Citizens Television

CH. 26-27=96 2666 State Street Hamden, CT 06517
Tel: 203-562-2288
Fax: 203-562-0864
WWW.Citizenstv.org

Citizens Television, Inc.

“Building CommtnThrough Media”

Rules & Procedures

TO uphold and protect our mission of freedom of egpion, diversity of ideas, civil

interchange and community communication, the folllg\Rules and Procedures have been
adopted:

* To ensure that the CTV facilities and equipmentaienm good working order.
» To ensure that CTV services, facilities and equipnaee available to all producers.
» To maintain a safe, and creative working atmosphere



I MISSION

The purpose of Citizens Televison,Inc. (CTV) iptotect and enhance the public’s first
amendment rights in the communities of Hamden, Newen, and West Haven, to provide
freedom of expression, diversity of ideas, and camity communication. CTV operates to
serve the public interest through the medium a&deinmunications. CTV solicits and
encourages input from its members and the commumigveloping the direction and future of
local public access.

CTV provides residents of Hamden, New Haven, andt\Waven with access to non-
commercial television programs, and production sungporting services at no charge. These
services include professional training in video andio programming, and broadcast quality
equipment and facilities. CTV provides public, egtimnal and governmental (PEG) access to
air time in the communities we serve.

[ BOARD of DIRECTORS

All policies relating to the operations of CTV adopted by the Board of Directors.

The Board of Directors represents the diversitthef3 communities within the franchise area. In
addition to the regular Board of Directors meetagariety of Standing and Special Committees
meet regularly to discuss CTV and make recommensito the Board.

Il MEMBERSHIP

A. ELIGIBILITY and VERIFCATION
Any person who resides in Hamden, New Haven, ort\WWasen; or who attends school
full time in one of these towns; or is an emploged is producing programming for a
non-commercial organization in one of those toway iImecome a member of CTV. Any
person interested in becoming a member shall submiritten and signed application on
a form approved by the Board of Directors.

Verification of residency, or non-commercial orgaation affiliation will be requested.
At any meeting of the membership, each individuahther shall have one vote.
Members are to notify CTV as soon as possible ahgbs in address.

B. MEMBERSHIP PRIVILEGES

Access to Certification Classes, workshops, antrag

Certification is required to use equipment, edidms, or studio and to make full-use of

CTV's facilities and equipment. Please see: Sedtbn Certification and Training.

» Professional advice by CTV staff for program plamgnicoordination, production
And promotion

* Receipt of any CTV mailings

* Newsletter
Due to the size of the CTV membership mailing lisg cost of mailings and the frequent
occurrence of members moving from the area witloutknowledge, members shell
renew his/her membership on an annual basis betdererary . and the date of the



annual election in February to keep an “Active’ts$a This will only apply to the
mailings of the Newsletter, or activity bulletifdembership business mailings shall not
be affected. Notice of this renewal will be incldde the annual package for
nominations which is received by all persons onroeambership list.

Nominations and voting

» Eligibility to serve on the Board of Directors

» Eligibility to participate and vote in the Annualddting is limited to persons who have
been in good standing for three or more months
PLEASE NOTE
Certification is required to become a “producerti am make full use of CTV’s facilities
and equipment. Please see: Section IV — Certifinadnd Training.

C. MEMBER VOLUNTEERS

All members are encouraged to learn more about @7d/video production by
volunteering to assist staff and individual CTV quacers ( at producer’s discretion).
Needs for volunteers change frequently; checkirth tie staff (Production and
Programming) and scanning the CTV Bulletin Boaglitary is the best way to stay
informed.

IV. CERTIFICATION and TRAINING

CTV provides free training and certificationit® members on a first-come, first-served
basis. Training materials are available to be heedor purchased.

A waiting list for certification classes begitsde months before the first class. People on a
waiting list will be contacted one month beforesficlass in the order of names on the list. There
will be no spaces saved for any person on theAisangements for a special group class can be
made with a specific instructor prior to the wagtiist sign up date. New members are required
to provide proof of eligibility (driver’s licensenail to the member’s address, organizational
affiliation, etc.) at orientation.

