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BPS -TV

 Production Policies & Guidelines

 

All requests for ESF Boardroom multi-camera video productions, BPS-TV office studio productions, and off site field 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 approved, BPS-TV will provide two hours of video production on-location (at your school or event location).

4. 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.
5. 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.

6. 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.
7. For Boardroom multi-camera projects the names of the two main on-camera personalities/speakers, if any, in the project must be emailed to BPS-TV in advance.  BPSTV will not be responsible for showing the names on camera of more than two personalities.
8. BPS-TV will not produce 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.
9. BPS-TV cannot be responsible for the checking out of microphones from the ESF customer service desk for Boardroom productions.
10.  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 must make arrangements with the ESF print shop, or an outside source. Prices may vary with the extent of the labeling requested on the DVD.
11. We are able to display Power Point presentations electronically in full-screen through our production equipment without having to physically aim the camera at the screen. For your power point presentation to be seen in its highest quality: use large fonts (Sans serif, Arial), limit the use of color to 2 to 4 colors, don’t use grays for backgrounds or bright white, but off white works well.  White text on a black background or yellow text on a black background work very well.  Here is a general rule for the colors you should use when creating graphics for television.  Black is not black and white is not white; instead, use RGB values of 16, 16, 16 for black and 235, 235, 235 for white.  
 

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 the policies and guidelines stated in this BPS-TV Production Policies and Guidelines form, please sign and date below.

 

 

Signature: ______________________________
 

Date: __________________________________
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Video Production Request
Date:

Time:   
Location:

	Video Production Request:




