[image: image1.jpg]AN

TURN_ON THE FUTURE





BPS-TV Off Site
 Production Policies & Guidelines

 

All requests for BPS-TV off-site productions must first be referred to the BPS-TV Television Station Manager one month in advance of the proposed production day.  The requests must include the location, date, start time, and length of the project for consideration.
1. Clients/Departments/Schools requesting the services of BPS-TV will be responsible for all content used during the recording of the video.  This includes all scripts, props, and visitors associated with the project.
2. In the event of a non ESF–Boardroom production contracted to be shot and edited by BPS-TV, the client/department requesting the service will be responsible for all scripts, props, or any other pertinent information needed for the completion of the project.  BPS-TV will only be responsible for the technical pre and post requirements for the completion of the project.
3. If the client is providing additional video or photos, you must pick exactly which photos or video clips are to be used in the final video.  The client-provided material cannot contain copyrighted music or other copyrighted content.  i.e. music from the radio, business logos, network television shows, movie clips.
4. Final video total run time (TRT) should be less than ten minutes.  When writing your script, use a timer.  Five minutes is a good target time.  A good script should entail a message that is direct, to the point and easy to understand.  Projects with longer TRT’s (total run times) must first be approved by the BPS-TV Manager. Twenty five minute (25 min) and fifty five minute (55min) TRT’s are the preferred extended lengths for BPSTV programming and scheduling purposes.  
5. BPS-TV has the option to use any completed project as programming on BPS-TV, the BPS-TV blog or BPS web site.  The completed video will be available for download on the BPS-TV blog site: http://media.brevard.k12.fl.us/bpstvblog/   Visit the blog to see examples of BPS-TV created content.
6. BPS-TV will not produce single or multi-camera video productions containing copyrighted materials without written authorization from the copyright holder(s). Clients/departments/schools are responsible for obtaining all copyright clearances and upon signing this policy take full responsibility for the outcome of their responsible actions.
7.  Depending on the work load, BPS-TV will provide you with one master DVD of your presentation within 7 to 10 working days of the production day.  If multiple copies of your DVD are needed, you, the client/department will be responsible for that arrangement.  
8. If approved, BPS-TV will provide a maximum of two hours of video production on-location (at your school or event location).  
9. BPS-TV does not provide “after business hour” production services, but we do have a listing of freelance video production providers that we can provide and recommend depending on the type of service that you’re needing.
The mission of BPS-TV is to promote and to enhance Brevard Public Schools by informing and educating parents, students, and employees on BPS issues, services, events and activities by providing informational, consistent, professional quality programming through the television medium.

 
*If you are in agreement with all of the policies and guidelines stated in this BPS-TV Production Policies and Guidelines form, please sign, date, and submit this form along with your request.
 

 Signature: ______________________________
 

Date: __________________________________
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Video Production Request
Date:

Time:   
Location:

	Video Production Request:




