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Section 1:  ABOUT PEOPLE TV 
    
1.1 People TV Mission Statement  

The mission of People TV, Inc. is to provide the Atlanta Community a voice through Public 
Access to Media.   

 
This is accomplished by providing the citizens of Atlanta, Georgia an equal opportunity to create 
public access programming for People TV, cable channel 24. We offer basic technical training, 
the equipment and facilities necessary to produce non-commercial programming for individuals, 
organizations and institutions in the city of Atlanta.    
 
We are strong advocates of the right of Public Access and freedom of speech as provided by the 
First Amendment of the US Constitution. 

 

1.2 Policy Statement on Public Access  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.3 History of Public Access in the United States   

The concept of Public Access was an outgrowth of the Free  

Speech Movement of the 1980ôs. Coupled with the availability of  

cost effective television production equipment, it eventually evolved  

beyond just an idea to become established as a standard element  

of many cable systems. As cable systems grew, especially during  

the 1980s, Public Access provided Freedom of Expression  

outlets on cable television.  Public Access on cable developed into  

the new town square meeting place in the United States and in a world that continues to grow 
more and more media accessible.  Funding for public access is currently provided for in the cable 
franchise agreement which requires the cable operators to pay for the use of public right-of-ways. 

 

1.4 History of Public Access in Atlanta  

Public Access in Atlanta began with a contract between the city and the cable company on 
February 6, 1980 which allocated cable TV channels exclusively for use by the Atlanta 
community. In a subsequent access agreement signed on September 1, 1981, the cable operator 
agreed to provide fully equipped production studios. Originally, Public Access was operated as    

People TV, Inc is operated in 
accordance with U.S. 
Federal, State of Georgia, 
Fulton County and City of 
Atlanta laws and ordinances 
as well as: 
- the City of Atlanta 

contract with the Cable 
TV franchise holder 

- the 1995 Agreement 
between the City of 
Atlanta and People TV, 
Inc. as revised,  
amended  and renewed, 
most recently January 
2005 

- People TV By-Laws 
- People TV Rules and 

Regulations in this 
Handbook including the 
People TV Code of 
Conduct 

 
And other documents as may 
be determined by the People 
TV Board of Directors or 
Management. 

 
People TV recognizes its obligation to provide a forum for the 
expression of free speech that reflects a diverse urban 
community without regard to race, gender, age, ethnicity, 
physical challenges, religion, sexual orientation, political beliefs 
or the nature of one's programming interest. It is necessary that 
management, staff, Producers, volunteers, interns and guests 
be respectful of each other and share in the responsibility to 
ensure that the equipment and facilities are not abused or 
destroyed.  
 
Residents of the city of Atlanta are given top priority. The only 
limitations on programming content are those in the 2005 
Agreement with the City of Atlanta found in Paragraph 7.38. 
(L.O.A.F. Law) and other related provisions as outlined in 
Section 6 of this Handbook. 
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a department of the cable company. In 1986 it was agreed by the City of Atlanta and the cable 
operator that a non-profit corporation would take over the 
administration and day-to-day operation of the city's public access 
channel(s).   

 

1.5 The Creation of People TV  

 

 

 

 

 

 

 

By Agreement, People TV is funded in large part by the cable 
franchise operator in the City of Atlanta. Additionally, People TV can 
"apply for and receive contributions, grants, donations, and other funding from individuals, 
organizations, government agencies and others...ò (See the Bylaws of People TV, Inc.) (See 
Paragraph 3.18.3 of the Agreement). As a non-profit, tax exempt organization, People TV also 
gratefully accepts donations from the public and organizations. 

 

Section 2:  PEOPLE TV PRODUCERS 

 

2.1 PRODUCER QUALIFICATIONS 

   

       A.  Age Requirements 

Producers must be at least eighteen (18) years old.  People TV does have a youth initiative 
called F.U.E.L. Media for youth, ages 13-25.   Contact the Community Development office for 
more information (also see Section 11 of this Handbook).  

 

      B. Legal Residence 

Producer status depends on your legal place of residence. To be a certified People TV 
Producer you must live within the city limits of Atlanta, Georgia.   

