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Presentors Guide


DOE ITV Presenters Guide

Welcome back to all of you returning for another year of broadcasting and welcome aboard to all of you who are newcomers.  We look forward to working with you during the school year as you share vital information and work with educators across the state of Maine through telecommunications.

Keeping in mind the extraordinary demands placed on each of you by your day to day responsibilities, We have tried to make the procedure as simple as possible.  Please take a few minutes to read through and become familiar with the enclosed materials.  These changes impact your programming. Compliance with each procedure is critical to successful ITV presentations.

Enclosed you will find:

· Presenter Requirements - when certain information regarding your program needs to be sent or turned in. 

· University Network Facilities and Support - that reflects the changes in procedures and information required by University Network personnel as well as additional services available for certain fees.

· A list of Support Materials that presenters are able to use during a broadcast and details what they need to know and/or do in preparation for using them.

· High school ITV sites and/or sites potentially available to DOE program viewers list --this list is updated several times a year, if you aren’t sure if you have the most current, feel free to call and ask for the most up-to-date list.  Please share this with your potential viewers.  

· DOE/UNET Presentation Agenda Form (a blank copy as well as one filled out as an example)    

· Request for Authorization to use Audiovisual Material and Video Playback Form that must be filled out if a presenter plans to use video clips, segments, etc. as support material during their program.

· Broadcast Room Set-up Sheet
· DOE/ITV  Program Duplication Request Form - Please feel free to duplicate this back to back sheet and include it in any publicity mailings or postings to help spread the word on how to acquire copies of your program from the Maine State Library.

We hope that this booklet gives you all of the pertinent information that you need.  If you have questions or need help please feel free to call (207)624-6778.

PRESENTER  REQUIREMENTS
Once you have booked your time......

 A)  By the fifteenth of the month proceeding the month that your broadcast occurs in you must submit:

1.
The title and/or subtitle of your broadcast (no longer than five words for the title and no longer than five words for the subtitle)

2.
A brief description of your broadcast to be included in the monthly DOE/ITV Guide that is mailed out to high school ITV sites and is posted on the Department of Education’s web page

3.
The name and title (no more than twenty-five characters) of your main presenter.  The Education Network of Maine will prepare a name key for this person.  

All this information goes to:

Bob McIntire




23 State House Station




Augusta, ME  04333




Tel: 624-6778, FAX 624-6601




E-mail: bob.mcintire@state.me.us

B) Two weeks before your broadcast a copy of your completed AGENDA FORM and VIDEO PLAYBACK FORM (if using videotapes) must be turned into Bob McIntire at the above address.

C) The day of your broadcast in the ten minutes prior to your event, the completed AGENDA FORM, VIDEO PLAYBACK FORM, videotape(s), slides, and graphic disks  (if you plan to use any of those support materials) must be given to the technician. You should also have any overheads you plan to use, with you.
UNIVERSITY NETWORK FACILITIES AND SUPPORT

ROOM SET-UP:

Standard classroom configuration (see classroom diagram):

a. One podium with chair

b. Table with 3 chairs located next to podium

c. Whiteboard (with markers)

d. Tables & chairs for audience/students (room holds 18 people)

Due to schedule restraints, the room set-up can not be changed.
There can not be anymore than four presenters at the front of the room at one time, one at the podium and three at the table.  Presenters greater than 4 will sit in audience seats and go to podium to speak, or speak from audience seats.  Please keep this in mind when planning the event.  If there is confusion as to where individuals will be during an event, the technician will make the final decision.

ORIENTATIONS

Orientations for new presenters or for those presenters who need clarification on procedures will be scheduled through Bob McIntire.
MIKE SET-UP

Microphone configuration: 2 mikes, plus shotgun (overhead) mikes that are used for people sitting in the audience seats.

The two microphone configuration will be a combination of two STM (table) microphones, one at the podium and one at the table, OR one STM microphone and one wireless microphone.  The configuration that will best suit the program will be decided by the technician the day of the event.

CAMERAS

Three remote controlled cameras (camera for overheads, camera for audience seats, camera for presenter)

SLATE/NAME KEY/BACKGROUND
The operator will provide an opening slate (graphic with name of program and source of programming) for the program and one name key listing the name and title of the primary presenter.  Other presenters names will not be shown.  

An “End Slate” (graphic) will be shown at the end of the program unless otherwise requested.  This graphic will give information on how to obtain videotaped copies of the program.

The operator will select and chyron a picture to project as a background for the program.  In the event of whiteboard use, the chyron background may disappear.  This background will be a generic, neutral, scene or picture (eg. seasonal shot)

COMMUNICATION WITH REMOTE SITES 

Capability for phone call-ins to classroom. (4 phone lines)

STAFF SUPPORT

On the day of the event, the technician will be available in the broadcast classroom ten minutes prior to the event. The presenter is responsible for bringing the agenda, the Video Playback Form and supportive materials (i.e., videotapes, overheads graphics) to the technician during this time.  The technician will then run through the agenda with the presenter, set up the microphones, and check over the Video Playback Form and videotapes.

