viewer to take action, such as “buy this CD at Target” or “this book is available on Amazon.com”).

2. The qualities of products and services may be discussed in a non-commercial manner (e.g. as part of a review or consumer advocacy), as along as such discussion does not become a call to action to purchase a given product or services. For example, a food critic may visit a local restaurant to review food prepared at the restaurant. Alternatively, one can interview an author of a book, to discuss the book’s contents. In neither case should references be made to the viewer to purchase the item(s) and services being discussed. Programs cannot become “infomercials”; that is, information provided with the underlying purpose to promote the sale of an 


item or service. Because PCTV is a free, subsidized facility, it is intended 
that its resources not be used by producers in any commercial way or 
manner, or to gain any personal financial benefit. No producer (co-
producer, program guest, nor anyone else) may receive any direct or 
indirect financial compensation because of a call to action for the sale of 
products or services discussed on PCTV.

C.)
Non-Profit Solicitations

1. A solicitation is a request for funds not in exchange for products or services.

2. A solicitation is not considered commercial content by PCTV when the solicitation comes from an IRS designated non-profit or government agency (501(c) (3) and 501 (c) (7)), or by political candidates registered for election. Solicitations for funds are not permitted by individuals (other than by registered political candidates), by for-profit businesses, nor by any other groups, which do not have IRS non-profit status.

3. Non-profits and government agencies may make on-going appeals for direct financial support in the concluding credits of any episodes or programs (verbally and/or visually) not to exceed 30 seconds in length. (e.g. “please send your financial contribution in support of our organization to [address]”). Solicitations may not occur, directly or indirectly, within the content of the program

4. A non-profit group making on-air solicitations must submit a copy of their IRS letter of tax exemption to PCTV with the application form when submitting their content for distribution.

5. Political candidates registered for election may solicit funds to be sent to a campaign office, but producers must first submit a copy of proof of the candidate’s election registration with the application form when submitting content for distribution.

D.)
Non-Profit Fund Raising Activities

1. No more than once per year, recognized non-profit organizations may produce an entire episode devoted to fundraising for their organization (e.g. an-on air auction, telethon, etc.).

2. Non-profit fund raising revenues must go entirely to the support of that non-profit organization.

3. Lotteries: Producers shall not develop for distribution any content, which is tied to any letter, lottery, raffle, gift, enterprise, or similar scheme offering prizes dependent in whole or in part upon lot or chance, or any list of the prizes drawn or awarded by means of any letter, lottery, raffle, gift, enterprise or scheme, whether said list contains any part of or all of such prizes, and whether done for for-profit or non-profit purposes.

4. Exemptions for PCTV: The City-designated public access management entity (and any partners it chooses to collaborate with in fundraising endeavors) is exempt from rules limiting solicitations, raffles, and other fundraising activities, and is entitled to pursue any and all fundraising activities so long as they violate no federal, state or local laws, or the terms of its public access management contracts or grant agreements.

5. Community Bulletin Board (CBB): This service is for the airing of public information messages, and/or events submitted by Municipal, County, or State departments, boards and agencies. Announcements are also accepted from non-profit 501(c) (3) and 501 (c) (7) groups to announce their various fundraisers and events. Announcements are permitted to run for up to one (1) month. Government, emergency and official announcements (at the discretion of the station manager) may run longer. The same rules regarding commercial content apply to CBB messages that apply to all other programming on the channel. No direct calls to action (no mention of ticket/event/entrance fee, pricing, where to buy tickets, etc) or direct solicitations of funds will be displayed. A contact number or website address “for more information” is acceptable.

6. Political Programming: There are no special rules about political programming on the channel. For example, out-of-date broadcast television “equal time” rules do not apply to public access. All producers of programming for distribution of any content (political content included), must follow the same rules contained in these Policies and Procedures.

VIII.
Legal Responsibilities

1. Producers of any content for distribution agree to make all appropriate arrangements with, and to obtain all clearances from, broadcast stations, networks, sponsors, music licensing organizations, performers’ representatives and, without limitations, any and all other persons (natural or otherwise) as may be necessary to distribute its program material via PCTV.

2. Producer acknowledges and agrees to be solely responsible for the payment of any public performance, musical licenses, and royalty payments which may be required to be paid to any party or organization due to the distribution of any kind of performance contained is said program.

3. Producer agrees to indemnify, defend and hold harmless PCTV, the City of Plainfield and any regulating body or person from any and all liability and any other injury (including reasonable costs of defending claims or litigation) arising from or in connection with claims for failure to comply with any applicable laws, rules, regulations, or other requirements of local, state or federal authorities; for claims of libel, slander, invasion of privacy, or the infringement of common law or statutory copyright; for unauthorized use of any trademark, trade name, or service mark; for breach of contractual or other obligations owing to third parties PCTV; and for any other injury or damage or equity which is claimed to result from Producer’s use of the channel.