PLEASE NOTE
All members must be properly certified before usang C.T.V. equipment. Please inquire of
C.T.V. staff for details on classes.

A. ADVANCED TRAINING ECT.

Advanced training in Camera, Lighting, Control Rqdgditing, and the “Toaster” will be
offered as demands warrant — please check the GilétB Board for advance sign-up
sheets.
“Certification” workshops are offered to certify mbers for use of specific equipment (studio
cameras, editing rooms, etc.) to help other produdée eight week certification classes are
required in order to be the producer of a show.



B. TESTING OUT

Some experienced producers may be allowed to bygysecific certification classes by
demonstrating his/her knowledge and ability to CSt&ff. This process of certification is
completely at the discretion of the Production @amator or other designated staff
instructor. In all cases, a studio workshop is nreceended.

If it later becomes apparent that a producer’dssaile inadequate, his/her privileges will
be suspended until the classroom certificationdeges completed. Staff decisions will be
final.

V. PRODUCTION EQUIPMENT AND FACILITES
A. RESOURCES

Single camera production units, editing suites stndio facilities are available on a
equitable basis to CTV certified producers for pliepose of producing programs for
the Citizens Television channels.

B. PROCEDURES

1. Eligibility
Any member may use CTV resources provided that:

a. The individual is producing programs of intereshis/her
community;

b. The person is not receiving or is not expectingetreive financial
compensation in any way resulting for the use at.\Z. facilities
or property.

c. The individual who operates the equipment has beetfied, i.e,
has successfully completed the production classpassed a
proficiency test conducted by CTV staff;

d. The person is volunteering as a crew member foth@ngroducer
and is properly certified.

e. No commercial messages are present in programming.

2. Ownership and Distribution

The comntymproducer has sole ownership of the program and
All rights, with the following exceptiorhé producer commits
First use of the program to be playbackhenCTV channels.

Producers are required to file a report with CTaffsbn all compensation
received from sales or rental of access prograrttgmiien days of receiving
such compensation.



Producers shall pay to CTV 20% of gresseipts received from programs
underwriting grants and sales.

PLEASE NOTE
THE USE OF C.T.V. FACILITIES AND EQUIPMENT FOR ANY
PROFIT MAKING VENTURE IS STRICTLY PROHIBITED!

3. Facility Hours
The facility hours will be established by staff amill be posted.
Members must vacate the facility before closing.

4. Phones
Designated phones are available for producers’Risene calls should
be brief and “project” related; no recreationalsal

5. Facility and Equipment Reservations
The staff will take reservations for facility anguégpment on an
equitable, non-discriminatory basis. Certified proers must complete
the remote equipment classes before schedulingtesagoipment.
Reservations for equipment must be made in advamcefor a specific
program. Portable equipment is normally reserved fmaximum of
twenty-four hours per week subject to other arramggs with the
Executive Director.

Each producer will fill out a Program Proposal Fdaneach show
he/she wishes to produce.

The producer shall check in at the front desk leetming facilities or
equipment and record usage hours on the Projeot.Fomember
working on someone else’s project must record tiases on his/her
own Project Form-noting the show title.

Only staff can sign in producers for reservationsancellations. A staff
volunteer may be approved to sign in reservatignthé Executive
Director, Production Coordinator, or Programming@nator.

6. Equipment Check-Out

Producers are required to arrive at the appoineg, tomplete and sign
an equipment checkout form. Any malfunctions ofate damage must
be noted on the checkout form.

The producer signing the equipment contract atithe of checkout and
designated certified crewmembers are the only peasthorized to
operate the equipment. Additional non-service chatkare possible, if
the equipment is available on the day of the inquir



A producer may not reserve more than one camelautipprevious
arrangements with the Executive Director.

7. Equipment Check-in

Producers are required to return, at a time tgeeiBed, all equipment
in undamaged working order and are liable to fabynpensate CTV for
damages that occur during the time the produceassismed the
responsibility for the equipment. Staff will inspemnd test the
equipment. Any such malfunction will be noted oa tiheck-out/in form
and initialed by staff and the member.

8. Cancellations of Reservations

If a producer is thirty minutes late,& has mattified staff of their
intentions, shall loss the reservation appt.(eqeipnuse will be
cancelled).

If producer shows up to claim equipment after teation of
reservation, the producer may still claim equipney if, the
equipment has not been taken via incidental ug®oked & reserved
by another producer.

9. Late Return of Equipment

Producers unable to check-in equipment at the stbeadheck-in time
are required to call CTV Staff prior to the rettime.

10.Lost or Damaged Equipment

If equipment is damaged or lost while under contrat¢he producer, the
producer will have equipment privilege suspended fuil
compensation is made, or until installment paynecentract is signed
with the Executive Director.

Installment guidelines are: a minimum 20% down pagtnand a term
not to exceed one year in duration. In the evemptioducer fails to
meet the terms of repayment, the producer willuspsended from all
equipment privileges and the case will be submitbelégal counsel for
resolution.

11.Use of Editing Equipment

Producers with editing reservations are requireslgo-in with staff and
claim his/her reservation no later than thirty m@safter the scheduled
starting time. Failure to meet these requiremesgslts in forfeiture of
the entire reservation.

“Begin aftarting time” there is a thirty minutes maximum



time peritadclaim your edit reservation “even if you phoned
and inquirgabut your late status” (Please see page 7#14
CancellaspnFailure to adhere to the times of reservatinag
Result ire tforfeiture of the reservations.

Editors muatate facility by the completion of his/her resstv
Time. In teeent the next editor has not claimed his/her timee
Staff maypam request, extend the previous editors edit room
Time. Editors are required to sign-out withfsat the conclusion
Of the session. Unauthorizextension of time in edit suites &
Studio; whether or not another producer igingamay result in
A violation(m).

Producers may request series edition reservaiitepgnding on the
post-production requirements of the program, ug teaximum of four
hours a week. A producer working on more than drosvsmay only use
eight hours editing time per week total, for albgls combined
(equaling one hour air time per week).

Dubbing and having copies made: Please note: dglard making
copies in the edit rooms is unauthorized, pleabevidhe procedure
below in order to have a copy done for you@ CTV.

1. Get copy request form from staff “please date”
2. Provide CTV or purchase from CTV the proper rdocw tape (S-
VHS-P/I) along with the master
3. Return form to staff along with tapes
4. Pleas®wlll0 days for processing the request

Non producers/public
1. In order to receive a copy of a certain programroduction, you
must also fill out a tape copy request form. There fee for this
service. CTV will provide the 1/2” tape (P/I VHS)tlvyour
request. Rates are subject to change.

12.Production

All producers using the editing facilities, studioremote equipment for
his/her own programs are required to submit a pmogio the Programming
Coordinator within a reasonable amount of time. Stadf may judge what
is considered a reasonable amount of time basedreful analysis of the
requirements and demands of the producer’s prajgtidocumented
records of reserved time and equipment. Pleaspregeam proposal for
reasonable amount of time.



13. Studio production

a. A CTV staff person will supervise all Studio Protlans. Crew
position assignments are the responsibility ofcdeified
producer. All studio crew must be certified. Inteand
volunteers may be able to assist in the productiows-week
notice is needed for such a request.

b. Members mustonsult with the staff before changing studio
wiring, connections or bringing in accessories.

c. Itis recommended that studio time be reservedeasstthan one
week in advance. The studio may be used for a maxiof a
four hour block per week per producer.

d. A producer is responsible for finding a full cremvadvance of
the scheduled studio shoot. A Studio Request Foust tve
submitted prior to the shoot. The staff reservesohudge the
number of crew members required for each production
depending on the demands of the production. Stajf cancel a
live production for lack of an adequate crew.

e. Live studio program reservations must be appromextivance
by the Programming Coordinator before the studit &istaff
member.

f. Producers must check in and out of the studio wiskaff
member. Producers are responsible for leavingttitiosin
proper conditions outlined at check-in.

g. Producers may borrow a limited number of thirtysbtty minute
3/4” U-matic tapes. All removed tapes must be retdrto CTV,
or renewed after 26 weeks. (Please check with &tafhore
information.) Producers/Crew Members/Visitors péebe
conscious of your reservations time, please resmeaotfellow
producers and users of the studio by claiming yeservations
on time. Please see staff before making your weyythre studio
as to not disturb the production that may be takilage. Any
complaint from producers regarding this infractioay result in
violation"M”.

Cancellations

h. Producers are asked to cancel with early notificatio enable
staff to assign the equipment or studio time totlagoproducer.
The producer is required to notify the staff of aaycellations
of reserved equipment or facilities time as easlypassible.
Cancellations will be accepted until the time af teservation
and no later than the end of thirty minute graagoplefor time of
arrival arrival except for emergency circumstances.



NOTE Claiming reservations: all edit rooms have a maxmof
30 minutes claim period, “even if you called toifydt “You
must claim you suite no later than 30 minutes after
scheduled reservation,” or you risk the chancedgéfting the
time to another producer or for CTV Staff use. (Eyou are
going to be longer than thirty minutes late for yoeservation,
your room will no longer have reserved status aag be
forfeited for other use.

I. Any producer wishing to take advantage of edit room
Cancellations must make his or her wishes knovandtaff
member. Request for such time is granted on adoste, first-
serve basis only on day of cancellation or forfefuhis is called
incidental time.

j. Cancellation of studio bookings at least 48 honrs i
Advance of booking, as the studio is in heavy deiman

PLEASE NOTE

Staff will make every effort to be helpful and peati with the
Production needs of members at all capability evEhe
Staff will give a high priority to members produartineeds.

CTV retains the right to revoke or suspend productprivileges at its sole discretion (see
Section VI). Infractions of the rules concerningtsen VB1 through VB14 are further discussed
in section VIA-C.

VI. RULES OF CONDUCT, VIOLATIONS, LOSSOF PRIVILEGESAND
COMPLAINT PROCEDURES.

Staff members may refuse service or use of fagslito any person whose action
hinder the activities of other producers or staéitson hindering producers, staff or
director may be asked to leave the facility byfstafich actions may be appealed by
writing to the CTV Executive Director.

A. Notification of Complaints

Any producer or staff member may report rule violias to a staff member.
Staff, upon verifying that a violation has occurredll issue a written statement
of disciplinary action in a timely manner. Discigdiry action will become
effective immediately upon the receipt of this staént.

Notification of complaints which allege violatior law, including libel,
obscenity, sexual harassment and copyright, ajecuo the statute of
limitations in the applicable law. Notification other violations must occur



within 45 days of cablecast of the program; aftextt date the producer has
successfully produced a program without a compkamak if review of such
intervening programs reveals no rules violatioe,¢cbmplaint will not result in
a violation of the rules.

The staff is required to report all violations bétlaw to the Executive Director.

B. Rules of Conduct
In order to provide a safe, healthy and comforta@oledronment while at our
facility the following rules of conduct are essahtp the protection of our
mission.

Any act of physical violence against any othervidlial on the CTV premises
will result in immediate suspension of all memb@girivileges and access to
the CTV premises for one year.

A breach of the following will result in a Minor efiation.
No smoking in the building; including the rest roam
No food or drink in the studio & control room oriesuites.
(A Major Violation if damage results.)
PLEASE NOTE Drinks are allowed only:
A. If they are part of the completed set & not ®lyought into studio prior to
fifteen minutes before airtime or for taped progsambegin.
B. Liquids used as & for props (i.e. cooking pragsd however may be allowed
prior to the 15-minute stipulation.
Phone calls should be brief and “project” relatealyecreational calls.
No running or other forms of raucous behavior.
Disruptive, loud and abusive behavior is not petedit
Young children must remain in the company of pa@entguardians.
No pets in the facility, except for service animals
Members must be reasonably attired including shoes.

A breach of the following will result in a Major ®iation.

=0

Members may not bring alcoholic beverages intdalegity without the prior approval of
the Executive Director.

Weapons are strictly prohibited.

No violation of any city, state or federal lawsMié tolerated on CTV premises.