 

A resident is any person, whose legal residence is located within the jurisdictional boundaries 
of the City of Atlanta.   

 

 

 

 

 

 

 

 

 

If correspondence sent to an 

organization or Producerôs legal 

residence on file is returned by the Post 

Office, that Producer or organization will 

be considered a Non-Resident. 

Resident status will be 

re-instated after further 

proof of residency. 

Individuals are required to show proof of  

residency by providing a valid Georgia driver's 
license or state issued ID card, a current 
month's utility bill (gas or electric only) in your 
name, voter registration card or a lease for your 
residence in your name.  

 

 

On January 1, 1986, by Agreement between the City of Atlanta and 
Prime Cable (the 1986 cable company), People TV, Inc. was 
incorporated as a Georgia non-profit corporation for the purpose of 
administering the day-to-day operation of the city's public access 
channel(s). On November l, 1995, the City of Atlanta and People 
TV, Inc. entered into a new agreement and secured its 501 (c)(3) 
ax-exempt, non-profit status under the Federal Tax Code.  

 

The 1995 Agreement ran through December 31, 1999.  The parties 
renewed this Agreement upon the same terms and conditions for 
two additional five-year terms which became effective on January 
1, 2000 and January 1, 2005.  

 

The contract between Comcast (the 2005 cable company) and the 
City of Atlanta and the contract between the City of Atlanta and 
People TV both expire on December 31, 2009. 
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Proof of residency for an organization is a letter on letterhead of the organization stating the 
name(s) of the person(s) authorized to represent that organization and the tax ID number for 
the non-profit status, if applicable.  (also, see Section 2.4.A.3 of this Handbook.) 

 

A current telephone number and address for all applicants and active producers must also be 
maintained on file at all times.  Any changes must be made within 30 days.  E-mail addresses 
are also helpful as are alternate telephone numbers.  

 

If correspondence sent to a Producerôs legal residence on file is returned by the Post Office, 
that Producer will be considered a Non-Resident.   The Producer must re-establish proof of 
residency to be reinstated as a Resident Producer.  

 

2.2  How to Become a People TV Producer 

 

      A.   Certified Producer  

      A person becomes a Certified Producer by having successfully completed the following:  

1. Producer Orientation 

2. Introduction to Community Television Workshop 

3. Proficiency Exam 

4. Crewed a required number of hours on productions at People TV 

 

      An experienced candidate who can pass the proficiency exam is not required to take the    

      Introduction to Community Television Workshop.   There is a fee for all certifications. 

 

You can also become a Certified Producer through the People TV Volunteer program.  A 
minimum of 70 hours of volunteer work for People TV is required in addition to the above 
certification requirements.   For the volunteers completing the 70 hours, the fee is waived for 
the Introduction to Community Television Workshop.  (See Section 9) 

   

Certified Producers, residing within the City of Atlanta, may currently use the studios for 
producing their programs at no charge.  Non-resident certified Producers must pay production 
fees.   

 

B. Getting Experience as a Producer  

New Producers are required to develop and improve their skills by applying for and 
completing the following sequence of productions.   

 

1.  The first program awarded MUST be a recorded Special 

2.  Next is a Full Season of recorded Specials or Monthly Programs 

3.  The Second Full Season may be Recorded Specials, Monthly, Bi-Weekly or Weekly 
Programs 

4.  Third Full Season -- Any type of programming including Live Weekly Programs  

 

Failure to complete this process over consecutive seasons may require recertification.   
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      C.   Additional Certifications 
    Workshops are available for certifications required to use other People TV facilities and    

equipment (see Section 8).  New equipment or new technology introduced into the facility 
may require certification.  Additional fees will apply. 

 
 D. Re-Certification 

From time to time it may be necessary for People TV to require Producers to be re-certified 
when a substantial period of time has lapsed between a certification and the production of a 
program.  Re-certification may also be required when an individualôs skill level is determined 
to be insufficient for proper use of the equipment or facilities.  A fee will be charged for re-
certification.  

 

2.3 CATEGORIES OF PRODUCERS  
 

A. Resident Producers 
Producers whose legal residence is within the city limits of Atlanta, Georgia. 

 
1. Resident Certified Producer - A resident of the City of Atlanta who has completed the 
initial certification process (Sec. 2.2A).  Once awarded a channel time for a specific 
program, a Resident Certified Producer in good standing is permitted to use the facilities 
and equipment of People TV for which they are additionally certified.    
 

2. Resident Independent Producer - A resident of the City of Atlanta who does not use 
the facilities of People TV to produce their programs. This Producer must go through the 
same channel time application process as any Producer. If an Independent Producer 
wants to use the facilities of People TV, they must go through the certification process and 
become a Resident Certified Producer.  

 
3. Organizational Producer/Agent - A non-profit organization that is domiciled within the 
jurisdictional boundaries of the City of Atlanta and wishes to produce programming at 
People TV must have a Producer who is certified to use the facilities to act as their Agent. 
The Agent of the organization may be either a Resident or a Non-Resident Certified 
Producer in good standing with People TV.  

  

 

 

 

 

 

 

 

 

 

 

 

 

The Agent will act as the Producer of Record for the 
organization by the timely filing of a Channel Time 
Application, the Producer Indemnification Form, the 
People TV Organization Agent Form, and a statement on 
the organizationôs letterhead that indicates the 
acceptance of responsibility for all aspects of the 
production.  All documents must be signed by the 
appropriate officer of the organization.  

 

A copy of the organizationôs certificate of non-profit status 
with the Tax ID number must also be included.    

 
Once awarded a channel time for a specific program, the 
organizationôs Agent can use the facilities and equipment 
of People TV, for which the Agent is certified. 
  

The Agent is responsible for producing programming that 
directly reflects the subject matter and mission of the 
Non-Profit Organization. If an Agent does not uphold the 
intent of the Organization, the Agent may be replaced at 
the discretion of the Organization.  
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B.   Non-Resident Producers 

        Producers whose legal address is outside the city limits of Atlanta, Georgia. 

 

1. Non-Resident Certified Producer - A non-resident of the City of Atlanta who has 
completed the initial certification process (Sec 2.1A).   Once awarded a channel time for a 
specific program, a Non-Resident Certified Producer in good standing must pay the fees 
and rate schedules in place for use of all People TV facilities and services. 

 

2. Non-Resident Independent Producer - An individual or organization from outside the 
City of Atlanta and who does not use the facilities of People TV to produce their programs.   
Once awarded a channel time for a specific program, all Non-Resident Independent 
Producers in good standing must pay the fees and rate schedules in place for use of all 
People TV facilities and services. 

  

C.  PEOPLE TV Staff Producers 

The Agreement between People TV and the City of Atlanta does not prohibit the staff of 
People TV from producing programs. However, staff must work on their own programs on 
their own time and not while performing staff duties. Staff must follow the same policies and 
procedures as all other residents. 

 

 

2.4 RESPONSIBILITIES OF A PRODUCER  

 

A. Liability 

 

 

 

 

 

 

 

 

 

 

 

B. General Responsibilities  

Responsibilities of Producers include but are not limited to the following:  

 

1.  Aware of important dates, deadlines and procedures set by People TV, including, but 
not limited to, Season Schedules and Channel Time Applications.  

 

2.  Not accepting money, barter or materials in exchange for work done with People TV 
facilities or equipment.  However, it is permitted to seek grants, sponsorships, 
underwriting and other kinds of financial support for programming and other activities 
consistent with non-profit purposes (Sec 6.5). 

A Producer is legally and 

financially responsible for 

all aspects of the 

production, including 

content, use of facilities 

and equipment, any and 

all damages as well as 

their actions of the crew 

and guests. 

A Producer is legally and financially responsible for all 
aspects of the production, including content, use of facilities 
and equipment, any and all damages as well as the actions 
of their crew and guests. The Producer must sign an 
agreement indemnifying People TV from any legal action or 
other problems resulting from the cablecast of the program 
on People TV.  Only one person can be the programôs 
Producer; the concept of Co-Producers does not exist at 
People TV (See Section 4.6 regarding transfer of status as 
Producer). 
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3.  Being responsible for the actions and behavior of all crew, guests, visitors, interns, and 

volunteers in the People TV facilities, including but not limited to making sure they sign in 
and out and do not violate People TV rules, regulations and policies (See Section 11 of 
this Handbook).    

 

4.  Assuring that People TV equipment or facilities are not used for profit.  

 

5.  Complying with L.O.A.F laws and other content restrictions as set forth in Section 6 of 
this Handbook.  

 

6.  Notifying People TV programming staff of any program being shown that may be adult-
oriented. 

 

7.  Making sure the proper procedures are followed for use of People TV facilities and 
equipment, including signing all contractual agreements, set up, tear down and clean up. 

 

8.  Getting all necessary releases, permits, or other legal documents required for your 
program, including but not limited to copyrighted material and performance agreements. 

 

9.  Making sure all personal items that are brought into the facility for use in the building 
are authorized by the senior staff person on duty.  An Equipment Tracking Form must be 
filled out by the Producer and signed by a People TV staff person.  Also, People TV 
equipment cannot be reconfigured or changed without the permission and/or direction of a 
People TV staff person. 

 

10.  Notifying the staff of any equipment or facilities problems. 

 

11.  Not using People TV office equipment and supplies without permission of People TV 
management. 

 

12.  Responsible for timely payment of all fees, fines and other financial agreements with 
People TV. 

 

13.  Anyone using the People TV tax status and/or Tax Id Number without the written 
permission of the CEO will be permanently terminated and will be subject to prosecution. 

 

C. Not a PEOPLE TV Employee 

A Producer is not an employee of People TV, Inc. and may not portray them selves as 
representing People TV, Inc. Only members of the Board of Directors, management and staff 
may be in a position to represent People TV, Inc.   Although People TV, Inc., is a Georgia 501 
(c)(3) non-profit corporation, you, the Producer, do not have any access to that status, except 
for ñFiscal Sponsorshipsò as explained in Section 6.7 of this Handbook.  You can not use 
People TV letterhead, stationary, business cards, etc. 
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Section 3:  PEOPLE TV PROGRAMMING 

 

3.1 THE PROGRAM SCHEDULE 

 

A. Cablecast Seasons 

There are two cablecast seasons per calendar year.  Each season is spread out over twenty-
three (23) weeks and consists of two blocks of ten (10) cablecast weeks separated by a three 
(3) week break. The off-season is the three (3) week period between the two seasons. 

 

B. Program Awards 

Programs are awarded for one season only with a specific time and date.  Special Programs 
are awarded for one run at one specific time within designated ñSpecialò time periods and the 
specific date of cablecast may be determined later.  Special Programs may also be used to 
fill-in on other time periods as may be determined by People TV staff or management.    

  

C. Facilities During Breaks and Off-Season 

During the 2 mid-season breaks and the 2 off-season breaks, no live programs are produced 
using People TV facilities and only taped programs will be cablecast. Special exceptions MAY 
be approved by management.  During breaks, the program schedule is subject to change.    

 

Use of facilities and People TV equipment during the off-season is limited to Active Producers 
(Sec. 2.4B) who have been awarded a program for the upcoming Season. 

 

During breaks or the off-season, the facility may be closed from time to time at the discretion 
of management.  Check posted schedules for specific dates. 

 

 
3.2 TYPES OF PROGRAMS 

 

A. Public Access Community Comment 

Any legal resident of Atlanta will be provided a five minute forum to discuss any topic of their 
choosing.   It will be recorded at the main studios of People TV at a mutually acceptable date 
and time.  The program will be cablecast at a time and date determined by People TV 
management.    

 

The content of this program is entirely determined by the participant and, as all programs at 
People TV, is subject to the restrictions of the L.O.A.F (Lottery, Obscenity, Advertising, and 
Fundraising) laws and other restrictions explained in Section 6 of this Handbook. 

 

There is no cost to the participant, the participant does not operate any equipment and there 
is no required training course for this type of program.  The participant does not have 
Producer status at People TV. 

 

Application and Indemnification forms must be completed and participants must provide 
documentation to prove they live within the city limits of Atlanta, Georgia.  
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      B. Scheduled Programs  
Any legal resident of the City of Atlanta can qualify to produce and have cablecast a program 
on People TV.  The types of programs available to produce for People TV are: 

 
1.  Weekly Taped - This is a program series that is cablecast on the same day, in the 
same time period during a season.   The Producer is making a commitment to create 
twenty (20) new episodes each season. This is the most demanding type of program you 
may attempt to do.  This type of program will not be awarded to newly certified Producers 
until their third (3rd) season of awarded programming. 

 
2.  Weekly Live - This is a weekly program series where the programs are produced and 
cablecast live from the People TV studios.  There are a limited number of slots that are 
awarded each season for live programs.  Live programming must have a reason for being 
live, such as discussing time sensitive current topics or taking phone calls and interacting 
with viewers.   A weekly live program is demanding to produce and the Producer is 
making a commitment to create twenty (20) new episodes each season.  The Producer is 
responsible for making sure there will be a full and qualified production crew and any 
guests at the studios in time for all live and taped programs.  This type of program will not 
be awarded to newly certified Producers until their third (3rd) season of awarded 
programming. 

 

3.  Bi-Weekly Taped - This is a program series that is either a series of new programs 
produced to run for ten (10) consecutive weeks in the season and then repeated, or a 
program that is produced to have each new episode run for two consecutive weeks. In 
either case, there is only one time period per week and the repeat is either the following 
week or later in the season. This type of program will not be awarded to newly certified 
Producers until their second (2nd) season of awarded programming. 
 
4.  Monthly Taped - This is a program series that is either five (5) or six (6) new programs 
in a season.  The exact number depends on the time period awarded and start date of the 
series.   
 
5.  Special Taped - Regular Season - This is a new single program that will be cablecast 
at least one time during a Season.   Single special programs in a regular season must be 
a minimum of either 27 minutes or 57 minutes in length.  In awarding the program, People 
TV may or may not be able to immediately schedule a cablecast time and date for the 
production.    
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3.3 COPYRIGHT & LIABILITY 

 

A.   Producer Liability 

Producers are responsible and legally liable for the content of their programs including, but 
not limited to, copyrighted material and restrictions explained in Section 6 of this Handbook.   

 

B.   Program Copyright 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.4 Use of the People TV Trademark 

 

Any use of the People TV trademark without the written Consent of the CEO is strictly 
prohibited and will be subject to prosecution and permanent termination. 

 

 

3.5 LIMITATIONS  

 

A. Program Use After PEOPLE TV Cablecast 

 

1. Non-Commercial - Producers acknowledge that in consideration for use of the 
PEOPLE TV building, facilities and/or equipment, "It is understood and agreed that pubic 
access provided for herein is for non-profit, non-commercial purposes and for the 
production of programming to be cablecast on the public access channel.ò (2005 
Agreement, Par. 2.3 contract with the City of Atlanta)  Following this cablecast, the 
program may be run on any other public access channel with written notice to People TV 
Management.    

 

Producers retain ownership of their programs but grant People 
TV certain rights as explained in this Handbook and the People 
TV Producer Agreement. 

 

In order to protect your program(s) you must notice and register 
the copyright for your program(s). If they are not noticed or 
registered, others may infringe on your copyright.  We suggest 
that you notice and register all your programs.  

 

The first step in the copyright process is to place the following 
information in your credits: 

 

(name of program )  

            © 2008, Your name.  

 

Legal restrictions, 

limitations on how 

production money can 

be obtained and other 

important information 

regarding program 

content can be found 

in Section 6 of this 

Handbook. 
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2. Commercial Use ï ñProgramming material and copies thereof which are produced 
using the production facilities of the Center shall not, subsequently, be commercially 
distributed in any manner without the prior written permission of the Center.ò  (2005 
Agreement, Paragraph 2.3 contract with the City of Atlanta). 

 

Failure to abide by this rule will result in Producer being terminated. 

 

B. Program Content 

The Producer, as copyright holder, is responsible for the content of the programming.   
Legal restrictions, limitations on how production money can be obtained and other 
important information regarding program content can be found in Section 6 of this 
Handbook. 