4. Producer agrees not to make any claim against PCTV, the City of Plainfield, and any regulating body because of the failure to distribute its programs. Producer hereby waives and releases any such claims against PCTV, the City of Plainfield and any regulating body or person and represents that the program has no economic value.

5. As a condition of accepting your program for distribution on PCTV, you agree to allow PCTV to make an archival copy of your program, to be used for non-commercial purposes of promotion of your program, promotion of PCTV, and/or promotion of public access, either on the channel or in other venues.

6. Producers do not represent PCTV and should refrain from implying such representation. False representations of PCTV may result in termination of programming privileges. Such false representations might include (but not be limited to) statements such as “I am producing for PCTV…” or “I work at PCTV…”. A producer may inform interested persons or parties that he or she is “a volunteer community producer, working on my own TV program which I produce at Plainfield’s public access facility, PCTV. 

IX       Internship Guidelines

Program Objective:

Plainfield Cable TV offers internships at its television station in conjunction with the Plainfield Board of Education and Plainfield Department of Media and Communication. All internships are an opportunity for students to apply their classroom theory to practical work experience.

Our internship program allows students to experience firsthand the reality of working in the television broadcasting industry. Interns can test their creative talent, exercise their analytical skills and increase their understanding of broadcasting operations and trends.
Interns will be encouraged to seek long term employment in Television Production Arts 

Qualifications:

Internship candidates must complete application packet and submit necessary proof of residency.
All PCTV interns must be Plainfield residents/students and currently enrolled in a Production course associated with an accredited educational institution/college. 

Students are expected to obtain and complete any forms necessary to receive credit for the internship experience from current educational institution.

Students must show proficiency in television production arts by maintaining a cumulative GPA of 2.75 or C average overall.

Students must participate in Production Orientation class to receive Producer certification

Students must attend Employment Preparation Seminar.

All internship candidates are required to work on at least two programs for PCTV.

Internship candidates’ school/university academic advisor (and institution guidelines) determines the amount of credit available (and subsequently: the amount of time an intern will be available on a weekly basis).

PCTV station department heads will supervise the internships to evaluate, monitor, and assess the intern’s progress and ensure they are receiving the proper education/training.

The student is aware that this is a NON-PAID INTERNSHIP. The student is responsible for his/her own transportation.
X
Producer Certification Guidelines

Plainfield Cable TV is committed to being a viable and accessible outlet for all members of the community.  Working within the guidelines of the Policy and Procedures, all producers who submit programs for airing, must complete the certification process. All producers must be members of PCTV and are required to submit to all schedules and fees associated with membership guidelines 

The certification process consists of the following steps:

1. Submit program outline or proposal.

2. Complete production orientation (1 hour).

3. Complete and submit compliance statement and application.

Producers certified through PCTV must also understand the following:

1. Copies of productions made with PCTV gear must be broadcast on our channels.

2. There can be no form of payment, for the producer of the program from any source.

3. Sole ownership and master tapes of the program must be held by PCTV.

XI
Membership Guidelines

Members are allowed to use equipment and facilities for an annual membership fee, as long as certain expectations are met. If any of these expectations are not met or if the outlined criteria are not met, PCTV reserves the right to review and or revoke membership.  Membership fees help to defray the costs associated with equipment maintenance, supplies and administrative costs. Furthermore the member becomes a vested participant in the survival and expansion of PCTV.

Members must adhere to the following criteria:

1. Membership Application must be submitted along with annual fee.

2. Members must be residents of Plainfield, New Jersey (two forms of ID required).

3. Members must work on at least two productions per year for duration of term.

4. Members must adhere to the Policy & Procedures or risk revocation.

5. Membership fee is non refundable and good for one year after joining.

Membership Types

Individual 

All Access

Volunteer

Must volunteer to be eligible

Organizational
Any incorporated organization in Plainfield may submit fee and designate an individual to become eligible for Access Membership. Allows special coverage at community events, PSA’s and 30 minute promos

Senior 

 (60 and over)

Youth 


(16 and under)

Young Adult

(17-21)

Family


 (3-4 per household)

Internship

(see internship guidelines)

Membership Benefits

1. A credit towards classes, each year that will allow you take an average of 3-5 classes, and are good for all video and production workshops. 