. Disciplinary Action

Suspensions

A first time suspension from use of equipment adllities is 90 days.
Subsequent suspensions result in one-year susperest.
Recertification may be required.

Major Violations
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A major violation results in immediate suspensiamf use of equipment and facilities.
Where there is damage to or loss of equipment afaddities, suspension is in effect
until compensation is made for such damages. Tdrereo written warnings or
probationary period in the case of major violatiadembers will be asked to sign a
statement acknowledging receipt of a suspension.

Major Violations are asfollows:

a. Owing funds to CTV due to failure to pay for equigmh damage, submitting a check

with insufficient funds, etc.

Failing to conform with “first use” of access pragrs on CTV Channels.

Failing to report funds received from sale or renfaccess programs.

Abuse, vandalism, or failure to maintain equiprmemd facilities.

Repatching or rearranging of equipment. Only staff make any changes.

Return of equipment in damaged or unworkable candior failure to return

equipment through intent, negligence, loss or theft

g. Use of equipment and facilities for any purposeret#ted to the production of non-
commercial programs for cablecast on the CTV Chianne

h. Removal of the equipment from the equipment stoeaga without proper check-out
procedures and/or without signing equipment cohtrac

i. Checking out equipment for use by a non-certifiemtpcer, or for a producer on
suspension.

J.  Breach of the program contract warranties on tla¢eStent of Compliance form.

k. Using CTV equipment while on suspension.

~®o00T

3. Minor Violations

A minor violation will result in the following aains:
» First — written warning
» Second - final written warning
» Third — suspension from use of equipment and feesli

Members will be asked to sign a statement acknayihgpreceipt of second written warnings
and suspensions.

a. Failure to cancel or claim a reservation of equiphae facilities within thirty
minutes of the start time reserved, except for gemy circumstances.

b. Failure to cancel studio bookings at least 48 houeslvance.

c. Late return of equipment, without authorized eximmsLate returns without
authorization is considered “hindering”; see vimatM & N.

d. Failure to vacate editing facilities by the endhod reservation time without
authorized extension. Late returns without auttadi@n is considered
“hindering”; see Violation M & N.

e. Return of dirty equipment.

Operation of equipment or use of facilities in aodrrect, unsafe, or

inappropriate manor, which might result in damage.

o
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Improper packaging of equipment for transport.

Attempted equipment maintenance or disassembly.

Reserving or checking out equipment for anothedpecer unless otherwise
specified and approved.

Storing privately owned props in the prop roomratite completion of a
production.

Failure to submit a program for cablecasting onGA¥ Access Channels within
production schedule limits.

Listing private phone numbers or address withoatdbnsent of the individual.

. Use of staff phones without permission by stafé asproducer phones for non-

project related or lengthy calls.

Hindering the activities of other producers.

Hindering the activities of staff, board members] aolunteers.
Disregarding the closing time or otherwise causatg closure of the facility.

D. Appeal of Disciplinary Action

1. A producer may appeal any disciplinary action blyrsiiting a written
statement to the Executive Director. Any restrictian equipment and facility
use resulting from a disciplinary action remaireffect throughout the appeal
process.

2. The Executive Director shall investigate the cirstances surrounding the
disciplinary action and return a written report gndigment to the producer
and the Board President within ten working days.

3. The producer may, within the following ten workidgys, continue the appeal
with a written statement to the President of CT\a&bof Directors, who will
refer the appeal to a committee who will investgidite expeditiously as
possible whether to a. Decline the appeal — b. @enshe appeal and alter or
reverse the decision of the committee. The pettiavill then be notified of
the final decision of the committee. The petitiondt then be notified of the
final decision within 3 working days.

E. Complaint Procedure

An access producer or channel viewethasight to file a complaint in the event of a

perceived infraction, dispute or disagreement WitV policy, rule or regulation. The matter in
guestion shall first be discussed with the CTVfstaf

If at that point the matter cannot be resolved p#eson complaining shall:
1. Register the complaint by sending a completed Rergid Complaint Form within ten

2.

working days.

The complaint will then be addressed by the Exgeulirector and appropriately dealt
with in a conference with the complainant eithepbyne or in person, or if necessary, in
writing. The response to the complaint will be doemted on the Register of Complaint
Form within ten working days.
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3.

VII.

Upon the E.D.’s review of the complaint, if the téan of the Executive Director is not
acceptable to the complainant an appeal may be toate Board President within thirty
days. The President will then follow the procedamdined under D. Appeal of
Disciplinary Action.

PLEASE NOTE

C.T.V. will make every effort to handle complaiimsa timely manner.
REMINDER:
If a complainant is dissatisfied with CTV’s resgerto his/her complaint, he/she may
contact:
The Cable Advisory Council, PO Box 8415, New Hawem,06531
OR
The State of Connecticut Department of Public ttiGontrol, Ten Franklin Square,
New Britain, CT 06051

PUBLIC ACCESSCHANNELS

A. RESOURCES

Air time on the access channel is available freehairge. The CTV channels are
available on an equitable, non-discriminatory hasis

B. PROCEDURES

Submitting and Scheduling Programs

A program proposal must be submitted to the Progrisgm Coordinator at the time
production begins. When a producer completes argnoghe producer schedules air
time with the Programming Coordinator. Produceay mequest specific cablecast
times, and the Programming Coordinator will matghce with requested times
whenever possible.

Producers may regularly schedule up to four hodginal and/or pre-taped
programming per month. Programs are scheduled Wee&s ahead of cablecast. At
the time a completed program is submitted for sahieg, the producer must have a
Statement of Compliance form on file which holds gnoducer liable for program
content. In signing the form the producer warradhg the program does not include:

a. Any material that is libelous, slanderous, or ottise a defamation of character; or
material that is an unlawful invasion of privacy.

b. Any material that violates state, or federal relgtio obscenity. Obscenity is not
considered protected speech under the First Amentkméhe United States
Constitution.

c. Any material that violates local, state, or fedéaals. It should be noted, that
according to an agreement between Comcast Cabkn@\Citizens Television, Inc.
dated 12/24/91, paragraph 2,3, program materiadhaung any obscene or indecent
material is prohibited.

d. Any advertising or material that promotes any comuiaé product or service.

Any solicitation or appeal for funds.

Any unlawful use of copyrighted material.

Pl 0]
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PLEASE NOTE

On the form, the producer agrees in writing to mddy and hold harmless CTV, its
staff and Board of Directors, Comcast Cable TV amofficers and employees from any
and all claims, demands, damages, or other liggslitncluding legal fees and expenses
that may arise as a result of cable casting thgram.

Public access producers/submitters shall be predtonge aware that under the federal
Cable Communications Policy Act of 1984 as amendéaever transmits over any
cable system any matter that is obscene or othemwiprotected by the Constitution of
the United States is liable for substantial crirhpenalties.

Any program which contains excessively violent mateexcessive adult language,
nudity or sexually explicit material shall carrglsclaimer at the beginning and near the
middle of the program to read: “This program camtanaterial which may not be
suitable for all viewers. Parental discretion igiadd.”

CTV will schedule programs which contain excessiveblent material, excessive adult
language, nudity or sexually explicit material edalst after 10 pm.

CTV reserves the right to require producers to gaecany program with parental
discretion advisories, disclaimers or other infatioraal material.
All requests are subject to schedule availability.

1. Scheduling Priorities

a. First priority

Given to live, locally produced shows, specialr@geand satellite

programming (at the discretion of the Programming@inator).

b. Second priority

Given to locally produced programs. Local prograresdefined by

the producer’s residence, and not the programsobariny program

with a substantial amount of local production wizrkocally
produced.

c. Third priority

Given to programs produced elsewhere but sponsocaty. A

program that is created elsewhere and submittecktaecast by a

local resident is locally sponsored program or impoogram. Adding

local credits or opening and closing tags to allgegponsored
program does not qualify the program as a localbdpced program.

d. New programs have priority over repeat showings.

e. Locally produced programs may be cablecast on Qfancels for
a total of not more than eight times per monthefthirty- minute
show or four times a month for an hour show. Eadividual
program may air only once per week between 6-10 pm.

