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       CMC Mission                                                                                                                               

 
 
To provide the opportunity and means to produce and  
cablecast television programs about and for the  
community of Carroll County by the citizens of Carroll  
County .  
 
To provide equitable access without discrimination to 
Current technologies of information and  
communication. 
 
To be a community resource providing information,  
communication, and educational links between 
individuals, non-profit organizations, educational 
institutions and county and municipal government. 
 

                            
 
 
CMC believes all citizens of Carroll County should have access to 
 the dominant technologies of communication (of their time) and be trained in their use in 
order to ensure their First Amendment rights, express their views, document their local 
events, preserve their local history, and inform and educate their community. This resource, 
consisting of a facility, equipment, expertise, and training, should be available without 
discrimination to all citizens of Carroll County at an affordable cost. 
 
 

GUIDELINE & PROCEDURES 
 
 
CMC operates according to a set of Guidelines and Procedure approved by the CMC Board 
of Directors. The rules and procedures guide CMC staff decisions and ensure equipment 
and resources are available to the greatest number of qualified residents who intend to 
produce programming for the community channel.                                                                                    
                                                              

 
Compliance Agreement- All persons providing programming for CMC must read the 
Guidelines and Procedures Manual and must sign a Statement of Compliance form agreeing 
to abide by these rules and procedures after attending the Orientation. (See Statement of 
Compliance)   
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Membership 
 
 
A membership fee is charged on an annual basis to help support the cost of volunteer 
events and a personal liability insurance premium. Fees vary depending on the membership 
category. They are set by the Director and approved by the CMC Board. 
 
Members must maintain their dues on a yearly basis in order to use CMC facilities and 
equipment.   
 
 
Minors  
Minors are defined as “under 18 years old.” Minors can be members of the CMC with full 
privileges and responsibilities provided a parent or guardian agrees to attend orientation, 
sign a compliance form for each program, and take responsibility for the minor's production 
and use of resources.  
 
 
 

                             
 
 

Training 
 
CMC requires a commitment from the individual to learn the process that can enable him or 
her to produce programming for the local community. In order for the citizens to meet their 
individual goals, the station offers three levels of certification to be trained on CMC’s 
available equipment and facility resources. 
 
General Orientation 
Anyone wishing to become a certified producer or program sponsor must attend a free 
orientation session. If the person is less than 18 years of age, a parent or guardian must 
attend the session with the minor. Orientation is a general introduction to the station and 
public access as well as an overview of the Guidelines and Procedures. Orientation sessions 
are scheduled by the station in conjunction with a Level 1 – Basic Certification to occur the 
following Saturday. A minimum of five need to be in attendance for an Orientation to be 
conducted. 
 
Classes  
Certification courses as well as workshops are given on a regular basis at CMC.  CMC also 
works in partnership with other educational and non-profit organizations to offer a variety of 
options for instruction.  



                                                                                                                            3 
 
Certification means a community producer has met all the  
requirements to produce programming for CMC. Once a resident  
has completed courses or produced proof of equivalent training  
or experience, become certified by passing the appropriate test; he  
or she is eligible to submit a program proposal, check out equipment  
and reserve editing time to produce programming for cablecast.  After attending the Level 
1 – Basic Certification the producer is eligible to reserve basic level cameras and to use 
the community editing facility.  Eligibility for advanced equipment such as studio and field 
switcher is dependent upon the producer completing the respective Advanced 
Certification.  
 
Maintaining Active Status-In order to remain certified, a Community producer must: 
 
 1. Maintain current membership by paying the annual fee or provide a  
      membership waiver;  
 2. Produce a minimum of one program per year; 
   
Exemptions for extenuating circumstances should be requested in writing 
and will be reviewed by the Director.  
 
Exemptions-Residents with previous training and/or experience can become a certified 
community producer by attending the orientation class, passing a proficiency test, 
providing verification of training at another access facility, or showing equivalent education 
or experience as certified by the Director or appropriate staff. 
 
Recertification Courses 
Community producers in the CMC data base who have not been active for a one year 
period are required to schedule a refresher course with a member of the production staff 
and pass a basic proficiency test as well as pay appropriate fees to become reinstated. 
After two years of inactive status the producer must be recertified.   
 
                                                                  
 

Programming Content 
 
The following rules and procedures are not intended to limit or discourage free expression. 
They are, in fact, intended to create a balance between the producer's right to free speech 
and the viewer's right to make an informed decision about appropriate cable television 
programming within his or her own home or business. In cases of questionable 
interpretation of what constitutes objectionable program content, community standards 
should prevail as determined by the CMC Board of Directors. 
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             Programming Preview-CMC screens programming only to 
ascertain that technical specifications for cablecast are 
met. Subject matter and treatment are up to the producer. 
The producer/sponsor assumes full responsibility for his 
or her programs.  

 
 
 
 
 
Potentially Objectionable Programming-The producer is required to notify CMC on the 
Cablecast Request Form if a program contains material that may be considered 
inappropriate for children and young audiences due to potentially offensive, adult, violent 
or indecent content or subject matter. If a minor submits mature programming, the station 
requires that the parent or guardian sign the Cablecast Request Form compliance portion 
certifying that he or she has previewed the program and will accept responsibility for the 
content. A Viewer Advisory Warning must be displayed. 
 
        Viewer Advisory -CMC requires that producers provide notice to     
        cable viewers in the event that their program contains potentially   
        objectionable content. Potentially objectionable content includes but  
        is not limited to:  
 -profane language; 
 -nudity; 
 -extreme physical violence or degradation; 
 -graphic depiction of medical procedures. 
 
 
If a program includes any of the aforementioned elements, a viewer advisory must be 
displayed on screen immediately prior to the beginning of the program and displayed for 
15 seconds at the 30th minute of the program content and at 30-minute intervals for the 
duration of the program.  

 
 
 

The Viewer Advisory Warning- should read as follows:  
THE FOLLOWING PROGRAM CONTAINS MATERIAL WHICH MAY BE OFFENSIVE TO 
SOME VIEWERS OR INAPPROPRIATE FOR VIEWING BY CHILDREN AND YOUNG 
PEOPLE. VIEWER DISCRETION IS ADVISED. THE CONTENT OF THIS PROGRAM IS 
SOLELY THE RESPONSIBILITY OF (insert producers name) AND NOT THE CMC 
STAFF, CMC BOARD OF DIRECTORS OR COMCAST CABLE. 
 
 
Responsibility for including the viewer advisory rests with the program's producer or local 
sponsor. Programs with viewer advisory will be scheduled at the discretion of the 
Cablecast Coordinator. A producer or sponsor who submits a program with objectionable 
content as outlined and does not inform the station and include a viewer advisory will be 
subject to strong sanctions including the loss of station privileges. 
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Programming 

 
Programs produced with CMC equipment and/or facilities are intended for cablecast on the 
CMC Public Access channel 19 for the local community and may not be used for 
commercial purposes or the solicitation of funds. 
 
Project Request Form  
Certified community producers must submit a Project Request Form and receive staff 
approval before checking out equipment or using the facility for editing or studio access. In 
order to assure timely completion of programming, a producer cannot have more than two 
open projects at a time. Once a program is completed and on the cablecast schedule, a 
producer can submit a new program proposal, check out equipment, and reserve editing 
time. First time producers have 6 months to complete their project from the day equipment 
is taken out and then 3 months for every project after that.   
 
IItt  iiss  tthhee  ssoollee  rreessppoonnssiibbiilliittyy  ooff  tthhee  CCMMCC  PPrroodduucceerr  ttoo  pprroodduuccee  aanndd  ccrreeww  tthheeiirr  pprroodduuccttiioonnss..    
TThhee  CCMMCC  aanndd  iittss  ssttaaffff  ccaann  oonnllyy  aacctt  aass  aa  ffaacciilliittyy  aanndd  ccaann  nnoott  pprroodduuccee  tthhee  pprrooggrraamm  ffoorr  tthhee  
CCMMCC  PPrroodduucceerr..    
 
Content 
Community television is meant to be used for the free expression and exchange of ideas in 
a non- commercial, non competitive environment. The specific nature of the programming 
depends upon the interests and abilities of the community producers themselves.   
 
Ownership 
Community producers retain ownership of the creative rights to the programs they 
produce, and may register and establish a copyright at their discretion. Community 
producers must provide their own broadcast quality mini-DV tape or DVD.   
 
The cablecast copy is held at the station for ninety days. This constitutes a public record. 
Anyone can request to view the program at the station during the ninety days. No one can 
copy the program without the express permission of the producer. Producers are asked to 
pick up their programs after the ninety day period. CMC will not take responsibility for 
storing or mailing programs that have been left over ninety days from this last date of 
public record.  
 
Sponsorship  
CMC gives priority to programs produced by Carroll County residents for Carroll County 
residents. The station does cablecast programs produced outside the county when it is felt 
the programming contributes to the overall goal of presenting diverse and timely programs 
of relevance to the community. Sponsored programming shall not comprise over 25% of 
the total programming and will be scheduled only when there is insufficient local 
programming. Sponsorship refers to a CMC member bringing in outside programming to 
be aired on Channel 19, NOT commercially sponsored programming.   
 
Coverage Request 
A non member of the CMC can request coverage of events by submitting a Project 
Request Form at least 2 weeks prior to the event.  This request will be sent to the CMC 
producers to see if anyone is able to cover the event.  The person requesting the event will 
be notified one week prior to the event telling whether it can or can not be covered.   
 
Orientation-Individuals wishing to sponsor a program must attend a  
general orientation meeting, sign a compliance form stating they have read the Guidelines 
and Procedures, understand and will abide by them and become a member of the CMC.   
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Program Content-Sponsors should be aware that they are responsible for program 
content. Program sponsors must place on file their name, current address, and phone 
number and agree to be available to inquiries from members of the public. They are 
responsible for making sure the submitted program meets all other requirements listed in 
Community Producer Responsibilities, including appropriate disclaimers and appropriate 
labeling.   
 
Technical Requirements-Sponsors are required to make sure their tapes meet the 
requirements for technical standards. Exceptions to this must be requested in writing to the 
Director. 
 
A separate Cablecast Request form needs to be filed for each sponsored program, even if 
the program is a series.  
 
The CMC reserves the right to schedule sponsored programs as determined by the 
Cablecast Coordinator. 
 
 

                              
 
 
 

Cablecast 
 
 
One of CMC's goals is to present diverse and timely programming of interest to the 
community.  Program scheduling tries to balance the desire of producers to build an 
audience with the needs of the station to build support in the community by encouraging 
first time producers and presenting diverse programming for the viewer ship.  
 
Submission of Programs 
Programming must be completed in a timely manner. First time producers have six months 
to complete a project from the time they initially check out equipment. Subsequent projects 
are expected to be completed within three months. Extenuating circumstances which 
extend completion dates must be discussed with and approved by the staff. Producers 
may not have more than two uncompleted projects at a time.   
 
Cablecast Request Form  
In order to cablecast a program, a cablecast request form must be filled out. This form and 
the program should be submitted for a monthly block. Deadline dates and program 
schedules are available at the station. The program can be submitted for one additional 
month after which it will not be played unless it is determined by the Cablecast Coordinator 
to be of general interest and a part of the station archive.  
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First Use-Any program in which the community producer has made use of 
CMC facilities and/or equipment must be cablecast at least once on the 
channel prior to or concurrent with cablecast on any other cable system, and 
prior to any other form of distribution. Once a program is submitted for 
scheduling, it may not be removed from the premises without the permission 
of the Cablecast Coordinator.   
 
 
Public Record-All cablecast copies of programs will be held for 90 days and 
can be reviewed at the station. Any person requesting the program may look 
at the program but may not copy or remove it from the premises without the 
producer's permission.   
 
 
Program Content Violations -Content violations, as defined in Terms and 
Conditions for Playback, brought to CMC's attention will be cause for removal 
of the program from the schedule, notification to the producer, and 
determination of further action by the Director. (See Sanctions p.11) 
 
Approvals and Clearances – Producers must obtain all approvals, clearances, 
licenses, etc. from broadcast stations, networks, sponsors, music licensing 
organizations, performers’ representatives, copyright holders, and with 
limitation from the foregoing, any and all other approvals as may be 
necessary to transmit program material over the Community Media Center’s 
(CMC) – Channel 19 access channel.  Producers understand the CMC 
reserves the right to request copies of the aforementioned permissions.  
Failure to provide these permissions will result in the cancellation of the show 
in question.  
 
 
Series Request Form  
A series is a program contract for a guaranteed time slot. A certified producer 
must submit a request in writing for a series.  This can be further fleshed out 
including what time slots are available for series and what are the 
consequences for the producer if they feel to meet to produce enough 
program for the series.   
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Guaranteed time slot- A series is given a guaranteed time slot for the length of the 
contract.   If there are multiple requests for a specific time then those times are 
allocated on a first come, first served basis.  A series contract request for 3-6 months 
is available by request and approval from the Cablecast Coordinator. (See Series 
Request Form) 
 
 
Terms and Conditions for Playback 
All programs submitted for scheduling must be accompanied by a signed Cable 
Cast Request Form. Any minor must have an adult co-signer. The party signing 
the compliance assumes liability for program content and warrants that the 
program does not contain any of the following: 
 
a. Advertising material designed to promote the sale of commercial products or services, or 
material which identifies any product, service or trademark or brand name in a manner which 
is not reasonably related to the non-commercial use of such a program which is 
underwritten.   
 
b. Direct solicitation or appeal for funds or other things of value. 
 
c. Any advertising by or on behalf of candidates for public office or political parties. This 
includes advertising promoting or opposing candidates or ballot issues by supporting groups 
or lobbying organizations.  
 
d. Obscene or indecent material as defined by state law and/or community standards. 
 
e. Programs containing copyright material unless the producer has   
obtained written permission to use said materials.  Release forms must  
be obtained from all persons appearing in programs.      
                                               
 f. Programs containing material that violates local, state or federal statutes.                               
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CMC requires that a producer provide notice to cable viewers in the event that his or 
her program contains potentially objectionable content. (See Program Content p. 3-4) 
 
Technical & Tape Standards 
All programs submitted for cablecast must meet certain standards in order to be 
broadcast. Producers may submit programs on Mini-DV tapes or on DVDs.  If 
choosing DVD, do not use stick-on labels.  Use a Sharpie Pen to write the pertinent 
information on the DVD (see below). 
 
 
Tape and DVD Labeling-All programs submitted for cablecast must be labeled with:  
 
1) Program Name (Ex: The Joy of Life) 
2) Producer’s Name (Ex: John Doe)  
3) In-cue for program, after the 10-second countdown  
   (Ex: x: x: 30) 
4) Out-cue for program (Ex: x: 29:30)  
5) Total length of program (Ex: x: 29:00) 
 
*A DVD should not have a 10 second countdown or slate on the video of the program. 
 
 
Program Quality Standards- Community producers are responsible for providing their 
own Mini-DV tapes for production and editing. If submitting programs on Mini-DV, the 
mastered tape should be of broadcast quality and not previously used.  
 
 
Slate and cue standards: 
 
1. Ten seconds of color bars with 0 (zero) level audio tone. 
 
2. Ten seconds of slate with character generated information including program 
title, length, and if applicable, an episode number or month. 
 
3.  Ten second countdown to lead into the program. 
 
4. Acknowledgment of the Community Media Center must appear in the closing 
credits. 
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Program Length: Producers may submit programs of 
variable length, but the Cablecast Coordinator reserves the 
right to group this programming under a general title of 
shorts. If a producer wishes a time slot with a titled program, 
it should be in conventional broadcast standard lengths of 30 
minute increments.    
 