2. Free access to PCTV’s cameras, editing suites, and studios when producing programming. 

3. Access to our computer lab during regular weekly hours. 

4. Discounts on blank media, tape stock, and tape duplication 

Membership Fees:
All membership fees are for one full year from the time of joining. 

· Individual Access Membership: $50 

· Volunteer Access Membership: $30 (Volunteer 4 hours of your time in exchange for this discounted rate)

· Organizational Membership: $200 

· Senior Membership (60 and over): $25 

· Youth (16 and under): $15 

· Young Adult (17-21): $25 

· Family (3-4 people at the same address): $125 

XII.
Submitting a Program for Distribution

A PCTV application for content distribution must be completed and submitted a minimum of four (4) weeks before the scheduled distribution of the program (airdate). An application may be rejected for any of the following:

a. Failure to comply with the PCTV Policies and Procedures

b. Failure to complete the “Application” completely

c. Failure to provide proper identification (Photo ID)

d. Failure to submit a signed Statement of Compliance

e. Misrepresenting any information to PCTV

XIII.
Program Scheduling

1. Programming for the public access channel is scheduled without discrimination based on race, gender, ethnicity, religion, or sexual orientation.
2. PCTV reserves the right to preempt regularly scheduled programming.

3. Playback Errors: Whether by human and/or equipment errors, occasional mistakes are made in playback. The Plainfield Cable Television Advisory Board is not responsible for these errors and does not guarantee the producer the right to have the episode played at a later date. 
4. Programming Schedule
Any material submitted for airing on PCTV 96/34 must be reviewed by the PCTVAB in conjunction with the Department of Media and Station Management for the purpose of scheduling.  Programming subject to scheduling review and approval includes, but is not limited to; Community Bulletins, PSA, Community Forums, Governmental Meetings, Institutional Meetings, Entertainment Programs, Educational Programs, Photo Slide Shows, Announcement.  The PCTVAB will reserve the right to adjust and or cancel any program schedule by way of a vote of 2/3 rd vote of the Board regarding the rotation.   In the event of any emergency, the Plainfield Cable Television Advisory Board reserves the right to pre-empt any program in the best interest of public information and awareness.
5. Specials: A “special” is a stand-alone single program (not part of a series)
a. Specials (non-series) programs are put on a specials list and scheduled during the several times slots reserved for non-series programs. The number of non-series time slots during a particular month varies depending on the number of weeks in a month.

b. The station manager determines the scheduling of specials.

A producer may only schedule one special at a time, unless special arrangements have been made with the station manager.

The station manager will not place a special on the program       schedule until the completed program has been submitted.

c. The station manager will not schedule a submitted special for distribution any sooner than seven (7) days from the date of submission unless special arrangements have been made with the station manager.
7. Series: A producer may request and be given a regular series time slot. The producer may keep this time slot for the length of the series agreement, as long as the producer complies with all policies and procedures.

a. A producer is only allowed one (1) series time slot at a time unless special arrangements have been made with the station manager.

b. A producer may not find a second producer to produce a second version of essentially the same series (regardless of series title change), simply to gain more airtime.  Plainfield Cable Television Advisory Board will solely determine whether the series in question is so materially similar as to be deemed the same series.
c. A series agreement may be for any of the following configurations, subject to time slot availability:

i. Thirty (30) minute program weekly for six (6) months

ii. Thirty (30) minute program bi-weekly for one (1) year

iii. Thirty (30) minute program monthly for one (1) year

iv. Sixty (60) minute program bi-weekly for six (6) months

v. Sixty (60) minute program monthly for one (1) year

vi. A producer may not exceed 2.5 hours of series programmer per month unless special arrangements have been made with the station manager.

8. Non-Standard Series: PCTV will consider applications for a daily time slot, or other series configurations based on, but not limited to space availability, ability to provide programming reliably in a timely manner, and other factors - all subject to the discretion of the PCTV station manager.

9. Renewal of Series: After a series has been aired for the length of its series agreement, the producer may renew the playback time slot, subject availability and at the discretion of the station manager.

XIV.
Media Standards for Submission and Distribution

For distribution, PCTV can accept programming content recorded and authored on a DVD, or programming saved as a digital file on a data DVD, and finally on a VHS tape. See the following format guidelines:

· Authored DVD: An authored DVD is one that has been created to play in a standard standalone TV set top home DVD player, and operates through navigating menus, etc. The disc format may be any single-layer or dual-layer standard definition DVD (no HD “blu-ray” discs) e.g. DVD-R, DVD+R, DVD-RW, and DVD+RW. Be sure the disc plays on your own player before submitting it for distribution to PCTV.