f. Open air times in the schedule will be filled by&§amming
Coordinator, in accordance with the above pricitie
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g. Political candidates are subject to the same @sliand regulations
as other user of the public access channel. Theeaf public
access is that everyone in the community has eeaiss to the
facilities and channel time.

h. Groups or individuals are responsible for their gwomotion and
advertising — for example: newspaper ads or astidlgers in
appropriate areas; contact leaders in target contiasirtext for
creating page on C.T.V. channel program guide. e €py of
advertising in advance of publication for reviewddar posting at
CTV is required.

i. Programs produced at C.T.V. must be cablecast d/VCa
minimum of once before being aired elsewhere.

j.  All permissions from satellite originator must k=yaired by
requester and presented in writing to CTV beforeSatellite
programming requests will be aired at the discretibthe
Programming Coordinator.

k. Satellite equipment and recording will only be haddy CTV
staff or assigned staff volunteers.

[.  Ant weekly satellite feed may be carried for 13 kseafter which
the series must be renewed.

2. Series Programming
A producer may apply for a series time slot aftee¢ completed programs
in that series are submitted for cablecast.

To keep a series time slot, the producer must miairat 5 to 1 ratio of
original to repeat program hours. A series produwdezther weekly or
biweekly meeting the requirements will be granteohe slot for 13 weeks.
It is the responsibility of the producer to rendwit time slot at the end of
this period. A producer requesting an occupied sloeMUST give the
producer currently occupying that slot at least BBMS notice before the
end of his 13 week period. Failure to renew thgioal time slot will result
in the immediate cancellation of the time slotribther producer has
requested it.

3. Live Programming

Any program to be aired live must be submitteddwaance through a Live
Programming Request Form to the Programming CoatalinBoth studio
and air time must be available before the requésbe approved. Live
programs may request studio time up to two monéferb program is to
air. (Weekly or bi weekly programs return to pa@edr text.)

If a producer must cancel a live show, notice sthdna giving to the
Programming Coordinator at least 48 hours befaesttheduled air time to
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allow other producers access to the studio. Emesgsituations will
naturally be taken into account.

If a program in a scheduled live series is candeti@re than once, a
warning will be issued. When three cancellationsuoin a live series the
series will be suspended for the remainder oflits r

Live shows are publicized in advance and therefegeired to begin on
time. A warning will be issued if this commitmestnot fulfilled.

4. Monthly Series Programs

A producer requesting a monthly time slot will barged a time slot for six
months during which time five shows must be originad re-air is
allowed.

Monthly series programs may have two time slotsnpenth if a thirty
minute show; one time slot per month if sixty mesut

5. Program Scheduling Disputes

Channel space is available on an equitable bagisoducer requesting an
occupied time slot must submit their request irtimgi to the Programming
Coordinator at least four weeks before the exigiragrams 13 week run
expires. The producer who currently occupies tme tslot should therefore
renew their time slot during the last three wedkheir run.

a. Guidelines for production schedule: a typical 1é2thshow should
be completed within a month, and an hour show cetaglwithin
six weeks after the program proposal has been stdanAt the
time the program proposal is submitted, an appantrwill be
scheduled with the Programming Coordinator to disdhe
progress of the show and review the footage to. date

6. Funding and Underwriting of Programs

Producers may seek funding for the production ofrooinity access
programs. Funding sources may be credited withtesgprograms
according to the following underwriting guidelinésiy individual,
business or institution that helps defray productiosts may be given
underwriter credit as follows:

a. Credit may be given at the opening, logical midalieand/or
ending of program with a maximum of two credit sexges per
half-hour. Each time underwriter appear, all credhall together
appear for no longer than the following maximumadians:

One underwriter- 15 seconds
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Two underwriters- 20 seconds
Three or more underwriters- thirty seconds

b. Producers are to use the following audio and/ocew@icredit
format: “The following/preceding community progrdras been
made possible in part by a grant from: (name,addgets.”

c. The video portion of the credit may include slideistures, signs
with character-generated graphics and/or logotamotclude
product representations.

d. The audio portion of the credit may include backape music.