 

 

Section 4:   APPLYING FOR CHANNEL TIME 

 
 

4.1 Deadlines 
People TV has two seasons each year and each season of the 2 seasons require a new channel 
time application.  People TV publishes a calendar with the deadlines for applying for channel 
times which is available at People TV or on the website ï www.peopletv.org.  It is the 
responsibility of the Producer to be aware of all deadlines.   

  
4.2 Priorities  
Time periods are awarded on a first-come, first-served basis.  City of Atlanta residents will be the 
first to be awarded channel times.  Applications from non-residents will be considered only after 
all applications from City of Atlanta residents are processed. 

 
4.3 Applications 
 

A. Official Documents ï Below are the required documents that must be submitted to 
People TV each season in order to be awarded a time slot on the schedule.    

 
1.  Channel Time Application Form (see Sec. 17 - Forms & Fact Sheets)  

 
2.  Producerôs Agreement and Indemnification Form (see Sec. 17-Forms & Fact 
Sheets) 

 
3.  A Program Proposal is also required each season. The proposal must include a 
description of the program concept, format, types of guests and other important 
information about the proposed program or series.   Producers must declare if adult 
material will be included in the program so application will be considered only for late night 
time periods.  

 

4.  Proof of residency - For an individual's residency this must include a valid Georgia 
driver's license or state issued ID card, a current month's utility bill (gas or electric only) in 
your name, voter registration card or a lease for your residence in your name.  Proof of 
residency for an organization is a letter on letterhead of the organization stating the 
name(s) of the person(s) authorized to represent that organization and non-profit status 
including Tax ID, if applicable. 

http://www.peopletv.org/


People TV Producer Handbook ï July 2008 11 

    
B. Originals Only!  
All documents must be filled out completely and original signatures are required.  No 
facsimiles or electronic submissions are accepted.   
 

  
4.4 Limitations 
You must be certified to use any facilities or equipment necessary for the production of your 
program (see Workshops, Section 8 of this handbook).    

 

A. Newly certified Producers 

The first program to be produced will be a Taped Special in the season Producers are 
certified.  In their first full season, they can apply for Taped Specials or Monthly Taped 
programs.  In their second full season, they can apply for a Weekly or Bi-Weekly Taped 
series.  Producers must wait until their third full season to apply for a LIVE program. 

 

B. All Producers 
Each Producer can hold no more than two time periods per season and only one time period 
may be LIVE.   If a Producer applies for a second time period, the Producer must decide 
which program is their priority by noting that on the application.  The second application goes 
to the end of the line in the order they are received and will be considered only after all other 
applications submitted by residents of the City of Atlanta are awarded their first time periods.   

  
   

 

 

 

 

 

 

 

At that time, Producers are free to reserve equipment and       
facility time to produce their program, subject to their certifications. 

 

Applicants not in good standing with People TV (i.e. suspension, fees or fines owed) will not 
be awarded a channel time until all issues have been rectified and all fees or fines paid.     

 

4.6 Transferring Control of Your Program to Another Producer 

Only one person can be the programôs Producer; the concept of Co-Producers does not exist at 
People TV.  If a Producer is unable to produce the awarded program, control of that program and 
time period can be transferred to another Producer.  The original Producer gives up all legal 
rights and responsibilities, which must then be assumed by the new Producer.  People TV must 
be notified in writing prior to the transfer of control including signatures from both producers and 
whether transfer is permanent or temporary (end date must be included in notification or transfer 
will be considered to be permanent).  The new Producer must be certified for the type of program 
being transferred and must complete a Channel Time Application and the Producer Agreement 
and Indemnification form. 

 

You must be certified to 

use any facilities or 

equipment necessary for 

the production of your 

program (see 

Workshops, Section 8 of 

this handbook). 
 

4.5 Awarding Channel Times  

Once the application period has closed, the staff of People 
TV will process and categorize all applications. If, at the end 
of that process a Producer is granted a time period, they may 
receive an Award Letter informing them of their new Channel 
Time and status as an ñActive Producer.ò  The Producer must 
sign and return to Playback the Award Letter, acknowledging 
acceptance of the assigned Channel Time. 
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4.7 Program Cancellation 

    
 
 
 
 
 
 
 
 
 
 
 

Section 5:  USING PEOPLE TV FACILITIES AND EQUIPMENT 
 

 
5.1 General Rules 

 
A. Equipment 
Equipment, both in studio and on location, must be used for the sole purpose of creating non-
profit, non-commercial public access programming and must first run on People TV.  