(a) 
Program to be distributed must be on one single track (multiple 


chapters within one track is okay)


(b)
If there are multiple episodes or programs on the DVD, the DVD 


must be clearly labeled, identifying which track is scheduled to be 


distributed on which date(s).

· Digital File (Data) DVD: A data-DVD is a DVD used to store or transport a digital file in any number of formats. Such DVD’s will not play in a stand-alone TV set top home DVD player. These discs will only be recognized by a computer with a DVD-ROM drive. The disc format may be any single-layer or dual-layer standard definition DVD (no HD “blu-ray” discs) e.g. DVD-R, DVD+R, DVD-RW, and DVD+RW. Be sure the disc plays on your own player before submitting it for distribution to PCTV. 

· PCTV will accept the following digital file formats recorded on a data-DVD:

a. .mov (QuickTime)

b. .mpg (MPEG-2)

c. .mp4 (MPEG-4)

d. .avi (Audio Video Interleave)

e. .dv (Digital Video Stream)

f. other file formats as approved by the Programming Manager

XV.
Media Standards for Submission and Distribution

· Videotape (VHS): A video home system (VHS) is a video tape recording standard, available since the mid-1970’s and although not nearly as technically advanced as DVD, still provides the basic level of recording audio and video distribution over PCTV. Be sure your tape plays on your own player before submitting it for distribution to PCTV.
XVI.
Content Format and Labeling

Program length:

· All regular thirty (30) minute series episodes must be a minimum of 25:30 minutes in length, to a maximum of 28:30 minutes.
· All regular forty-five (45) minute series episodes must be a minimum of 40:30 minutes in length, to a maximum of 43:30 minutes.
· All regular sixty (60) minute series episodes must be a minimum of 55:30 minutes in length and a maximum of 58:30 minutes in length.
· Specials may be of any length, but require approval from the station manager.
· Multiple Episodes: multiple episodes per disc is acceptable, as long as each episode is clearly identified and labeled on the face of the disc or tape.
· Government/Educational Exception: Due to the type of programming generally submitted by government and educational agencies, standard program length rules as described above to not apply. However, it is requested that the producer of such events makes all reasonable efforts to edit the content into program lengths as described above for ease of distribution at the scheduled time. (e.g. Part I, Part II, etc.).
· Properly Labeling your media is essential. Label the outer case and/or sleeve and the media itself (DVD or VHS Tape). The proper labeling of submitted content for distribution is the responsibility of the producer, not of PCTV staff. Staff will not label your media for you.
· Proper Labeling Includes the following, which should be on both the disc or tape face as well as the outer packaging:

· The name of the program (as it will appear on PCTV)
· The date, day of week, and time of day the program is to be aired.
XVII.
Media Drop-Off and Pick-Up Procedures

· All media must be delivered in person by either the producer or the designated drop-off person a minimum of three (3) weeks in advance of the scheduled posting date (airtime). Should the producer be unable to deliver the media, he or she must provide the name of the designated drop-off person to PCTV in advance of sending the materials. 

· Media from expired (or canceled) series or specials must be claimed within thirty (30) days. Media left beyond this timeframe will be disposed of in a manner at the discretion of PCTV.

· Media submitted for distribution will be available for pickup five (5) days after its scheduled airtime.

XVIII.
Your Program and Content


Producers are responsible for the words and actions of everyone who 
appears on their programs. Brief your guests and talent on these rules 
responsibility to preview all programs scheduled for distribution on PCTV 
Programming Content Terms and Conditions section of this Policies & 
Procedures Document)

Any Material submitted for airing on PCTV 96/34 must be reviewed by the PCTVAB in conjunction with the Department of Media and Station Management for the purpose of scheduling.  Programming subject to scheduling review and approval includes, but is not limited to; Community Bulletins, PSA, Community Forums, Governmental Meetings, Institutional Meetings, Entertainment Programs, Educational Programs, Photo Slide Shows, Announcement.  The PCTVAB will reserve the right to adjust and or cancel any program schedule by way of a vote of 2/3 rd vote of the Board regarding the rotation.   In the event of any emergency, the Plainfield Cable Television Advisory Board reserves the right to pre-empt any program in the best interest of public information and awareness.  

XVIIII.
Phone Numbers and Websites (Producer & Guest Contact 
Information)

1. Producers may list contact information for themselves, or any guests, included in their programs, at any point in the program. This contact information must not violate “Commercial Content” polices (See Commercial Content section).

2. Individuals or groups either producing or distributing at PCTV may not use PCTV address and contact information. Do Not Use the PCTV address as a contact address in your program material. PCTV staff will not be responsible for the handling of mail addressed to non-PCTV staff.
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