 
Program Technical Standards 
Minimum technical standards must be met in order for a 
program to be cablecast through the Community Media 
Center. These technical standards are based on the idea that no program should cause 
viewers to think that the cable channel or system is experiencing technical difficulties. All 
programs should be free of the following problems: 
 
 
l. Digital video interference. Programs should be free of any breakup, glitches or distortion of 
the audio or video portions of the signal. 
 
 
2. Incorrect color balance. Programs should accurately reproduce original colors within a 
scene. Flesh tones will be the standard by which this is judged. 
 
 
3. Over-modulated video levels. White levels that are too high cause distortions in the audio 
portion of the signal, and should be avoided.      

 
 

4. Over-modulated or under-modulated audio levels. VU meters should peak consistently at                 
    0.                        
 
 
5. Submission of Programming with Technical Problems-Programs that have technical 
problems will be pulled from the programming schedule and returned to the producer to 
correct. More than two instances of having to pull a producers program from the schedule 
during one year due to technical problems are cause for a warning and subsequent 
infractions are reason for refusal to broadcast the producers program.  
 
*Please contact the Studio/Cablecast Coordinator for further clarification of technical 
standards.  
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Request for Exception to Technical Standards-Technical 
standards may be waived in cases where the program is 
of an event or a happening that cannot be repeated.  In 
such cases, the producer must make a special request to 
the CMC director. Channel 19 staff will add a short 
disclaimer to the beginning of the program advising the 
viewers that portions of the following program contain 
technical difficulties. 
 
 
 
 
 

Equipment 
 
 
CMC equipment is to be used for the express purpose  of producing programming 
for the Community Media Center, and cannot be used by Community Producers 
in any personal or commercial venture .  
 
 
Liability for Equipment 
All community producers including minors are responsible for the equipment they are 
using. Minors are responsible as are their parents/guardians. It is the responsibility of 
the producer to inform the appropriate staff and note on the equipment check-out sheet 
any trouble experienced with the equipment. This is to ensure that the problem is fixed. 
If it is determined that a community producer is acting carelessly in his or her use of the 
equipment, sanctions will be imposed, including permanent suspension of all privileges. 
 
 
Insurance  
Coverage is required on all equipment being checked out of the facility. Insurance 
coverage is provided as part of the membership fee. This insurance coverage does not 
cover negligence on the part of the producer or his or her crew. Any incident involving 
theft, damage or injury should be reported to staff immediately. Any producer who, in 
the opinion of the staff, acts negligently will have his or her privileges suspended or 
withdrawn.  
 
 
Equipment Check-out  
A copy of the CMC equipment reservation form will be provided to members who sign 
out field equipment.  Members will sign the equipment reservation form and inspect all 
equipment with staff at the time of checkout.  Any malfunction or surface damage will be 
noted on the form and initialed by both member and staff.  If a member fails to pick up 
equipment at the agreed-upon hour or fails to notify staff of a possible delay, that 
equipment may be assigned to another member after one hour. 
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Equipment Check-in 
Members must return field video production equipment undamaged and on time to CMC 
staff.  Additionally, the member will reimburse CMC for expenditures required to repair 
damaged equipment or to replace equipment if the producer is found to be negligent or 
careless (See Insurance p.11) as determined by the CMC Director or Board of Directors.   
 
 
Reservation Procedure 
CMC's mission is to allocate station resources in a fair and equitable manner; therefore, all 
reserved equipment must be picked up and returned in a timely manner. Only certified 
community producers working on approved projects can make equipment reservations. 
Cancellation of reservations should be timely (24 hours) to allow other producers access. 
Equipment should be returned promptly at the time noted on the equipment check out 
form. Continued infraction is an abuse of privileges and will be cause for suspension of 
privileges.   
 
 

 Editing-Time in editing suites is reserved on a first-come, first-served basis. In order to 
ensure that everyone is provided a fair share of the resources of equipment and staff time, 
staff assigns workstations based on experience and project need. Beginners are assigned 
the basic editing suite until their projects demand more sophisticated editing. They should 
then request a workshop with staff.   

  
 

External Hard Drives – Producers using CMC edit suites are required to save their projects 
to an external hard drive to conserve space on the computers. The CMC has a limited 
number of external drives for use by Community Producers.  Producers must sign out the 
drive each time they edit, and the drive may not be removed from the premises. It is highly 
recommended that producer’s use their own external hard drives.  If you use a CMC 
external hard drive, it is not guaranteed that your project will remain on the disk; as well 
the CMC is not responsible if the drive crashes and your project is lost.  
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Facility 
 
The facility is the center of operations for CMC and houses the equipment and studio. 
Everyone coming into the facility must sign in by registering in the Station Visitation Log 
Book.   
 
 
General Rules of Operation 
CMC staff facilitates the production of programming by helping community producers, 
conducting training workshops, supervising volunteers and overseeing the facility. The 
staff also informs and educates the public about CMC services and programs. Staff 
makes decisions regarding use of facility and equipment and enforces rules of conduct. 
Staff has the right to refuse service to anyone it feels is not complying with the posted 
CMC Rules of Conduct.  (See form CMC Rules of Conduct) 
 
 
Facility Dress Code 
The CMC is a professional Public, Education and Governmental broadcasting and 
training facility.  All staff and interns working for the center represent the organization to 
the public and volunteers. In order to provide a safe and professional atmosphere within 
the facility and in the community, all employees and interns and volunteers working for 
the facility must abide by the dress guidelines as stated in the form Facility Dress Code. 
 
 
Hours 
CMC provides flexible working hours for community producers to check out and return 
equipment, and have access to editing and studio facilities as well as training and 
educational workshops. Staff availability is contingent on the number of available staff 
hours and scheduling of other staff-covered events. Check the CMC website or call for 
specific times.    
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 Sanctions 
 
 
 
Minor Violations 
Members are expected to adhere to the above 
guidelines and procedures.  Failure to do so may result 
in reprimand. The first instance will result in a verbal 

warning, the second in a written warning and the third instance in a twelve-month period will 
result in the suspension of CMC privileges for 30 days. A fourth instance in an eighteen-
month period will result in a 60 day suspension of privileges.   
 
 
Major Violations 
• Use, possession, or distribution of weapons, illegal drugs or controlled substances on the 
premises is prohibited, except by Public Safety Officers with prior approval. 
 
 
All minor and major violations will be tracked through the CMC database.   
 
 
 
• CMC does not tolerate threatening, harassing, or verbal abuse of any kind by any person, 
employee, member, volunteer or third party. No person shall have the authority, whether 
expressed, actual, apparent or implied, to commit any harassment, including, but not limited 
to sexual or verbal harassment to staff, members, users, community members, or other 
persons at CMC facilities. Harassment of a verbal, physical, visual or sexual nature will not 
be tolerated at CMC.  
 
 
Not adhering to the above will be considered a major violation and will result in a suspension 
of CMC privileges for a minimum of 12 months and may result in being permanently banned 
from CMC facilities. 
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Appeal of Sanctions 
 
Should it become necessary for the CMC Executive Director or his/her designee to 
deny a member access to equipment or studio facilities or other privileges enjoyed by 
CMC members in good standing and the member feels the action is unfair or 
inappropriate, the member may appeal the decision of the CMC Executive Director to 
the CMC Board. Such appeal shall be in writing and provide a full explanation of the 
situation. The appeal must be filed within ten (10) business days of notice of 
suspension of privileges to the CMC Operations Committee, with copies to the CMC 
Board. 
 
Within thirty days of receiving the appeal, the CMC Board shall hold a meeting 
regarding the matter and shall deliberate the appeal before rendering a decision at 
the conclusion of the hearing. No further administrative appeal shall be available. 
 
 
 
 

 
 
 
 
 
 
 
 
    
 