 
B.  Hours 
Facilities are available for use only during People TV hours of operation as determined by 
management.  Exceptions may be granted by People TV staff. 

 
C.  Scheduling Problems 
People TV cannot guarantee that equipment or facilities will always be available and working 
at the time that you have scheduled. The facilitating staff of People TV will make every effort 
to notify Producers when there is an equipment problem which will affect a Producer's 
scheduled time. Keep in mind that this is electronic equipment that is used constantly and 
without warning problems can occur, including during your production. People TV is not 
responsible for any loss or damage due to these problems. The Producer is using these 
facilities at his/her own risk.  

 
 D. Producer Responsibilities 

The Producer is responsible for the full cost of parts, repairs and/or replacement of damaged 
equipment or facilities including negligent or abusive use and/or accidental damage.  Fines 
will also be charged especially in cases where equipment or facilities are unusable until 
repaired or replaced. This does not include the normal wear and tear that is associated with 
every-day usage.  The Producer is responsible for testing the condition of the equipment prior 
to checkout.  Damage by all who use the equipment and those that are in the facilities for your 
production, including, but not limited to crew, volunteers, talent, guests, interns, visitors, etc. is 
the responsibility of the Producer.  

 
 E. Minors 
 Minors (individuals under age 18) must have a parent or guardian sign for equipment and 
 accept responsibility for equipment and facility usage.  
 

 

If a Producer fails to deliver three 
weekly or bi-weekly programs 
during a season, the program will 
be cancelled.  Producers who fail to 
deliver one monthly program may 
be cancelled.  In the case of 
cancellation, time periods will be 
given to another Producer.   



People TV Producer Handbook ï July 2008 13 

 F. Smoking 
 People TV is a smoke-free environment.    
 
 G. Food & Drink 
 The consumption of food and drinking is limited to the Green Room except that guests may 

  be provided drinking water in the studio or food necessary for the production of their program.   
 
 H. Theft or Damage 

  People TV and its staff are not responsible for the loss, theft or damage to any personal items 
brought onto People TV property, including the building and parking lots.  

 
I.  Clean-Up 

  All facilities must be cleaned and returned to their normal condition by the end of the 
scheduled time.  This includes, but is not limited to, the Prop room, Green room, bathrooms 
and Conference room. 

J.  No personal equipment  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
K. Complete All Forms 
 No equipment or facilities of People TV may be used without completion of all required forms 

and approval by People TV staff.  The Producer signing the forms is responsible for the 
equipment or facilities used. 

 
5.2 Reservations 
 
 A. Reservations Required 
 Reservations are required for any use of People TV equipment or facilities.  Requests are 

accepted only from Active Producers (Producers who have been awarded channel times).  
Scheduling is done by the People TV staff.  People TV is not responsible for errors made 
during the booking process.  

  
 

B.   Cancellation 
  The minimum time for notification of cancellation of reservations is twenty-four (24) hours to 

avoid any penalties. 

 

No personal equipment is allowed in the facility without 
written consent of People TV staff.   Personal equipment 
must clearly be identified on the Equipment Tracking 
form.   No personal equipment can be connected by wire 
or other means to People TV equipment without approval 
and a staff member present.  Under no circumstances is 
People TV responsible for personal equipment brought 
into People TV, including theft or damage to that 
equipment.  Unauthorized wiring or alteration of People 
TV wiring or equipment may cause damage to People TV 
equipment and is the responsibility of the Producer.  
Violation of this policy will lead to fines and/or disciplinary 
action up to and including termination from the facility.      
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C. No-Shows  

Failure to show up for a scheduled booking is considered a "No Show.ò'  The reservation will 
be forfeited if the Producer arrives more than 30 minutes late.  To avoid possible additional 
penalties, Producers must call to inform People TV of any emergency that will require them to 
be more than 30 minutes late. Two No Show violations in a season will result in the Producer 
being placed on Limited Status (see Section 12.2C of this Handbook). 

 
 

5.3 Studios and Control Rooms 
 

A. Only Active Certified Producers  
Only Active Certified Producers (those with channel times) will be allowed to schedule time in 
the studios and control rooms.   

 
B. Scheduling Limits 

1.  Producers of Regularly Scheduled Programs - may reserve and use up to six (6) 
hours of studio/control room time per week.  Producers of Regularly Scheduled Programs 
are limited to three (3) reservations for the studio/control room at any one time. 
 
2.  Producers of a Special Program may reserve and use up to six (6) hours in a 
Season.  Additional hours may be available upon request. 

 
C.  Peak Use Time 
During ñpeak useò time, a maximum of one three (3) hour slot will be granted to Producers.  
ñPeak useò hours are defined as Monday through Friday from 6:00 PM until 10:30pm and 
Saturdays from Noon until 10:30pm.  An additional 3 hours may be booked in ñnon-peak 

 
D.  Overruns 
Occupying the Studio and Control Room beyond your reservation time may result in late fees.  
Producers cannot use People TV facilities until all fees or fines have been paid.  Habitual 
overruns are not acceptable and may result in additional fines and/or Limited Status (See 
Handbook Section 12.2C). 

 

E.  Production Crew, Talent and Guests 

It is advisable for all productions to have at least four (4) People TV certified Producers 
working on a studio production.  The Producer must provide the names of all their crew, talent 
and guests prior to the production.  Everyone MUST arrive at the studio prior to the scheduled 
production time.  Those individuals arriving late will have to remain in the green room until the 
Producer is available to check them in at the facilitatorôs office.  

 

F.   Maximum Occupants 

For safety reasons, the Fire Marshall limits the number of people who can be in the building.  
For this reason, Producers should limit the number of people involved in the production to 
thirty (30).  This includes the crew, talent, guests, family and anyone else connected with your 
production.  If too many people are in the facility, staff will have to ask people to leave. 

 

G.  No Dubbing 

Dubbing is not allowed in the Studio Control Rooms.  Equipment is limited to recording or 
playing back content for programs.   All dubbing is to be done by People TV staff and not 
Producers.  
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H.  Equipment Working Properly 

Producers are responsible for the condition of the 
 Studios, Control Rooms and Prop Room.  Before 
 using the facilities, the Producer must test the 
 equipment to verify its condition.  Producers will be 
 responsible for leaving the facilities and equipment in 
 the same or better condition.  (See Section 5.1D of 
 this Handbook)  

I.  Non-Profit Production Only  

Studios and Control Rooms used by producers must only be used to produce programming 
for People TV.  Use of Studios or Control Rooms for other reasons, including but not limited 
to, commercial businesses or productions used for profit, is strictly prohibited and will result in 
disciplinary action up to and including immediate termination.  

 
5.4 Edit Suites 
 

A. Scheduling Limits 
1.  Active Producers - (those with channel time) will only be allowed to use the Edit 
Suites for which they are certified.    
 
2.  Producers of Regularly Scheduled Programs - may reserve and use up to six (6) 
hours of editing time per week and are limited to three (3) reservations for the Edit Suites 
at any one time.    
 
3.  Each Producer of a Special Program - may reserve and use up to six (6) hours in a 
Season.   Additional hours may be available upon request. 

 
B.  Overruns 
Occupying the Edit Suite beyond your reservation time may result in late fees.  Producers 
cannot use People TV facilities until all fees or fines have been paid.  Habitual overruns are 
not acceptable and may result in additional fines and/or Limited Status (see Section 12.2C of 
this Handbook). 

 

C.  Dubbing 

Dubbing is not allowed in the Edit Suites. The Edit Suites are reserved for post-production 
work that involves altering raw footage.  Transferring of footage for editing purposes is not 
considered dubbing.  All dubbing is to be done by People TV staff, not Producers. 

D. Equipment Working Properly 

Producers are responsible for the condition of the Edit Suites and editing equipment.   
Before using the Edit Suite, the Producer must test the equipment to verify its 
condition.  Producer will be responsible for leaving the equipment and Edit Suites in 
the same or better condition (See Section 5.1D of this Handbook). 
  

 

 

 