FEE INFORMATION FOR ADDITIONAL SERVICES:
Cancellation Fee:

$25.00 per event
if canceled within ONE month of the scheduled event.
No charge 

if canceled > 1 month of the scheduled event.

Additional Microphone Fee:

A $20.00 (flat fee, per event) 
if an additional mike is requested.

Graphics fees:

$30.00 per hour
When a presenter request that graphics be made by our staff 



for their program.




If a presenter requests time for a later date from the technician to 



get a problem disk with existing graphics “up and running”, this



time must be scheduled through Dianne Ballon, 621-3379, and not 



the technician.

Use of Computer in the Classroom for Internet Access:

$20.00 (flat fee per event) includes hookup, instruction and equipment use.  

SUPPORT MATERIAL
Overhead Graphics (printed material for overhead camera)

1.Transparencies cause too much glare.  It is best to copy transparencies on paper to use as overheads.

2. Overheads must be printed on 8.5 X 11 sheets of paper, horizontally.  White paper causes a sharp contrast.  Pale colored (blue works best) paper causes less contrast.

3. The overhead camera does not pick up a regular typewritten sheet.  Please make lettering size 18 point or larger, no more than 5 words per line, 6 lines per page.  

4. Presenters are responsible for preparing and bringing in the overheads to the studio on the day of the scheduled event.

Slide Projector

1. Presenters can show slides using the video slide projector.

2. Presenters must supply their own carousel(s).  The slide projector only takes carousels that hold 80 slides or less.  Carousels handling more than 80 slides do not fit into this special projector. ( Slide trays can be borrowed from the State Library Media Services)  

Videotapes 

1. Has copyright clearance been obtained for broadcast rights for videotapes?  If material is copyrighted a Request for Authorization to use Material at the University Network, must be turned in with the Agenda form to Bob McIntire.  If that is not turned in, the University Network will not run the videotape(s). (We can provide forms)

2. Parental/guardian permission is required for videotapes that include children under 18 to be broadcast over the Education Network of Maine system.  It is your responsibility to make sure that proper permission has been acquired.  Again, if these forms are required and not turned in with the Agenda form to Bob McIntire, the videotape(s) will not be run. (We have permission forms if needed)

3. Videotapes used in events must be on VHS in SP (Standard Play) speed.  The Video Playback Form must be filled out and turned in with the Agenda Form to Bob McIntire two weeks before the broadcast and brought in with the videotapes and given to the technician in the ten minutes prior to the event.  If the form does not accompany the videotapes, they will not be broadcast.

Whiteboard

1) There is a whiteboard (with markers) located behind the green curtain in the broadcast room.  Presenters can use it but are responsible for pulling back the curtain to use it.  They should alert the technician when they plan to do so.

Scan Converter 
1) This is a special piece of equipment that is being offered for use in events that run as a series.   It allows the presenter to control and broadcast graphics from his/her laptop.  

2)  The presenter must supply their own laptop.  This laptop needs to specially configured so the presenter must use the same laptop for each event that they use the scan converter. 

3) An orientation is required by the University Network production staff to train the presenter in how to use it, and to verify that the presenter’s laptop is compatible. Orientations are scheduled through Bob McIntire.

4) Because of its complexity in setting up and training, it is preferable that the same presenter run the scan converter.

5) The presenter must have their graphic program printed out as overheads (see overheads on previous page) as a back-up in the event the scan converter doesn’t work.  

Internet Access

1. Use of Internet access (Netscape with a Mac computer) can be obtained by using the classroom computer, which needs to be hooked up by our staff prior to the event.  

2. There is a charge of $20.00 (flat fee per event) that includes hookup, instruction (showing the presenter how to use it) and equipment use.  

Graphics

 1.  If a presenter has graphics that they wish to use, they must be on a  MAC formatted  disk with POWERPOINT or PERSUASION only.  

2.  The disk must be brought in the day of the event and given to the technician in the ten minutes prior to the event.  The technician will then switch the graphics during the broadcast.

3. No PC formatted disks will be allowed.

4. The technician only has ten minutes to set-up for each event.  Due to time constraints, a paper copy of the graphic presentation must be brought to the 
event.  The technician will try to run the graphics.  If they don’t work, the graphics will have to be shown as paper overheads.
A fee of $30.00/hr. will be charged:

1.
When a presenter requests that graphics be made by our staff for 


their program.

2.
If a presenter requests time for a later date from the technician to get a problem 

disk with existing graphics “up and running”, this time must be scheduled 


through Dianne Ballon, 621-3379, and not the technician.

G:\doe\Lord\ITV\forms\UNINFO.doc

6/1/98

PAGE  
7
09/12/03