7. Freelance Work
No producer can be paid for doing production wdrlCaV, particularly for
other members’ productions, without approval byExecutive Director.

8. Satellite Guidelines

a. Satellite programming is a supplement to Ipcagramming.

b. CTV will consider request from local governmesducational and non-
profit organizations for satellite programming.

a. A one-page request sheet must be filled out foh eac
request stating who, what, where,when, why and must
include evidence of 501C-3 status, if applicableege
must be filled out at least 4 weeks before air.date

b. CTV can only consider request for non-commerciaf) n
pay-per-view programming.

c. Request from private citizens in our 3 communitigé
be considered by the CTV Programming Committee and
can only be aired if sponsored by CTV.

d. The order of content priorities will be: Educatina
Government, Disabilities, Children’s Programmingd a
International.

9. Community Bulletin Board

A part of community access that CTV provides ineslthe Community
Bulletin Board. This bulletin board servers to féate the posting of event,
meetings activities, cancellations or public ses\acnouncements.

a. The organization must be a non-profit organizatobe
sponsoring a non-profit everithe organization shall provide its
non-profit tax ID number on the CBB form.

b. The not for profit organization, submitting an annoement for
the CBB, must be located in New Haven, Hamden ost\WWaven
or be a regional, statewide, national or intermatimrganizational
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organization whose event or announcement servdedhkareas
mentioned above.

c. Submitting Announcements: Announcements must bengtdal to
CTV using the appropriate form provided by CTV. faare
available at the CTV reception area or may be retggeby mail
with the submission of a self-addressed stampediepe. Due to
the large number of requests for this service wameobaccept
faxes or requests for announcements over the phone.

d. Key Facts: Event information shall be submittedoading to
layout of the form provided by CTV. All fields ofi¢ form must be
completed and a contact number must be provided.

e. No dollar amounts: An organization is allowed tatstthat there is
a fee charged (entrance or otherwise), or thahatitm is either
appreciated or expected; however, no PSA will henedd to carry
a dollar amount on the screen.

f. PSA’s run for a month, or until the date of thergy@anyone who

wishes a PSA to run longer than one month should 83V fresh

copy each month to improve viewer attention. PSéedno reach
the station five to six weeks in advance to makmgsible for our
volunteers and/or staff to keep up with the volwhenaterial we
receive. The minimum time frame for a PSA on theBG8three
weeks prior to the event date. Although we will eanbr to air all
announcements, we cannot guarantee PSAs recesgthin
three weeks in advanced will be aired.

Announcements may not solicit funds.

No promotion for regular religious services.

No ads or endorsements for political campaigns.

The production staff reserves the right to edityctgxt, fonts,

colors and graphics for any announcement and hakdditorial

control of the message as they see fit.

— o

VIIl. PUBLIC RECORDS

CTV shall maintain a complete record of namesadtess of all persons, groups,
organizations, or entities requesting use of tHaipauring regular business hours at the
CTV office. All records of requests for utilizatiawill be kept for a minimum of two years.
(Per FCC SS76)

Use of facilities shall not be made available tg parson or group who refuses to have

his/her name or identity and address maintainedamecord and available for public
inspection as required by this section.
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Persons requesting public inspection of files sldaihtify themselves by name and address,
if necessary, in writing, in order to permit CTVrmintain administrative control of such
records. Members can reserve the right to keepdrighone numbers private.

IX. RELATED AGENCIES

1. The State of Connecticut Department of Public tytiGontrol regulates
Citizens Television, Inc. To contact, write:
DPUC, Ten Franklin Square, New Britain, CT 06051

2. The Cable Advisory Council (CAC), mandated by apdrating under
the regulations of the DPUC, advises Comcast Caitevof New
Haven. The CAC is a publicly appointed body andethe public
interest. P.O. Box 8415, New Haven, CT 06531

3. The Cable Provider for Hamden, New Haven and WesEH is

Comcast Cablevision of New Haven, located at:
222 New Park Drive, Berlin, CT 06037
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